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‘revisions may be add

‘The revision of thits guide has been coordinated by
the Office of the Vice President for Administration
and Personnel. General questions of interpretation
and definition or suggestions for change in future
re§Qed to thdt Office. A speci-
fic note on definitions may be helpful: “"Faculty"
is as defined in Section 1.33 herein and in the ;
Rules and Requlations of the Faculty; "Staff" as in
"FacuTty and Staff" refers to all members of the
staff other than faculty; YAcademic Staff" includes
the faculty and atl staff members other than the
administrative and sponsored research i&affs and the
Lincoln Laboratory Staff. Iy

M.1.T. offices or committees which may be helpful in
providing clarification or assisting in the inter-
pretation of particular sections of the guide are
identified through the source code of the Table of
Contents. Information source codes and associated
activities are. listed below: . ’

L4

Source Codes' '

(A) President i’d Chancellor

(B) Provost . o

(C) vice President, Office of the President and
Chancellor ‘

D Secretary of the Institute _ .

E Chairman of the Faculty

F Committee on Qutside Professional Activities

G Vice President for Administration and

)
)
)
)
Personnel :
) Benefits Office
) Vice President and Dean of the’ Graduate School
) Office of Personnel Services .
) Vice President for Financial, Operations
) Lincoln~Laboratory Personnel Office
) Medical Department
) Office of Personnlel Development
) Undergraduate Research Opportunities Program
) Industrial Liaison Office ‘
) Dean for Student Affairs
) Faculty Committee on Discipline
) Special Assistant to the President for Urban
Relations ,
) Institute Information Service’s
) Office of the Comptroller
) Committee on Inventions and Copyrights
g Office of Sponsored Prpgrdms
Committee on the Use of Humans as Experimental
Subjects
;' Vice President for Research
M.I.T. Associates
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inTROBYICT ION .

fAculty and staff members in the pursuit of Institute
bjectives and in relations with the communlty at o
Yarge. It if§ also designed to acquaint new members
bf the fatu?!y and staff with the organization and
a1ms of the Inst1tute, with~their rights, ob11gat1ons,
gand benef1q,,/%nd ith the facilities and services
which support thiyz professional activities. ’
The {o]icies-and procedures,set forth, iﬁ’ his docu-
ment are those which affect faculty and sTaff ifl a
. way basic to the conduct of Instityte affairs or are
applicable to major or critical areas of Inst1tutb
act1v1ty, and every membem,of the faculty and staff
shou]d be familiar with them

™

It is hoped'thaf/aémbers'of the faculty and staff
will. find this document a useful guide not only for

% the conduct of their teaching, researchs or adminis-

: trative activities, but also for'fhe pursuit-of

., their own professional development within the frame-

.

;work of Institute objectives.

» »
. ‘ ) B Jerome B. Wiesner
. Y - 14
President
s : . . L]
1 ! ,
. . .




'y

FRIC

Aruntoxt provided by Eric

‘OBJECTIVES . .-
N

} ‘ : .
In carrying-out the prbvisions of its charter, the?

Institute has focused on two objectives, .one primary
and the other secondary- the advancement of knowl-
edgexthrough educat1on and research, both puwe and.

‘applied, in sc1ence, engineering, arch1tectqme and

plann1ng. management, social sciences, and the .
humanities; and serVice to. the community and hation

‘ through the use of the Institute's reSOurces, both

intellectdal and material.
»

While it is ‘the responsibility of the Corporation ofﬁ
the Lnstitute to decide the relative degree of
emphasis to be placed on each obJect1ve, certa1n
underlying purposes and princip1es ‘govern the1r

pursuit. N

'

Education:- It is the purpose of the educational

» Program to develop in.each student that mastery'of

fundamentals, versatility of mind, motivation for
Tearning, and intellectual discipline and self-
reliance which is the best *foundation for continuing
professional achievement . . . to provide a liberal
as well as professional education so that each

.Student acquires a respect for moral va1ues, a sense

of the dutjes of q1tizensh1p, a feeling for taste
ant style, and the basic human understanding and

“3




knowledge required for leadership . . . and thereby .
"to send forth men and women of the highest profes-

¢ional competence, with the. K?eadth of learning and

of character to deal constructively with the issues . -

and opportunities of our time.

Research and Schdlarship:. The Institute seeks |
through research and reflection to extend the bound-
aries of knowledge and the horizons of the human
intellect. In so doing, it aims to create an atmo-
sphere of inte]]ectua] excitement, a climate of
inquiry and 1nnovat1on in which- j;ﬁgstudent deve]ops
a consum1ng interest in understanding for its own

-

sake. o _ - '

§g£11£g;' As a modern university and social institu-

tion, M.1.T. recognizes an inherent obligation to

“serve its students and alumni, the professions, the

world of scholarship, and sogiety. As part of this
3 obligatiaon, the Institute seeks to serve the commun-

ity and nation directly through its faculty and

Q through the use of its facilities and administrative

resourcés whenever there is a compelling heed to.

which it can re$pond without 1mpair1ng its primary

~ functions. : . .

4 -
* ) '

1.20 DESCRIPTION . - : /L

— .
" v

<

kY - .
The Massachusetts Institute of Technology is an , .
independent;, coeducgtional, endowed university

’ " committed to the externsion of knowledge through
teachifig and. research. It %s organized into five’

%

ERI!
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academic Schoo]s--Architecture and Pﬂann1ng, Engi-

ngering, Human1ties and Social Science, Management
and Science--and a number of 1nterd1sc1p11nary - -
groups and activities. There are/Some 8,000 students,
more than half of them studying fdr undergraduate
degrees, about 95¢" members of the faculty; and a*
total teach1ng staff of 1,700, including, inN\addition
to the faculty, Lecturers, Instructors, and Te ching
Assistants Total employment at, the Institute is
8,500, including research and 11brary‘brofessiona1
staffs, members of the administrative staff, and the
' many employees who, directly or indirectly, subport
the teaching and research goals of the Institute.
The campus is located on 125 acres along the Charles
¢ River in Cambridde, Massachusetts, fating4the city
‘” ] ‘of Boston. M.I.T.'s Lincoln Laboratory is some ) "
fifteen miles away in Lexington, Massachusetts.

>

L - . .. ) .
) M.1.T. offers the Bachelor of Science and Master of

Science degrees, the Master of Architecture and

v : Master of Architecture in Advanced Studies, the
lMaster id City Planning, the Engineer's degree, and
the Doctor of Philosophy and Doctor of Science
degrees. From modest beginnings in 1861 as an
institution where students would "learn exactly and
thoroughly the fundamental principles of positive .
science with their leading app11cations to the
industrial arts.,” the 'Institute has grown to embrace
teaching-and research programs of distinction in
eng1neer1ng, the Bhysica1 and 1ife sciences, archi-~

’ tecture and planning, management, and those of. the
homanities and social sciences most closely re1ated
by methOd or content.to madern developments in
engineering, science, and mathematics.

-

+

A
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The Institute has a single campus and a single

faculty Serving both undergradJate and graduate
students. Most of the classrooms and laboratories
are in an interconnected group of buildings which
facilitates informal interchange between“departments
and disciplines. With few exceptions faculty appoint-
ments are in one or more of the®Institute's 24 '
academic departments, but there are also inter-
disciplinary laboratories, centers, and djvisions
which provide support in numerous fields that. extend
beyond the traditional boundaries of a single depart-
mernt, and many faculty members are associated not

only with their home departments but also with one
or more of the interdisciplinary activities. Most

undergraduate students major in specific departments,

focusing their work according to their interests.
There are amb]e,opportun1ties‘for students to share
in the 1nterdi%g1p11nary activities of the faculty,
with whom they work and to major in fields which

“combine more-than one discipline.

The academic programs of both undergraduate and
§raduate students are based upon a core &f general
Institute and departmental requirements., There is
enough flexibility, however, to allow each student,
in co¥laboration with a faculty.advisor, to develop
an individual program in response to his or her own
interests aAd breparqt1on.

% +

’
5

Undergraduate subjects aré of fered by all of M.I.T.!s
departments and Schools, and students! programs are
generdally made dp of subjects from at least three of
the kchoo]s. some from all five. Graduate students .
frequently study in two or three of M.1.T:'s five

I3




academic Schools. \Undergraduate upperclass students
often register with graduate sthdents for some of
their glasses; many undergraduates and almost alt
graduate students participate, often together, in .

advanced research. L .

M.I.7. students come from every state in™the United
States-and from 90 foreign nations} the proportion
of foreign students at the Institute (about 18
percent) 1s one of the highest 1n an Amerfcan univer-
sity. The 1nterm1x1ng of ages, disciplines, and
nationalities which is characteristic of M.I.T,
deeply infiuences the life and experience of every
member of this academic communityn bringing together
students and teachers. metallurgists and.physicians.
biologis s and architects, humanists amd engineers,
yqung and\old. The.resylt is an academic environment
unusual for 3 S'sing1enéss of method and purpose ‘and
notable for its dfversity of interest.

U . . - -‘ B )

ORGANIZATION .

.’Y"'

')

-

"1.31

1.30

I

)

The Institute 1s chartered under an Act of the
Genera1 Court of the Commonwea1th of Massachusetts.

a .

K

THE _CORPORATION

| ERIC
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The goverfiing body of the }nstitute is a board of
trustees known as the Corporation, over which the
‘Chairman presides. Its members include’ 90

~




distinguished leaders 1in .ciﬂnce. engineering,
.industry, education, dnd fpublic service, and {ex
officio) the President, Chancellor, Treasurer, and
Secretary.of the CofpoFa‘ion. Three Representatives

of the Commonwealth of ﬁ/at’ssachusetts and the Presi- |
dent of the M.I.T. Alumpi’Association also serve as>
ex afficio members of the Corporation. Between
quarterly meetings the Cproration functions through

its officers and Executive Committee.
4

. .
The Corporation appoints Visifiqg Committées for
each department and for certain of® the other major
activitiel of the Institute. These Committees,
- whose ﬁ:mbers are leaders 11 their respective profes- -~
> sions, Make recommendations to the Corpdration
concerning departmental activities and in turn k !

provide counsel to the départments. .

1.32  THE ADMINISTRATION : ) ' , '

. .
The Institute's chief executive 0fficer is' the : N
Pres#ent. The Chancellor acts as depufy to the
President on all matters. In addition, senior
admjnistrative officers of the Institute include the
4 Provost, the Associate Provost, and eight Vice
Presidents. The academic program is directed by the
President, the Chancellor, the Provost, Associate
Provost, and five Deans, each responsible for the
undergraduate and graduate programs in one of the
five academic Schools. The Vice President and Déan,
of the Graduate School is concerned with coordinating
educational policies of the gqraduate pr?gramé. and

.
Y
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the Dean for Student Affairs is directly conterned
i .o with all aspects of stuydent life. The Director of

Librartes has policy and operating responsibility
for the MyI.T. libraries. Officers responsible for _
. the overall administration of the Institute plus the ' .
///' “ Chairman of the Faculty meet regularly in the Aca-*
demic Council. Department heads and directors of
1a$orator1es and centers join them to form the
. Faculty’ Counci]

e

The, Academic Departments Within the five Schools
are 24 academ1c departments. each under the leader-
ship of the department head, responsible for the

program of instruction ahd research in the d15ci-
plines it represents The departments are organlzed
.under the Schools a3 fo11ows:~

15y I
2 ) 5
School of Architecture and P1ann1ng "

Architecture j-p?

Urban Studies and P1ann1ng R i
!,, }n o /
Schoa! of Engineering .

Aeronautics .and Astronautics_
‘Chemical Enqineering
Civil Enqineer1nq , S
Electrical ﬁnqineer1ng pnd Computer Science
Mechan1ca1'Eng1neer1ng

Hater1a19 Science and Engineering .
Nuc1eqy Englneering

Ocean Englneer1nq

vl : .,
’ 9 4" Y
.
)
f
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School of Humanities and Social Science
Economics )
*Foreign Literatures and'Linghis%iqs

**Humanities

.Phjﬁosophy

Po]it;fa1 Science .
*pPaych8logy ’ N i oy
‘ . Ve /

Alfred P. Sloan School of Management

»

:Sch001igf Sciénce

Biology . .

Chemistry ’ b o .
Earth and Planetary Sc1ences
Mathematics

*Meteorology .
*Nutrition and Food Science. 4 ‘ . .

Physics

. >
Interdisciplinary Laboratories: The 1nt@rdisc1p11n-
ary laboratories and centers have been established
to facilitate research ia fields which cross the
“line of traditiona] disciplines, and many have been
incubators of new fields. _Administration of each
laboratory and center is the responsibility of the
faqu1ty memﬁer who is director, Listed be1ow“are
the Institute's major interdisciplinary laboratories
and center's, grouped according to the organization
with which they are assbciated:

¥
R
[

*Graduate degree only

**Undergraduate degree only

#
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Office of thé Chancellor
Lincoln Laboratory

rd

Offiée of the Provost ’
Arttficial Intelligence Laboratory
Center for Advanced Visual Studies
Center for Cancer Resechh

- Center for Internat4ona1 Stutiies

Clinfcal Research Center

Division for Study and Researrh in Education

Harvard-M.I. T Program in Hea1th Sciences and
Technology ! '

Joint Center for Urban Studies

Neurosciences Research'Progfhm

Project MAC '

Sea Granthrogram

Office of the Vice President for Research

Bitter National Magn;t Laboratory

Center for Materials Science and Enginqering’

Center for Space Research ‘

Energy Laboratory i

Laboratory for Nuclear Science
Bates Linear Accelerator

Research Laboratory of Electronics

Medical. Department
Arteriosclerosis Center .

School of Architecture and Planning
Laboratory of Architecture and Planning
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'Schooi of Engineerihg .

_High Vo]tage Research Laboratory : a ‘ )
-Labonatory.fnr Insulation Reséarch - ?Q"

_Qﬂpartmont of Earth and P]onetary Sciences ‘ .

Center for Advanced Engiheering Siudy

Center far Po]icy Alternatives v o .
Center for Transportatiop Studies ' -
Electric Power Systems Engineering Laboratory ' . ) . '?

. -

Department of Electrical Engineering and Computer
”~ ———

Science . . -
Electronic Systems Laboratory T s‘,v

) 7
Strobos;apichight Labordtory - ) %{a

Department of Ocean Engineering
Commodity Transportation and: Economic Deveiopment =

Laboratory )
¢ E

Alfred P. Sloari School of Management -

Center for Information Systems Research

Industria) Relatjons Section oo “,-'
Operations Research Lenter- PR o

) . . ' .
.
A .

" i s w

Spectro copy Laboratory : ¥ .
George B. waTWace Astrophyaical Observatory o

George R. wallaé%ﬁﬁﬁﬁvhysical Observatory




. N ¥ X
‘ ¢ o o . ' - y .
\ President1a11y Appo1nted Committees: * Responsibility
1, ‘ X - for p011cy deve]opme]‘iand review in particular
K areas is often vested in, committees appointed by the
Pre51dent The current committees, whose titles are
genera]]y d/;cr1pt1ve of their areas of respons1b11-
ity, are listed be1ow '
’ Committees Reportlng to the Fres1dent and the = ° .
Chancellor : -
Committee on Animal Care .
. Athletic Board o ;
- Committee on Commencement '

Committee &% Invent1ons and‘Copyr1qhts
-Commun1ty Service Fund Board "
- énd1cott House Board of Governors"
Equal Opportunity Committee )
. Executive Committee df the Courcil for the Arts at
™ - M I.7T. ) “
Comm]ttee on Foreign Scho]arshlps ’
tpmmlttee on thesHobby. Shop

A I.A.P. Policy Committee - N
p Committee on Laboratovy Hazards :_‘ .,
X  Medical Advisory Board, . t

M.I.T. Press Editorial Board
M.I.T. Press Management Board
. M.J.T.-We11es1ey Upward Bound Steering Committee
. Cammittee on Parking ' e
Committee on Personnel Policy
Committee on Preprofessional Advising anq Education
Prelaw Advisory Council .
Premedical Advisory Council

¥4,

2

Committee on Privacy

3

Committee on Radiation Exposure to Human Subjects

Committee on Radiation Protection

13
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Committeé on Reactor Safeguard ~

Committee on.Safety ‘ AN
' o Standing Committee on, the Spec1a1 Lab

* Comm1ttee on the Use of Humans as Exp
SubJectS
Committée on the Visyal Arts .
o WellesTey-M.I.T. Joint tommittée_
WT8S Foundation anrd
Women's "Advisory Group

Ad.Hoc Committee
Advisory Committee on International Institutjonal

—

_ Commitments » - : ’ .

) . . i
‘ Committees Reporting'to the Provost
Policy Committee d& thg Diyisioﬁ for Study and L .
Reseatch insEducation
M.1.T.-W.H.0.I. Jdoint Education Committee .
Committee on Operations Research
Comm1té§e on Radio Astronomy ‘
~ : ROTC Committee o ) o
o . }
‘ Committees Report1ng to the Vice President for .
. Research :

Comm1€iee on the Center for Maéer1als Sc1ence and.
Eng1neer1ng .
Comm1ttee on the Research Laboratory of E]ectron1cs

ny

.
-
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1.33 THE ‘FACULTY ’

The chu]ty of the Institute'consists of all members ’
of the instructing staff with the rank of Professor,
Associate.Professor, or Assistanz Professor, Profes~. .
sors Emeriti having part-time apbointments, certain
designated.instructors and research associates, and -
z ‘a number of administrative officers (ex officiis).
Officers of the ?acu]ty/are the PreSident and the
‘Chancellor of the Institute, ,and the Chairman, the '
Associate Chairman, and the Secretary of the Faculty.
The/?resident presides 6vervmeetings of the Faculty
and in his absence, the Chairman. -
Educational policy f&r the Institute is determined
by the Faculty. The Facu]ty'meets regu]as1y each
»” . month during the academic year to dea] w1th matters
#e]at1ng to educat]ona1 policy, methods, curriculum
and degrees, both undergraduate and gfaduate. .The
Faculty develops and carries out policy through its
standing committees. The Faculty Committee on
y Educational Policy (C.E.P.); which includes student
members, formulates and articulates overall under-

graduate education policy, sponsors educational
experiments, and coordinates much of the Faculty
business. The Chairman of {he Fagulty is e{ offic{P
‘Chairman of the-C.E.P. Other committees of the
Faculty, whose compos1t10n and dut]es are def1ned in
. the Rules and Regulations of the Facty are the
fo]1owing' Academic Performance, Curricula, Disci-
pline, Graduate Schdol Policy, Industrial L1a1son,
Library Systems, Nom1naQ\ons, Qutside Professiona]
Activities, Student Environment, and Undergraduate
Admissions ard Financial Aid.* The. Staff ﬁection of

El

3
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the Staff-Administration Committee is-also a standing
committee of the Faculty. ‘ Y

-
o .

* COUNCILS OF THE FACULTY ANO AOMINISTRATION

Communication and exchange bétween and within the
faculty and the administration are facilitated _
th}Bugh the th;ee ;ounci1s whose membership is shown
below. The Acade®ic Council mee:g weekly to confer
on matters of Institute’ policy. The Faculty and =
Adm1nistrat1ve Counc1ls normally meet once a month
during the academic year and, in addition to the . .
members of ‘the Academ1c Council, 1nc1ude representa-
tives to advise on policy questions from the depart-
ments and professional courses, inkerdisciplinary

“laboratories, and administrative offices. .

ACAOEMIC COUNCIL

Preéideﬁt (Chairman)

Chqnce]]or (Vice Chairdan and Chairman, -
Adm1nistrat1ve Operations Subgroup)

Provost (Cha1rman, Educational Progrpms Subgroup) ;

" Asso&iate Provost . )

Vice President (Secretary)

Vice President, Operations, . ’ : .

Vice President for Administration and Personne]

Vice President and Oean of the Graduate School

Vice President for 3Esearch .

Vice President for Fiscal Relations

Vice President, Resource Development

Vice President for Finanéia] Operations

3
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Dean of the School of Architecture and Plamning:
Dean of the :School of Engineering

Dean of the School of Humanities and Social Science

L Dean of the Alfred P. Sloan School of Management
. Dean of the School of Science
Dean .for Studeni Affairs " a «

Chairman of the Faculfy
.. . Director of Libraries

1.34.2  FACULTY COUNCIL

President {ChaYrman) _
0 Chancellor (Vice Chairman) o
Vice President (Secretary)
i X Chairman of the Corporation
‘ Members of the Academic sCouncil
T Heads of Departments
Secretary of the Institute )
Associate. Chairman-of the Faculty
Secretary of the Faculty
Director of the Francis Bitter National Magnet
- Laboéatory . \ 4
Director of the Center for Advanced Engineering -
Study ) .
Director of the Center for Advanced Visual Studies
4 . Director of the Center for Cancer Research ’ '
{ ‘ Director® of the Center for Inte;nationa1 Studies
Director of the Centgr for Materials Science and -
Engineering 2
" Director of the Center for Policy Alternatives
Director of the Center for Space Research )
Director of the Division for Study and Research in
Educati‘op . : i
Director of the Energy Laboratory vy
. P

.
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1.34.3

N

Director of the Harvard-M.I.T. Program in Health
Sciences nnE\{\phnoiogy

pirectbr of the Laboratory for Nuclear Sc1ence

Director of the Lincoln Laboratory -

Director of the Operations Research Center

Director of PEOJiCt MAC o

Director of the Research Laboratory of Electronics

Director 8f the Sea Grant Program'l

Director of the Spegtroscopy Laboratory

Director of Admissigns o

Director of Athletics, :

Director “of Information Processing Services

Director of the M.I.T. Press

Medical Director -

Director of the Office of Sponsored Programs

Registrar \\;
Director of Student Fin cial Aid
DirectOr of the Summer Session y

Associate Dean of the School of Engineering 27

Associate Dean of the School of Humanities and
Social Science , .

Associate Dean of the Alfred P. Sloan School of
Managemepnt ’

Representative of the Office of ROTC Prograns

Executive Vice President, Alumni Association

Special Assistant to the. President and” Ch
for.Women and Work

&

Special:- Assistant to the President and Chancellor .

for M1nority Affairs

-

O
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President (Chnirman)
Chancellor (Vice Chatrman) .
*
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Vice President (Secretary)

Provost ) -

irector of Admissions

irector of Athletics
Dyrector of Caréer Planning and P]acement
Director of Graphic Arts and,Audio-Visual Services
Director of Housing armd Food Services s
Director of the Office of Sponsored Programs ——.
Director of Rinance

Director of the Industrial Liaison Office’ —

Directar of Information Processing Services
Director of Lincoln Laboratory

“Medical Director

Director of the M.I:T. Associates )
Director of the News Office -
Director of Personnel Relations S
Director of Personnel Services
Director of Physical Plant
Director of Planning

Director of Purchasing ) m
Director of the Institute Real Estate Office
Director of Resource Operations

Director of Resource Planning ' ,

. Director of Student Financial Aid

Director of the Symmer Session

Regigtrar «

Associate Chairman_of the Faculty

Associate Dean for Administrat¥®n of the A1fred P.
Sloan School of Man&gemecx

Associate Dean of the ScQoo] of Engineering

Associate Dean of the ‘School of Humanities and
Social Science ~ .

Assistant Dean for Minority Affa#ﬁs. Graduate School

Assistant Dean-for Studeniﬂijfairs

1 9 P
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Associate Treésurer .
*Executive Vice President of the Alumni Association .
Editor of Technology Review
vComptroller ) ’
Chﬂeﬁ, Campus Patro] .
Associate Director for Administration, Medtca]
Bepartment -
sociate Director for Library Services
‘{iecia] Assistant to -the Prgsident and Chancellor

v

for|Minor1ty Affairs <\ o
Specia) Assistant to the Presfident for Urban .
Relations i

.Special‘Assistant ‘\ the President and Chance]lor
N~ for Women and Work
Assistants to the Provost
Assistant to the Vice President, Administration.and
Personnel ‘ - ”‘
financiq] Vice -President and Treasurer of the A]umnt
Association ’
Executive Assistant to the Vice President for - .
Operatlons .

we . 8%
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2.00 THE FACULTY AND STAFF Lo -

LA AP el . <.
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. P -
2.10 OBLIGATIONS OF THE FACULTY ) ot

v

Teaghfng and-research are the primary functions og
the Institute and are nourfished by efficient and
imaginative administration Service to the community
and nation is ah inherent obligation. These four--
teaching,, research, administration, and public
service--are essentfal featureé in the M.I.T. program
and make comparable demands on ability and devotion.
When the performance of faculty members is appraised,
eveky effort will be made to give equal-consideration
to*high achievement in any of these fields, and the
value Pt their total contribution will be measured
not only by the extent and niture of their activities
but also by the effectiveness with which they are
pursued. )

-~

The contributions of a faculty member are not,

however, measured solely by activities ddrectly

related to Institute pranams. The objectives of

the Institute are served and its programs enriched . ®
by the active participation of i1ts faculty in 0utside 4
activities which contribute to the advancement of
their profession or provide an opportunity for
professionaf™gyrowth through 1nteraction\w1th indus-

trial, economic .and social life.
13
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"ACADEMIC ACTIVITIES

*

The Institute ?ecbgni;es outstanding contributions

and achievement not only by appropriate salary
advancement and promotion but also by permitting e
faculty members greater freedom in arranging the

Py
. details of their academic life. , This increased

latitude is, thevér. subject to an.overriding
principle. The primary loyalty of a full-time
member of the faculty must at all times be to the
Institute, This obligation underlies all othefs.g

- . . ,

|

O
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In accepting an appointment, full-time members of

the faculty agree to place their profession$1 careers
within the scope of the activities of the Institute.
The relationship thus created is based on the.faculty
member's readiness to serve the Institute in ways
best calculated to carry out the Institute's objec-
tives and obligations and to promote his or her own
professional development.

In pursuing this goal, faculty members should keep
im mind the importance of the following aﬁtivities.
which are -essential to the overall progra of the
Institute.
~
- - ] .
Teaching: Teaching of Institute students in formal

classes and laboratories, in ihformal groups and

‘conferences. and by co113boration on research
" projects. '

22 ' ~ Ve
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Prepération for such teéching by keeping abreast of
current deve1dpments and studying ways to present
the subject matter more effective1y and -improve
teaching skills. Participation in curriculum devel-
opment and in preparation of syllabi, laboratory

"manuals, texts.fand other material written primarily

for their value to teaching.

. [

Providing counsel, gufdance, and example to students
in relation not only to their academic programs but
also to their pro%essiona1 standards and general

"welfare. Participation in student 1ife to aid
“students in broadening their horizons and preparing,
“them to be responsible citizens.

nggg;;ﬁwgpgé§£gglgginlg: Research in all forms
carried on to advance knowledge, develop its practiy_
cal apincagions or improve an art, and which is

thus of- immediate or ultimate public benefit.
Contributions to scholarship resu]ting"from research
and- study, including publication of books, articles,

and reports. Contributions to the journals, meetings,

of other activities of professional organizations of
such a nature as to advance the profession. Writing
of papers and texts primarily for their professional
value, :

Administration: Participation in the administration

.0f the Institute, including membership on committees*

of the faculty and administration, planning of
Institute-wide functions, and contributing to depart-
mental, administration, to the developmeént of the
junibr staff, and to interdisciplinary collaboration.

23
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as to advance the ‘profession.

N

publid\$ervice: Service designed to strengthen o

other.educational institutions here and ab}oad, .
assist the work of private institutions maintained

“for. the public benefit, or otherwise contribute to
_the welfare of the community and general public.

Activities in professionp] societies of such nature
Advice and consulta-

. tion to governments and service with agencies of

government.

-
! , -
- ' ?
. N .
,\? i 4
OUTSIDE PROFESSIONAL “ACTAVITIES D
_ 5
The Institute believes that its educational program

and’effective teaching in all its aspects can flour-
ish only when sustainéd by continuous, active parti-
cipation of its faculty in research, enriched in
mqﬁy'cases by interaction with 1ndu$tr1a], ecenomic

[y

and social life, » .
This interaction, including outside consulting
service to and research for government and industry,
is of greatest value when it contributes signifi-
cantly to the public welfare, offers an opportunity
for. professional challenge and growth, or otherwise
enhances the effectiveness of. a faculty member's

service to the Institute,

However®, the magnitude of such outside professional
activity and Jits rate of growth are such that orderly
procedures must be followed to ensure the evolution
of policy to avoid ethical and legal conflicts of

{nterest and to ensure that such activities do not

<
A
- - ]
‘6
‘ 2.1
»
\i
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conf1j£t with the proper discharge of Indtitute ﬂ
responsibilities. Essential to the effectiveness of
such procedures are (a) complete, disclosure of
outside professional actiyitieé. and (b) the avaiT-
abi1ity,of the best advice and consultation that can
be obtained in any questtonable situation.
Disc1o§yre and_Consultation: Liaison between -the
head of a_department and faculty members is the

, prircipal means of communication and disclosure in

mattgrs involving outside professional actiVities.
The following procedures are to be followed:

a. It is the obligation of fa£d1ty members to keep
their depariment heads continuously informed in
adequate detail as to all outside professional
activities, service on external committees, and
~other special assignments. .
b. It is the further obligation of faculty meﬁbérs
to discuss with their department ngads the assumption
- of 6utside’activigje§ which are ney in scoperor ‘
kind, includirig patent arrangements, before eniéring
an agreemeﬁt to undertake them. This is pdrticu1ar1y
true of those outside activities, such as direct: and
active management obligations in outside business

entities, which are normally 1ncompat1ble‘wffh the
performance of Institute obligations. . .

- ° ’ ) . \ ] .
Situations of unusual complexity or those {intapable
of satisfactory resolution between faculty members

and their department heads may be referred to the

Faculty Committee on Qutside Professional’Activities
either by the department head or by the 1nd1v1d9a1

4 e
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_that the establishing of syuidelines or critgria may

’ .
a - -

concerne@. HeWever, donsu]tation'with a department
head or the Gommittee in no way relieves the faculty -
members of full responsibility for their actions.

Stan&erda and Criteria Where personal responsibi1i

1ty, tntegrity aﬂﬁ high ethical standards are the

principal factors 1n ayoiding conflicts of interest, ) \'f'
the Institute expects that all members:'of the faculty

will conduct their outside activities in a manner ’
which reflects cCredit on.themselves, their profession, "
and the Institute without need for: specific criteria

, or rules of conduct The pringipal saf@@uards o
. a'gainst abuse are the standards required by profes-

sional co11eaques and the rigorous process by which °
the Institute evaluates and selects 1nd1vrdua1s for
appointment and promotion. . i " »

~|

Some. sttuations, however, 1nvo1ve unique know1edg@ -
and unders tanding.‘or are sufficient1y comp1ex that
judgments may differ on whether there is conflict of
interest. Individuals of the highest 1ntegr1tyvmay,
therefore. unknowingly p1ace\}hemse1ves 1n situations
where conf]wcts exist. It 1Y in such areas of doubt

be useful and nec%sséry. As the Committee on Outside
Professional Activities participateslin the discus*:

Sién ahd!reso1ut10n of sftuations of this type, the
reSu1ting pract1ce and precedent will constitute and

evolve into gu1de11nes both for the overall judgment

of the Committee ‘and for the individual judgments - |
exercised.by department heads. Such guidelines will

Ifrem'time to time de communicated,to'facu1ty members
in an appropriate manner. . ¢




Y

2.12.1 RELATIONS OF SENIOR AND JUNIOR FACULTY .
~The involvement of, junio} members of the faculty in
‘outside professional activities is important to
X their professional development. Senior faculty can
assist junior faculty in developing such’activities
by offering potential opportunities to junior fadulty,
and giving them advice in such activities; both with
respect to technical and ethical issues.. It is

“important, however, that the senior faculty do ndt

prejudice their pos1t1ons w1th respe%t to judging

. their junior faculty in issues of promotion_ and

tenure by virtue of outside professxona])act1v1t1es
in collaboration with junior faculty members, ndr’

o should senior faculty allow internal relationships
with junior faculty to influence external relation-
ships, expectations, or assigpments. Any new involve-
ment or change in outside professional relations-of
sepior and junior faculty should be approved by the

. " department head after joint discussion WIFh both
. senior and Jun1or facu]ty concerned

q

2.12.2 _RELATIONS OF FACULTY AND STUDENJS ' '

Part-time involvement of students in the outside
professional activities of faculty may under certain
conditions offer thevpotentiaT for squtanEial
benefits to the education of the student. Such

. «ipvolvement, however, should be controlled in a

“ hakner and under circumstances in which the student's
academic duties and rights are not infringed or
prejﬁdiced. Approval should in any case be given )
explicitly by the department head after discussion P

. g N -
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‘ with the facu]ty'member in tﬁe presence of the

student.” . .
2.12.3 RESPONSIBILITY bF THE JEPARTMENT HEAD . -
‘ ‘ v ﬁ . |
i It is a responsibiljty bf department ‘heads to enspre

Y

b. Advising fatulty members so that th;;(may_avoid

‘Faculty Committeg-on Outside Professional Activities

that members of the depprtment are familiar w1th‘i
Institute policies and brocedures re]at1ve to outs?de
profess1ona1 activities. :

The role of the department head 1n regard to such
matters further 1nc1udes

a. Being currently infarmed as to the ou%éide

professional activities of members of the department;

conflicts of interest or situations whi
adversely affect the Institute; e

h may

c. . Supervising especially outsfde professional
activities when senior and junior faculty and stu-
dents in the department are associated together to
make c]e&( to all’ part1es the necessity to safeguard
the academic re]at1onsh1p, i

> o

d. Consulting the dean of the School and/or the o

in situations where they or faculty members wish

such advice.

'
. . ‘ _
In addition to the. foregoing procedure, each depart-
ment head should ascertain, about May 1 of each year
for the academic year then drawing to a close, the’

28 - - ‘




X 7 . {
patune and extent of the outside profe551ona1 acgi-
N ) vities of members of the department, not including, o
however, the income derived from such activities.
- Information of the fo11owing'tybe Will in most cases:
A prove: useful: v

(4

a. The number of days spent on'outside professional
_activities having as thelir primary objective service ‘

of the type performed for professional societiés,

for govérnment aﬁd industry committees, review

boards and panels, or for other educational institu-

tions,. and for which compensat1on is norma11y '

1nc1denta1

) b. The number of days spent on compeqzated outside
, . profess1ona1 activities (but not to “include the,
. amount of’ compensat1on derived therefrom),

c. ,The nature of the relationship involved in the
outside connections of a faculty member;

d. The extent to which a company in which a faculty
merber is involved does business with M.I.T, and
information on any significant financial interest

the faculty member may have in such a company; N

. e. Names apd responsibilities of comgggtees (in
government.or industry) on which the culty member
serves. ‘

Such an annual review should be of assistance in
revealing the general battern of such actiwities by
members of the department. It should aid the departy

ment heads in consultations with their deans, -and at

o
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meetings of the Faculty Council, and will on an
overall basis, without impairing the privacy of any

_individual, provide the Faculty Committee on Outside ,

Professional Activities .with a useful source of

" guidance. -

The fact that such a review is made once a year
should not obscure the principle that faculty members
keep their department heads currently informed
concerning their‘outsfde Rrofessiona] activities.

FULL-TIME SERVICE

The obligation inherent in full-time service is
difficult to define sincké in academic Tife it means

‘far more than a stated number of hours per week. It

Jmplies controlling interest, loyalty, and first
responsibility to the Institute and, therefore, "
must remain loosely defined, depending on-principle
rather than formg1av When it has been necessary for

practical geasoﬁs to be more speti?ic. the Institute
has‘génera11y'gfanted Full-time mefibers of the :
faculty the privilege of .devoting an average of
about one day‘per week to their outside personal

’

professional activities.

1.A.P. POLICY ’ .

ERIC

R A ruimext provided vy eric [

The January Independent Activities Period (I1.A.P.)
is a three and & haltf week interval between the fall
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2.14.1

. ' 2
and 'spring semesters devoted to independent study,
researéh, and other activities without the pressures
associated with the curriculum and degree redquire-

"ments of the regular term. Students are not required

to be on campus,’and adtiiities for credit are
deemphasized. Many faculty members and students
continue their regular work or undertake new indivi-
dual projects in concentrated 'fashion, but about 500
special-dctivities are organized each year by stu-
dents and faculty and are publicized in the Guide to
I.A.P. Activities as an- invitation to participatioh

by others.

FACULTY AND DEPARTMENTAL'RESPONSIEILITIES

ERIC

Aruitoxt provided by Eic:

Contributions of the fa;u1ty anh d%partments are as
critical to the well-being of I.A.P. as to the
regular semesters. The flexible, unstructured ,
nature of [.A.P. and the degree of freedom students
have create an ambience in which individual faculty
members are bften,unsure what responsibilities and
opportunities IEA.P. holds fo; them. .
Since acag;mic-year appointments run from Septembér 1
to May 31, they encompass I.A.P. -Faculty members

~are expected to plan their T.A.P. activities within

the framework of their commitments for the academic
year. In an effort to rempve as much ambiguity as
possible, the faculty voted tolincorporate in its
I.A.P. resolution the following statement from the
Committee on Educational Policy: TFirst, every
department- should establish for I.A.P. a pattern of
operation which makes its faculty accessible to
students on the widest and most varied basis

31
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consistent with maintaining normal levels of research
and outside professional activity. Second, every
department _should try to achieve an equitable
distribution of academic responsibilities among its
faculty during the nine-month period of each academic
year, including I-A.P., and-if inequities should
arise, it should seek to correct them in succeeding
years. It’ﬁsiup to each department tg'estab1jsh“
~unambiguous internal policy practically conducive to
“these ends and to enunciate such policy clearly."

For further information o I.A.P. responsibilities,
see the spectal I.A.P,-Policies and Procedures

issued each year by .the I.A.P.,Po1icy Committee,

’

. o - ,

APPOINTMENT POLICY . .

’

2.15.1 THE ANNUAL SALARY PLAN ?OR FACULTY

',\ ) o “Full-time faculty members at M.I.T. are paid through
an annual salary plan. It is the Institute's intent
under the plan to encouragg creative activities on
the part of the faculty during the summér months.
The major features of the plan are:

a. ATl regular members ofi the faculty plus,Senior
Research Scientists and Instructors are considered

to be employed for a 121moﬁth period which coing¢ides
with the Institute's fiscal year of July 1 to June 30,
including the Uanqary<lndependent Activities Period.’ |
Lecturers and Technical Instructors may be included |
in the Annual Salary Plan at the option of the

[ > 32
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g department. Visiting faculty and staff meerr; are
not included "in the annual sa1ary’p1an. '
b. $a1ary payments to academic staff members under
" the M.I.T. Annual Salary Plan are made monthly
during the fiscal yearf although the staff member
Will normally fu1f111 his or her academic responsi-
bilities during the first and second terms including \
part1c1pat10n during Independent Activities Period.
In particulag,. the one-month Independent Activity
Period January is a part of the regular niné-
. month academic year during which acagelnic staff
‘members carry on teaching. research{ and other
\\\\_//25}1es as part of their hormal annual ,obligations -
without additional compensat10n4 nor w111 sa1ar1es
of staff members Ilfe otherwise augmented from funds
administered by M.I.T. for services performed during
the academic year on behalf of any department or
“program of the Institute, except under extraordinary
circumstances and then only with the prior approval
of the Chancellor,
¢c. The use of the Annual Salary Plan creates a
variance between the salary payments made to the
faculty member and the salary earned through service.
The result is that if a faculty member wishes to
resign before the start of the first term.\the
appointment is considered void and the individual
will be obliged to return to the Institute the pay-
N ments of the annual base salary received for July
' and August.’ Further, if a faculty member wishes to
resign as of the end of January, there will be no
payment far the month of Jahuary because payment
will have been made for oﬁe;ha1f of the annual base

. ’ ‘v
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“salary as of December 31. If the faculty member
wishes to leave at December 31, one-half of one
month's pay at the ‘charging rate (one-ninth the
individual's annua1 salary) must be returned <40 the
Institute., If the faculty member wishes to leave as
of May 31, the_sa1ary will continue 1hrough Junev30.
d. Teaching appointments are made with the under-
standing that whenever needs of. the academi; depart-
ment require teaching duties during the summer
months, the faculty member Wwill be paid an additional
salary for this service at a monthly rate of .pay"

proport1onate to the individual's Annua1 Salary Plan

divided by nine.
]

e. }n order to'insure the availability of at least
one month per year for rest and relaxation for all
of the teaching staff, no individual will be paid
~more than eleven-ninths of his or her annual plan
salary in any one fiscal year. This applies to all-
individuals receiving supplementary §ummer compensa-
tion for additional teaching duties as well as
sponsored researé%. When a faculty member partici-
pates in a "Special Summer Program," his or her
salary will not be governed by formula, but will be
-negotiated with the Director of the Summer Session
subject to the approval of the faculty member's
sotal summer program by the departmenﬂ‘head. Prior
approval of the Chancellor is required if the total
compensation is proposed to exceed twelve-ninths of |
the individual's annual salary.




AFFIRMATIVE ACTION SERIOUS SEARCH‘POLICY

2.20

In furtherance of"M.I1.T.'s commitment to affirmative
action in the employment of women and members of
minority groups, Institute policy requires that
approval of ;he appropriate Appointments Subgroup of
the Academic Council be obtained prior to making an
offer of appointment "to an individual for a. position
on the'facu19y or as an instructor, administrative
staff, or sponsored research étaff member. The
recommendation/Will be evaluated on the basis of
evidence provided of a broad ana serfous search for
qualified cafAdidates,’ including women and minprity
candidates/ Further information on the procedures
relating to this policy are found in the Institute's
Affirmative Action Plan.

ERIC
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. APPOINTMENT AND TENURE POLICY FOR iHE FACULTY

The ideal attributes of any departmental staff,
taken as a group, are creativity, professiomai-
competence and leadership, ability and desire t§\>‘8
teach, and willingness to cooperate with other ,
departments in promoting the work and welfare of the
Institute as a whole. Thus, within each department,
there are recognized ppportunities for diffe;ént
types of individual contributions to these several

“ends. It is the duty of the administration to
“ensure, within any department, not only a proper

balance among these activities but also the mainten-
ance of each at the highest level, together with

’
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2.21

suitable recognition of individual achievement and

[y

service.

»

Each appointment or reappointment to the Faculty

should be based unequivocally on the reasonable

belief that the appointe% is the best candidate
available under the terms of the appointment™ It is
also essential that each promotion to a hilgher rank

‘be based on an appraisal of the individual's qualifi-

cations that is sufficiently broad and objective to
ensure the preservation of those standards of
professional and academic attainment by which the
r?nk is characterized b?th withiQ M.I.T. and at
other institutions of the first quality.

- -

ACADEMIC APPOINTMENT PROCESS _

ERIC

Aruitoxt provided by Eic:

To maintain these standards, promotion to the succes-
sive professorial ranks'invo1veslan increasing
measure of participation and review by the appropri-
ate academic School, acting through its council or

by such other means as it may choose; monitoring and
surveillance by the Provost and the Academic Abpoint-
ments Subgroup of the Academic Council; the consider-
ation of both internal and external assessments of
thé candidate's research ability and professiona}
promise; and review and evaluation of teaching
performance and of other contributions:

Tenure recommendations are madé on the basis of a
most thorough review at each level, culminating in a
detailed examination of each recommendation for

-
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" tenure by the Academic Appointments Subgroup of th%
Academic Council. Whenever possiblg, the tenure
review is initiated on a pre]iminary basis a year or
”(* : two in advance of the time of decision. Final
approval of all academic appointments and promotions
rests with the Executive Clmmittee of the Corpb#ation.

A professorial appointment, including a tenure
appgintment, normally obligates a faculty ﬁbmber to .
render full-time service to the Institute. In those
special instances where full-time service is not in
the best interests of both parties, an appointment
may be made with a specified part-time obligation.
The specified obligation of the individual faculty
,. member is inherent in the appointment, and any

’ change thereto must be hpproved'through the academic
appéintment process. Appoithtments to the Faculty
ard made without préjudice_with respect to current
L//,or tential ch11d-reér1gq responsibi)ities which
migh requirg periods of part-time service or leaves
of absence. g ’
2.22 PROFESSORIAL APPOINTMENTS

The Faculty of the Institute consists of those
members of the Academic Staff with the rank of
Professor, Associate Professor, or Assistant Profes-
sor, but not including Adjunct Professors; Professors
Emeriti hayingupart-time'appointments; certain
‘ designated instructors and research associates; and

a number of administrative officers ex officio,
according to the rules of the faculty.
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In addition to,the three customary professorial

ranks, Professor, Associate Professor, and Assistant
Professor, M.I.T. recognizes four other professorial
appointments: Institute Professor, Special Faculty
Professor, Visiting Professor, and Adjunct Professor.

INSTITUTE PROFESSOR

ERIC
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by the faculty and administrption of M\I.T. on a
faculty colleague who.has demonstrated exceptional
distinction by a combination of 4eadership. accom-’
plishment, and service in the scholarly, educationa1
and general intellectual life.of the Institute or
wider academic community. The honor recognizes past

The title of Institute PrOfeEin is an honor bestowed

contributions and provides the holder with an oppor-
tunity for continued and expanded contributions. A
person holding an Institute Professorship enjoys a

‘distinctive position of freedom and prestige among

the faculty. . .

2

The special nature of the title is indicated by the
limitation on the number of active Institute Profes-
sors-~usually no more than, twelve at one time.

Highly regarded as a symbol of recognition and
distinction, the Institute Professorship is not
considered to be a fourth and highest faculty rank.
It honors individuals who have made, and are expected
to make, extraordinary contributions to our inte11ec-
tual and coiiegiai 1ife !

Its criteria and appointment procedures are distinct
in emphasis and nature from those associated with

regular appointments and promotions.
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Nominations for an Institute Professorship may be
made at any time by M.1.T. faculty members. Prefer-
ably the nomination should bé made by faculty members
-representing different departments and, if possible,
different schools at M.I.T. On receipt of a nomina-
tion, the Chairman of the Faculty consults with the ~
Academic Council with three questions in mind: (i)’
is there a'good prima facie case for the qualifi-
cations of the ndminee making it worthwhile to
proceed further? - (i1) would the appointment unduly

i ase the total number of Institute Professors?
(i11) would the appointment lead to a disproportion-
ate distribution of Institute Professors within the
different segments of M.1.T.? If this consultation
suggests that the procedure shou)ld be carried
farward, the Chairman of the Faculty, jointly with
the President, convenes an ad hoc faculty committee

to evaluate the qualifications of the named candidate ,
and to make a documented recommendation to the
President. Thisfaculty committee should fnclude "

members from several departments and should have
representation as well from outside M.I.T. .

SPECIAL_FACULTY PROEESSOR- .

This professorship is unique, having been established

by the Faculty in July 1971, to be held by the then N
"retiring President, thereafter to lapse. The duties R

include tecturing and teachimg as the incumbent-

desires, concerning himself with the welfare of

M.I1.T. as an institution for education and research,

thinking about its problems, and making his findHngs

known.




YISITING PROFESSOR ' . M

(Y
.22.3

2.22.4

ERIC
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L

A distinguished scholar who is a member -of the
faculty of anothef} institution may be eligible for
appointment as Visiting Professor in the appropriate
rank on a year-to-year basis pr for.part of a year.
Such appointibent carries no implication of academic
tenure. S | . R

ADJUNCT PROFESSOR . L

\]

Appointments to the rank of “Adjunct Professor are
made on1y to practition@rs who'have developed a higﬂ
level of expertise in f191ds of particular 1mportance
to the M.I.T. faculty and who demonstrate as well a
deep commitment to teachin@ and research.

]

s
The responsibilities of an Adjunct Prgﬁessor include,
but are not Timited to, teaching and conducting and

_supervising research. Each appointee should teach

at [east the major part of one subject per academic
year, may be the instructor in chkarge of subjects of
instruction, mav‘supervise theses with departmental
permission, and may be prlncipa1 investigator on
research projects.

-

Appointments May be made only at the rank gf Adjuncf

Professor; the title is as follows: "Adjunct Profei;)

sor of _ _." Appointments are part-

time, may be made for a maximum of three years
The total commitment
g _duration of the

duration, and may be renewed

of an Adjunct Professor over,
50 percent. Adjunct Professors hppoin for half-
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time service are eligible for parti%ipation infthe
'Retiremenf Plan and othar staff benefits, except
those yhich are unique to the faculty. Such appoint-
ment carries no implication of academic tenure ngr

o membership on the Faculty.

~

2.23 PROMOTION AND TENURE POLICY ] ' )
Rules of Tenure: The rules of 4mmﬁ7:);;y‘be summar-
" ized as follows: . : S ‘

a. , Appointment as Professor carries tenure.

- * . .
b. Tenure must be granted Associate Professors with
a total of seven or more years of service if they
are continued after age 35.

~

c. Promotion to Associate Professor must be granted .
Assistant Professors with seven years of service if
they are to be continued.

d. Tegure appointment;'wi1i not be made in the
*ranks of Instructor, Assistant Professor, and Visit-
‘ing Professor. _ -
‘e. .Departamrent heads.must review annually with every
_member of the faculty of that department not. on _
permanent tenure that individual's prospects for
future and bermanent appointment ‘at the Institute.

f. Effective July(1, 1976, notice to.Assistant and
Associate Professors of nonreappointment will be

‘ 41 -
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given»in‘writihg in accordance with the following
standards: '

-4

1._ Not later than March 1 of the first academic
year of servige, if the appointment expires at the
end- of that year; or, if a one-year appointment

terminates during an academic year, at least three

months in advance-of its tecmination.

2. Not later than December 215 of . the second ncadem1c
year of service, if the appointment expires at the

‘end of that year; or, if an initdial two- year appoint-
\ment terminates during an academic year, at least
six months advance of its termination.

-

A:3. At least twelve months before the expiration of
2

an appo1ntment after two or more years ‘at the
Institute. 7 : ,
- ‘ ‘ :
During the period of transition to July 1, 1976, it
. . .
will continue to be our .policy that not later. than

- December .1 of the last academic year in their terms,

of appointment, all Assistant and Associate Profes-

.sors must- be officially notified'whether or not they

are to be reappointed, extcept in the case of an
Assistant Professor whose appointmen¥ at the Insti=

tute is for one year. ) - ' “

g. Permanent tenure applies only to academic rank,
not to administrative position; for example, depart-
ment -heads 'do not héve permahent tenure in that
position, but only in their academic rank. .

v
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Definitions The following def1n1t1ons are ysed in
carrying out the tenure p011C1eS‘ ’

Years of Service: A year of service means equ1va1ent

full-time academic service as an M.I.T. facu1ty
member, including full-time service in any rank of
V1s1t1ng Professor but exc1ud1ng service as an
Instructor. One year of recogn1zed professiona1
leave counts as one year of service, but recognized

professional leave in excess of one year or personal

leave of any length is not ordinarjjy counted.
Equivalent full-time service allows the addition. of
fractions of years representing part-time service; %

for example, an individual with half-time appeiintment

for one academic year 1s deemed to have one-half
year of service.

'Determjnation of Aget: A person's age at his or her

birthday next preceding July 1 in any year holds for
administrative purposes throughout the ensuing
academic year. For example; appointment at age 37
means an appointment effective on the July 1 imme-
diately after one has become 37.

Termination of Tenure: Permanent tenure iS not an’
inescapable legal obligation; it is a principle of
administration. Gross misconduct, criminal acts, or

serious disregard of duties may lead to termination
of tenure rights. However, any action by thg admin-
istration 1eading to termination of tenure must be
dembnstrably in good faith and fdllow due:process.

It has always been a va11d'oﬁjection to anvinstitu- .
tion’s granting permafent tenure to a large portion

43 .

27

¥




ERIC

Aruitoxt provided by Eic:

2.28

The regular Instructor appointment.out1ined in the

of its faculty that neither the institution nor its
younger members have sufficient ‘protection against

“the occasional. faculty member who fails to fulfill

the obligations of his or her position. If, in tHE
opinion of the administrative officers,~h member of
the faculty havipg permanent~t&nureifai1s to meet
reasonable standg ]

that di&cib1inary action will be taken. Ahy such
action should Be preceded by a warning, and if this

rds of performance, it is expected

‘does not result in impreved performance, the disci-

plinary action may take the form of a reduction in
the faculty member's salary.

When action proves fo be neﬁessary, the member of

the facy¥ty involved is entitled to a review of his
or her ‘case by a committeevéppofnted by the President
in consultation with the Staff-Administration .
Committee. ' '

INSTRUCTORSHIPS

following section is the first step toward the ~
professorial and tenure ladder and provides an

opportunity for evaluating an individual's qualifi-

cations for eventual promotion to the fach1ty.

Appo%ntments as Technical Instructor and Non-ﬂesidént
Instructor fill specialized needs, while appointments

as Instructor-G arve available to graduate students -
having excéptiona1 teaching ability.

e~




The distinct'ion between a graduate student being
appointed a regular Instructor or an Instructor-G is
based upon the anticipated continuation of .the .

’ .1nd1v1dua1 as determined by the appointing deparﬂﬁent

If the anticipated -contribution is at or near that.
. . ™of an academic staff member, with a corresponding ‘

salary, the appointment of regular Iﬁstruétor is
appropriate. )

2.24.] INSTRUCTOR - -

Instructors should either have a doctorate or equi-
valent professional degree or be working toward one
with reasonable expectation of success. " Reappoint-
“ment should depend on satisfactory progress toward
an advanced degree and a demonstrated interest 1n
and capacity for an academic career.

The duties and obligations of Instructors are, in
genera] those described for the faculty 1n Séctions
“2.10 and 2.11.

Teaching: The primary duty\Bf young persons entering
‘the teaching ranks is to become.capable and inspiring
teachers. No less than sen1or members of the faculty,
‘they should consider it a duty to become ipersonally
acquaintéd with their students and to ‘keep themselves
informed regarding both the academic prog;ess and
general welfare of their students. In addition,

‘they should aim to exer a helpful influence on ‘ /
>student life by taking an interest in extracurricular
activities as well-as by counseling individual
‘students regarding their studies.

45
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Study and Research: Instructors not possessing the

doctorate are encouragéd to continue their.studies
and proceed to a higher degree. In so doing they
should follow the policies and proceQurgs set forth
in the "Graduate School Manual." Any Instructor who
has the ability and urge towcarry on creative
research work will be encouraged to do sd, and those
efforts will be supborteduqs Tiberally as available
funds permit. Sl '

°

Service to Government and Industry: Whgh the outside
professional activities of Instructors can enhance
their professional development or contribute to the
effectiveness of their service to the lnstftute,
these may be undertaken with the approva1 of the
appropriate department head.

“@ & L
Appointment Policy for Iﬁstructors: Appointments to
the rank of Instructor are typically for one- year,
but may be renewed. Standards of notice of non-

reappo1ntment contained in Sectlon 2..23 apply also
to Instructors, effective July 1, 1976. In the’

; interim, appointments are presumed‘not to cbntinue
4 beyond the date of termination specified.in the
letter of appointmert. <
2.24.2" TECHNICAL INSTRUCTOR __° ‘ .

This classification is given to technically trained

personnel, usu¢)1y‘of 1bng experience, who assist in
laboratory instruction. _

Members of the armed services on duty with resident

LRIC
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ROTC detachments are appointed Technical Instructors
if their duties wakrant.

NON-RESIDENT INSTRUCTOR .

This classification is used for those who give
courses of specialized instruction at various labora-
tories and organizations which are not part of the

Institate but at which M.1.T. provides instruction

‘as part of a cooperative o 6ther arrangement.

ERIC
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LECTURER, SENIOR LECTURER

Lecturers and Senior'Lecturers teach and advise

"thesis students: This category includes Professors
Emeriti with part-time lecturing appointments as
well as members of the Sponsored Research Std}f who

teach occasfonally, The Senior Lecturer appointment

‘is intended for those whose maturity and professional

stature are equivalent fo that of a full professor.

A Lecturer appointment may be fulT-time or part-time

and 1s usually on a year-to-year basis. However, &
visitor not otherwise connected with M.I.T. who
comes to the Institute for the purposé of presenting
a series of 1ectures. regardless of 1ength. should . -
be appointed a Visiting Lecturer. ’

Lecturers appointed on a basis of ha1f-p1me or more
extensive service are eligible for participation in




i

"the Retirement Plan and other staff benefits, except
those unique to the faculty.

X

‘HONORARY LECTURER

2.27

This appointmeht is reserved for those distinguished
persons, holding no other Institute academic appoint-
ment, whom the President and the Corporation have
chosen to honor for a singular record of achievement
qﬁd public service. The holder of the title of
Honorary Lecturer is afforded all tﬁé”privileges of
the Institute and, from time to time, wil} share his
or her knowledge and experience with members of the
faculty and student body ip informa] sémdqars or
formal lecturgs. The appointment be on ¥n -

- Institute-wide basi&/br a departmentaf“hﬁsis. -

ERIC
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APPOIﬁTMEHTS BEYOND THE NORMAL RETIREMENT AGE
Appointments may be offered to members of the faculty,
most frequently as Senior Lecturers, for a period of

up to five years after retirement. Each‘of these
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appointments is decided annually, one year in advance,
on the basis of the needs of the department and the
individ:al's 1nteres:é. The departmental recommenda-
tions require approval of the Academic Council. Al
appointments beyond the'age of 65 are made on an
annual basis for a maximum of half-time service.

Other retiring staff members may be offered, a part-
time appointment on the same basis with the same
approval process. '

2.30. APPOINTMENT POLICY FOR_RESEARCH STAFF (ACADEMIC)

Academic research staff appointments at M.I.T.
fulfill a variety of needs. For those who have
recently received a doctorate, they provide an
opportunity for two or three years of broader exper-

ience tefore entering professional careers at a
university or inebusiness, industry or government.

For those who entered their professions immediately
after receiving a doctorate or lesser degree, such
appointments provide an exposure to new knowledqge
and techniques arising out of university research.
This group often includes professors on sabbatical
leave and research personneT\from tusiness aqd
industry who come to M.I.T. in visiting scholar
roles fO( a year or two. )

. Othefs. whose education emphasized training in the
,poriflcr Of their profession, find an oppnrtunity
to master ba€1k§goncepfs on whieh” to build new
knowledYe in a var?b&y of field': Executives trom

49
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2.31

business, science, and engineering frequently come
to M.I.T. for this purpose. ’

The Institute welcomes such individuals to "its
campus and values highly the benefits derived from
their presencé. including their significant contri-
butions to the M.I.T. research program.

/

-Every person sharing the facilities of the Institute

for more than a week or two (i.e., not a transient
visitor) should be registered as a reqular or special
student, appointed to the instructing, research or
other staff, or given -a research staff appointment
in one of the categories outlined below.

: »
An appointee who is also attending classes should be
registered-concurrently as a graduate student and
should pay normal tuition fees.

SENIOR RESEARCH SCIENTIST

Aruitoxt provided by Eic:

Senior Research Scientist is a sen16r position on ,
the academic research staff as evidenced by the term
of appointment, the associated prerogatives, and
expected contributions to the ‘Institute's research
objectives. An individual so appointed possesses
ekceptional and demonstrated capabilities in his or
her field. The academic attainment of individuals
receiving this appointment closely parallels the
professorial ranks, except that their interest and
dutieg are concentrated in research.
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Such appointments require, in addition to approv;1‘
of the department head and dean, approval of the
Academic Appointments Subgroup of the Academic‘
Council on the basis of a full presentation of the

.1nd1v1duq1's contributions. Appointments are for an

indefinite period, requiring a three-year notice of
termination., The posgition is covered by the Annual
Salary Plan for faculty, permits the individual to
serve as principal investigator, and includes consul-
ting privileges. Appointmeﬁts are made Jh1y in the
academic.departments.

2,32

ERIC

Aruitoxt provided by Eic:

POSTDOCTORAL FELLOW, RESEARCH FELLOW

’ ol
Postdoctoral and Research Fellows come to M.I.T.
with fellowship aid to develop their scholarly
competence. They normally work under the supervision
of senior M.I.T. faculty members and use the facili-
ties of the Institute. The Postdoctoral Fellow
title is appropriate for those holding the doctoral
degree, while Research Fellow should be used for
tbose with comparable professional qualifications.

Postdoctoral and Research Fellows are not degree

candidates, and under existing requlations, their
monthly stipends are partially exempt from Federal
income tax. No services can be required of Fellows
by virtue of their appointment, and their stipends
do not constitute payment of salary for services

~rendered to the Institute. Since Fellows are not

employees of the Institute, they do not participate
in the Retirement Plan or other staff benefits,

°
]
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although they may pr1y for coverage under the
Student Health InsurancelP1anz

Funds for postdoctoral fellowships are provided from
a variety of sources, including private donors,
foundations, corporations, and qovernmeht agencies
such as N.S.F. and N.I.H. Because the terms_ and -
coriditions of fellowships vary widely, each must be
considereg\on an individual basis. f the terms of
a specific fellowship do not precludd it, a Fellow
may concurrently hold a part-time appointment at the
Institute. -

P

2.33 RESEARCH ASSOCIATE, SENIOR RESEARCH ASSOCIATE
Research Associates perfor&‘?eseardh on the campus,
using Institute facilities without detailed super-
vision, and they may guide the research of others
and participate to a 1imited degree in classroom
\y teaching. The appointment is reserved for sthose who
have efther received a doctorate or demonstrated
equivalent professional attainment. The appointment
. may appropriately be given to holders of a medical .
i doctorate who are candidates at the Jhstitute for a
Ph.D. or Sc.D. degree. The Senior }1t1e is appro-
priate for Research Associates whose professional / ,
stature is equivalent to that of a full professor, .
- and may be awarded only with the approval of the
o - Academic Appointments Subgroup of the Academic

Council. These appointments are ndrma11y made only
jwwthe académic departments. “

I A Y
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Appointments %s Research Associate are usually for
not less than one semester and are usually not ‘
renewed beyond a total of three years. The appoint-
ees are employees of the Institute and may be sal-
aried or unsalaried. Those with salaried appoint-
ments on the basfis of half-time or gré%ter service
are eligible fo participation in the Ret1rément

Plan and other/staff benefits, except those unique

Jo the faculty. Full-time Research Associates on ~ ~
the1ve-mbnth dppointments are entitled to four'weeks
of vacation per - g ) '

If an'dppointment of less than one semester is
contemplated, a visiting appointment of the appro-
priate type should be used.

)

TECHNICAL ASSISTANT

~

This classification is intended for those profession-
ally trained individuals who appear to merit a title.
other than assistant or technician but who are not

eligible for a Research Associateship. Ordinarily,
the Technical Assistant will be appointed on a full-
time basis only. "Technical Assistants will be
entitled to vacations in accordance with the Spon-
sored Research Staff plan. ‘




2.35

2.36

TECHNICAL ASSOCIATE .

This classification 1s intended for a group of

.professional men and women with broader respons1b11-

fties -than those of a Technical Assistant. Five
years.exper1ence'as_a Tethnical Assistant or the

equivalent is required. The individual should be

able ingependently to formulate. and carry out a

series of technical operations totachieve.a defined

result. This appointment is used for.the individual

who has- become prdf1c1ent in a number of technical "
areas and who accepts responsibilities for conducting

a variety of essentially technical operations (with-

out supervision) in a'research laboratory. Technical .
Asspesiates on an annual appointment will be entitled

to a vacation of three weeks w1thtpay during each
calendar year of serv1ce. ‘becoming four weeks after.

10 years of lnst1tute service.

VISITING ENGINEER, SCIENTIST, SCHOLAR, AND LECfURER '

ERIC

Aruitoxt provided by Eic:

‘Thus a Visiting Lecturer has come to the Institute

These appointments designate visitors working at

M.1.T. for a specified period from one month to one »
year. The specific title, always preceded by "Visit-

ing,"” should reflect the actual duties of the visitor.

for the express purpose ofipresenting a series of
Tectures® A Vis1£1ng Engineer, Scientist, or other
similarly titled appointed is primarily occupied
with research in the field fndicated.




A "Visiting” appoinfmgnt may be full-time or part- ..
& twme, salaried or upsalaried. Since the appoini@ent '
is by definition'a temporary one, the visitor is not
e11g1b1e for staff benefits, except-that those with s
salaried appo1ntments are eligible for the Blue '
Cress-Blue Shie]d coverage. Ly Yo

i

1

[

. . .

2.37 RESEARCH AFFILIATE

This appointmeht recognizes the status of individuals

with whom the Inst1tute wishes to ackpowledge %Some '
¢t ' degree of association. _Aff111ates cﬁfracter1st1ca11y
have no specific_ duties and are typica11y not in
residence. They are not employees of the Institute .
‘( and do not participate in staff ‘benefit plans.

2.38  APPOINTMENT PROCEDURE

A department head who wishes-to recommend an fndivi-
dual- for an academic research staff appointment
described in Section 2.30 should do so on the “Recom-
‘ mendation for Research Staff Appointment by a Depart-
' ment” form and forward it to the appropr1ate academic
dean For approval.
‘In exceptional circumstances appointments may be
made by a.research center director, but only after
consultation with the appropriate department head.
These appoinEments’mqy be made- only in the academic

%1 ) i ) )
research staff categories and on the "Recommendation

. \
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2.39

for a Research Staff Appointment by a Research
Center' fOﬁm. - .-</ -

!

The department or center making the recommendation
will act as immediate host during the app01ntee S
stay at the Ins;1tute , ) .

>

v

APPOINTMENT POLICY FOR GUESTS OF THE INSTITUTE
; ; i =

. -

2.40

’

A Gdest isrusually a distinguished individual of
considerable prdfessiona],attainment to whom the
Institute extends the prerogative of observing or
participating informally in certain phases of its
activities. The term of the appointment is frocm a
few weeks to a year. The Guest receives'go salary
from M.I.T. and-does not Participate in staff\benefit
plans.

. Recommendatio for'the.appointment of Guests are

initiated b depdrtment hea&; or research'center

. N .
directors on the "Recommendation for Research Staff
Appointment‘by a Department or Center” form. The

form is therd forwarded to the appropriate senior

officer for app%a] .

-

ACADEMIC ADMINISTRATIVE, LIBRARY,

ERIC
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AND ADMINISTRATIVE STAFF APPOINTMENTS

p————— 1

"These appointments include individuals with profes-

sional .or administrative responsibilxties in the

56
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. These appointments .are encbmpéssed within the Insti-

f“
) 1
central administration, departmental administration
6r in the M.I.T. Libraries. They assure the provi-
Sion of services essential to»thé support of the
educational and research objectives of the Institute,
whether within the library system, the academic’
.departments, or ig such central functions as finan- .
cial and personnel administration, student services,
deta processing, public affairs, resource development,
ard operations. *

tute's Staff Classification and Salary Administration
Program with/each position assigned to a classifica-
tion and tofore of the nine levels*with its associa-
ted salary range. A full-time staff appointment
implies a primary commitment to the responsibilities
of the position and the goals of %?e Institute, and
the cgmpensation provided the individual as a full-

time member assumes that commitmeqt. Salaries of
staff members will not be augmented from funds
administered by M.I.T., except as provided for in
the normal pattern of promotion and salary review.
Exceptions are occasionally made, with priorAagproval
‘of the Chancellor, when it is advantageous to the
Institute to utilize é staff member's secondary
skill part-rime; for examp]e: as an athletic coach, '
when it can be done without detriment td the staff
~;member's primary commitment.

These staff appoin%ments are covered by the Staff
Beneﬁitstrogram and include four weeks of vacation P
after 12 months of service. They do,nbt include

consu]t{ng privileges as defined for members o% the

faculty. However, Epecific instances of consulting

@ ! ‘

57 -

«




. E
service may be undertaken with the department head's

prior written approyaﬁ if the department head is

(f\ . satisfied that-each such activity will contribute - .
significantly to the professional growth and devel-
opment of the individual and to the individual's
.profess%ona] service to M.I1.T, or to M.}.T.'s
service to society at large, -and that the indivi-
dual's normal responsibility and contributiop to
M.1.T. will not thereby be diminished. Moreover,
outside professional activity ?ver and above the
individual's regular full-time commitment. to the
Institute is not precluded.

These staﬁf appointments are normally for no$speci-

fied‘term. They may be terminated for cause, includ-

ing misconduct or unsatisfactory performance. They

may also be terminated for lack of work or funds or

otheg operational reasons, with notice as provided
in Section 3.25.

<«

2.4 : ACADEMXC ADMINISTRATIVE STAFF ’ s

) r

The 3cademic administrative staff consists of indi-

viduals without other dcademic appointments, whose

principal responsibilities”involve admihistration .in

an academic department or Sghool, Appropqiate

descriptive titles, including those ,of Administrétive
. Officer and Administrative Assistant, are assigned

- by the department to define reéponsibi]iti s within

the department. These are academic staff ®ppoint-
ments and are initiated on the "Recommendation for
Appointment" form which is then forwarded for

)
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2.42

approval to the Academic Staff Recérds Office by the v
dean, the classification and level of the position
having previously been established in coordination.
with the Office of Personnel Relations, and with the
equal dpportunity serious search requirement having

been fulfilled. ’ '

LIBRARY STAFF ‘

.. }
The 11brary staff consists principally of profe551on—
ally trained librarians with varying levels of
responsibility within the M.I.T. Libraries. Appro-.
priate descriptive titles to identify function are
often used to define responsibility in addition to
the salary administration classification. The
M.I.T. Librarians are members of thé academic staff
and appointments are initiated on. the "Recommendation
for Appointment" form by the Director of Libraries
and forwarded to the Provost for approval and trans-
mission to the Academic Staff Records Office follow-

ing fulfillment of the equal opportunity serious
search requirement, the classification and level of
the position having previously been established in
coordination with the Office of Personnel Relations.

ADMINISTRATIVE STAFF

The administrative staff includes individuals with L
professional or administrative responsibilities,
appointed within the departments and offices of the

59
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~GRADUAT Lé?[@ﬁ NT STAFF .,

wempintral. Institute administration. Typically each.

staff member has a title descriptive of his or her

function or administrative responsibility. Requests

to fiilg;yﬁinistrative staff positions are submitted .?
by the,#epartment on a "Request foW¥ Personnel" form
and’?;rwarded direét]y to the Office of Personnel

Services {or through the appropriate vice president

or dean for an unbhdgeted position). Prior to the
initiation of the appointment for an individual, the

equal opportunity .serious search requirement must

have been met and, as well, the appropriate classifi-

cation and level of the position established in
cogrdination with the Officé’of Personnel Relations.

Instructor-G and Teaching and Research Assistantships
are Institute junior s?aff positjons to which only
registered candidates for advanced degrees may be
appointed. Assistants and Imstructors-G must be
enrolled full-time during each term of their appoint-
ments, »including the summef if they hold appointments
then. Graduate fellowships and traineeships do not
constitute appointments to.the graduate student
staff; provisions relating to these awards are
described in the General Catalogue and the Graduate

School Manual. . ,




OBLIGATIONS OF THE GRADUATE STUDENT STAFF
a1

Students holding a Teaching or Research Assistantship
share a responsibility for promoting ,the scholarly
and educational objectives of the department of

which they are staff members. Graduate student
staff, no less than the faculty, should consider it

a duty to become persona]]} acquainted with the
students assigned to them and to interest themselves

in their students' academic and non-academic progress.

Assistants are subject to the policies and procedures
of their departments and of the Insfitute and should
respect and conform to the rules and procedures of
the division or laboratory to which they may be
assigned.

Because academic progress contributes to a student's
effectiveness as an assistant, consecutive appoint- -
menEs are favored. However, applications for
reappointment are considered individually on merit.
Reappointment depends on academic progress'as well
as on performancé as an assistant. A student's
appointment to an assistantship may be cancelled at
any time if progress in a graduate program is ynsat-
fsfactory or if the stucent is not carrying on the
duties assigned. ’ ’

61
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GRADUATE STUDENT STAFF APPOINTMENTS

2.52

2.52.1

" INSTRUCTOR-G

ERIC

Aruitoxt provided by Eic:

Graduate students with considerable teaching experi-
ence may receive Instructor-G appointments’. These
appointments should be given only to mature students
of proved teaching ability who, in the opinion of
the department -head, are competent to accept teachin
responsibilities warranting the grade of Instructg
The rate of compensation for such students will be
determined 1n<g2ch case by the dean of the School
concerned according to the circumstances of the
appointment. '

Graduate students may on pccasion be appointed to
‘the position of Instructor on the regular*academic
taff. The distinction between a registered grad-
vate student‘being appointed an Instructor or
Instructor-G is based upon the anticipated contribu-
tion of the ipdividual as determined by the appoint-
ing department. Only if the énticipated contri-
bution is at or near that of an academic staff

. member, with a corresponding salary, is the appoint-

ment of ,Instructor appropriate.

TEACHING ASSISTANT \\\

.The principal duties ofia Teqching ‘Assistant 1n61yde
assisting faculty members +in Yrading quizzes, class-
room and laboratofx instruction, preparipg apparatus
or material for demonstratiqné. an& co&ducting

tutorials and discussion sections.
. ‘ B

- o . . . w
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2.52.3

RESEARCH ASSISTANT .

The principal duty of a Résearch Assistant is to
contriQute under supervision to a program of depart-
mental or interdepartmental research. The appoint-
ment is made with the understanding that the required
services will contribute to the professional training
of the §raduate student. While Research Assistants
are committed to performing assigned Services, their
work is ysually suitable for and used as part of
their thesis research to the extent approved by the
head of the appointing department and the thesis
supervisors. ’
Research Assistants are compensated on the basis of
the time devoted to their research activities. In
all cases they must pay full tuition. Research
Asststants who 1nd1catevboth an interest in and a
capacity for teaching may be assiﬁnep some depart-
mental teaching duties, but their pridncipal activi-
ties should be confined to research.

APPOINTMENT POLICY

PAYMENT

ERIC
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The prevailing scales of compensation for Research
and Téaching Assistants are adjusted to make the
appointments equally attractive, taking into account
the availability of tuition scholarships, , the oppor-
tunities for thesis research, and other benefits

connected with each. g
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2.53.2

2.60

ERIC
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The Institute is obliged to withhold Federal and
Massachusetts income taxes from the salaries of

P
" Teaching Assistants and Instructors-G. The salaries

of Research Assis'tants are usually exempt from
income tax as a statutory scholarship if the recipi-
ents are QOrking in a field related to their thesis
research. ' +

/

APPOINTMENT PROCEDURE
i - - ‘
Appointments to the graduate student staff are’made
by department heads on the “Appointment to Graduate
Student Staff* form: An gppdintment for the academic
year‘is normally for the period September 1 through
May 31; a summer appointment is normally for the
period June 1 through August 31. However, appoint-
ments may be made for shorter periods.

Instructor-G and Assistantship appointees observe
normal Institute holidays and are entitled to two
weeks of vacation with pay if their appointménts are
for the full calendar year. Their vacation schedule
must be approved by tﬁeir'superviSOrs.

THE SPONSORED RESEARCH STAFF




[

2.61___ SPONSORED RESEARCH STAFF APPOINTMENTS

Staff members with sponsored résearch sta?( appoint-
ments {non-academic) are attached to a research
project and reborf to the project supervisor, ordin-
arily a member of tHe faculty, who in turn reports

. to the department head, or, insofar as projécts
within a research center are concerned, to the
laboratory director. Such appointments May be made
as conditions require and at a level of:compensation
appropriat{,to the requirements of the pdsition and
the qualifications of the adpointee.“‘TheEe appoint-
ments do not carry academic'privilegeS'such as
tenure, reqular graddate student status, or consult-
fng privileqges. ' ‘

Spongored research staff members are-divided into

two groups: members of the research group have
appointments as sponsored resea}ch staff, members, of

— the administrative group are appointed as sponsored
research administrative staff.

Any vacant or new position must be posted, according -
to the Institute's Affirmative Action Plan, and

N
evidencel of a broad search for candidates must be
" presenteq to the Academic Council prior to any offer
of appoinitment. (See<Section 3,15--Equal Opportunity
Policy.) \ [
2.61.1  TERM OF APPOINTMENTS @

Reqular sponsored research staff appointments are
for 'no specified term. Under normal circumstances,
professional personnel become members of the

65
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sponsored research staff w}th the understanding that

, their appointments are related to a particular
project and will ferminate-upon completion of-t&e
project. -However, every effort will be made to
inform an appointee as far in advance as posﬁqble of
the termination.gf the project to which thelindivi-
dual 1is assigned. 'Ihe policy and procequre for®

termination is contained in Section 3.25.

"2.61.2 . STUDENT STATUS

Any sponsored research staff member, full or part-

time, may, with‘permission from the project super-

‘visor, apply for enrollment as a special student at

M.1.T. in one sybjéct per term (but not. for thesis)

either as a listener or for aEaQemiévcredit. A

sponsored research staff member may not use as a

basis for a thesis any researth work which is per?

formed on the contract to which the 1nd1v1dua1 is

assigned. Sponsored research staff members appointed

for the summer months only are not e]igib]e to ,

register for summer courses. Sponsor%d research
. staff members may be eligible for tuition a551§tance e
through the Office of Personnel Development. Under
certatn circumstances, as outlined in the Graduate
Sgbggjﬁﬁggygl. sponsored research staff and Lincoln
Laboratory‘staff members may be granted the status
of Limited Graduate Student. '

ERI
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2.62 LINCOLN LABORATORY STAFF

Staff appointments are made at the Lincolf Laboratory
- under the authority of the Director -antethe Chan-
sellor. Such appointmehtf are made as conditions
require, with the dppointee attached to the labora-
tory rather than to any academic'department. Compen-
sation must conform to the approved schedule. These
appointments do not carry academic privileges such
4s tenure, regular graduate student status, academic
.o vacations, or consh]ting privileges.

These staff appointments are”for no specified term,
but every effory 1s'made to inform an appointee as
far in advance as possible of the termination of the
project to which the individual is assigned, with
the minimum notice of sucﬁ‘términation as described
in Section 3.25. 7

.

Lincoln Laboratory staff members have privileqges and
benefits comparable to those of sponsored research
staff members on the campus.

2.63 . GRADUATE STUDENT SPONSORED RESEARCH STAFF APPOINTMENTS
<\ )

A graduaté student may not interrupt his or her
academic program to accept a staff appointment in
sponsored research on the campus or at Lincoln

. Laboratory either during the academic year or during

' the summer without the approval of the depa}tment

head and of the appropriate academic dean and unless

- ) the work as an ?ﬁployee is unrelated to the student's
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thesis research., A signed "Thesis Release" form »
must be submitted to the Office of Personnel Services

"in support of sSuch appointment. . .
2.70 _ (OTHER_INSTITUTE A_ppom%ms ~

.In addition to the faculty and staff appointments
described: herein, the Institute makes three other
types of Sppointments. knowﬁ as Exempt, Office/

‘Clerical (Bi-weekly) and Hourly, each of which is
described below These positjons pro@idé a wide
range of clerical administrative, technical and

o~

operational support to the faculty and staff, and

- vary in level from Sbginning positions requiring a
minimum of "training and ‘experience to those involving
the application of specialized skills at advanced

) levels and requiring extensive training and exper- ’
ience. These appointments are typically 1nd§f1n1te
. and-without specif{ed term. Benefits differ in some
significant respects from those proviged to the b
faculty and staff and to some degpeé/ﬁmong the ) L

several categories. These qppointments are not
staff positions withip the meaning of the term as
N I

wsed tn this guide. -

ay

2071 EXEMPT _ S S ] /

The Exempt appointme%t applies to those positions
involving duties and rksponsibilities which meet the
requirements of the Federal Fair Labor Standards Act
for exemption from the overtime payment provisions

-
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of'the Act Respon51b111ty for the supervision of

0 rs’ 1s .3 frequent, although not a mandatory,

chrracter1st1c of these appgintments. Typlcal
occup¢g1ona1 titles are Supervisor, Foreman, Engi-
nee§1ng Assistant, Administrative Assistant and
Teghnidal Assistant.  Exempt personnel fulfill
iﬁportant technical, adm1n1strat1ve and manager1a1
’ro]es at the Institute.. The appointments are d1st1n-

gu1shed from staff app01ntments on the basis of- the
scope of the respon51p111t1e5 involved or the breadth
of the formal training required. Vacant Exempt
positions ‘arae subpgrtted to the Office of Personkel
“Services on a "Request for Personnel" form and .

posted in confowmmty with the Institute's Aff1rmat1ve‘
Act1on Plan. 3 o .

OFFICE/CLERICAL (BIWEEKLY)

Office/clerical (biweek]y) appo1ntments .encompass, A
but are not limited to, positions involving duties *

of a pFimarily clerica® and secretarial.nature. °* -
Also included in this group are some sub- \\J
profess19na1 ‘positions such as khose which support

the Institute's data process1ng operation, the h

llbrary and accounting functions, and some specialized . ,
"re§earch positions: Biweekly positions are classi-_
fied Yn five grades, II through V-A, with appropri-
ate salary ranges, and have titles descriptive of
_ the duties of the pogﬂtions Such pesitions are - v
descr1bed and submitted to the Office,of Personnel
e Services on a "Request for Personnel” form with
“appropriate departmental authorizatibn. All bi-
weekly positions are posted through the procedures

—— .
Y
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prescribed in the Institute's Affirmative,Action/} ‘Q\

~Fair Labor Standards Act and subject to the Act's

* ‘ ' Plan. Biweekly positions are covered by the Federal
overtime provisions.

i \

. 273 ol RLY

r‘ \The hourly positioné include both union and non-
S union hourly-paid classifications. .The undons
having co11ect?ve bargaining agreements with M.1.T.
’ " are: the Research, Development and Techsical Employ- £
ees' Union (RDTEU),_ the Service Employees' Inter-
national Union (Local 254, AFL-CI0), the Hotel,
Restaurant and Institutional Emp1byeés' Union (Local
26, AFL-CIO0), and the Independent Union of Plant
\ . Protection Employees (Local 14).‘ The hourly-paid
classifications represent research support, mainten-’
ance support, sthe trades and other services such as
' housing, food service, and laboratory protection. ’
Positions which are covered by a collective bargain-
ing agreement are subject to the specific posti%g
and bidding prdcedures of.thé agreemeﬁt. L,
] ] . \ . .
Positions are described and Submittedato the Office
of Personnel Services on a "gequESt for Personnel"
form, with appropriate departmental authongzation.
7 .Positions not filled through the-union’bidding , .

'_ . process are<posted through procedures noted in
the Institute's Affirmativéjzzzz;%%;]an. Hourly ¢
positions are covered by the Federal Far Labor
Standarrds Act and are subject to tpe ct)s- ovértime

provisions. . .
. & a .
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2.80 STAFF BENEFITS

-

The staff benefits programs of the Institute are
available to ald facu]ty‘and-staff members who are-
appointed on the basis of at least 50 percent time,
'except for visitors and members of the Armed Services
assigned to the Institute. They do noi, however,
apply to members. of>the graduate or undergrahuate
student staff, or to Postdoctoral or Research Fellows.
Their continuance during any leave of absence granted

“ by the Institute is determined on a case-by-case
basis. Certain benefits are.unique to members of

e "~ the faculty and are so identified. Further informa-

tion on staff benefits may be obtained from-the
Benefits Office, E19-220, Extension 3-4271.

The following description of benefits are not’
intended .to be complete but only a, symmary of the

"principal featores of %ach benefit plan. The formal
plan.documents.govern in all cases.

- .
. ~

Top

i +
2.81 GROUP LIFE INSURANCE _ V. iT
. . .
A regu]ar;facu]ty and staff members who work
50 pércent time or more are eligible on the date of 0y
» ‘Epp01ntment for group term life 1nsurance in-amMounts
_equal to three times their annual salaries (or in
the case of the facu]ty members, an aﬁount equal to
R e1even ninths times 3nnua1 base sa]ar1es), rounded
y} . - to the next higher $1,000, with a maximum of 950,000,
The cost g? the coverag! is shared py the I\ft]tute
~, and part1c1pat1ng members There may be some.,Federal

\ B -
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. * . ) *
income tax liability for those whose amount of
: )
coverage exceeds $50,000.

A member who-participatés in this contributory

program is ‘obliged to ahcept the full amount of

insurance coverage Yor which he or she is e1igib1e; T (
This requirement extends to 1ncre;§ed amounts of

insurance for which a member become; eligible in the

future because of changes in salary. Increases in

the amount of insurance coverage under this progra\

due to a change in salary w11T take place automat-

ica]ﬁy oh the first of the monfh coincident with or

next following such a change, provided the member is ‘
then actively at work. Otherwise the increase will -

- be effective upon his or her return to work.

, ~ s ] ‘ \

Those who do not wish to participate in this contri-

. butory program will be furnished $5,000 of life .
insurance by the Institute. “Those who do not enroll
for the contributory coVerage'wiﬁhin thi?tyeane days
of becoming. e1lg1b1e may do so after that date only
by furnishing ev1dence of 1nsurab111ty sat1sfactqry
to the insurance company. 'This will requ1re a .
,phys1ca1 examination at the 1nd1v1dua1 S: éxpense Y

2.81.1 _ INSURANCE AFTER RETIREMENT 4

On the July 1 next following the individual's sixty-
"fifth birthday amd each July 1 thereafter, insurance '’

coverage under this plan‘is reduced according to-the .

following schedule: . ) "
v o 1
' . v, ‘

. . L] .
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July 1 following agé 65 80% of previous coverage
July 1 following age 66 60% of previous covérage
July 1 following age 67 40% of previous coverage
1
1

July following age 68 30% of prevjous coverage

July following age 69 20% of previous coverage

. %
h

*A1} insurance ceases on the July 1 next fo]iowinb
the seventieth birthday.

CONVERTING TO OTHER INSURANCE

vFacu]ty and staff. members who ~leave the_lnstitute
may convert part or all of their M.I1.T. life insur+
ance to,regular life insurance without providing

"evidence'of insurqﬁility to the life inﬁqrance
company prbv?ded they do so within 30 days of the
date of termination, . '

e e o

. 2.81.3  PERMANENT AND TOTAL DISABILITY BENEFITS

L e Faculty and staff members with lg;s than two years
' »0f membership“in the Retinément Plan for Staff
Members may be eligible’ for Eenef%ts underntHe
. permanent and total:disability prov?sion of the
" Institute's Group Life Insurance Plan. Those with
two or more year$ of membership arg eligibls for the
disability income' benefits of the Retirement Plan

. O “for_ Staff Members (Section 2.83%M).
1y N . N . -
} 2.81.4 ACCIDENTAL DEATH»AED_DISMEMBERMENT BENEFITS i "
] - ' »
. . . Accidental death and dismemberment insufance coy rage ' ?
B . .. 1s included/ in this program, in an amount equ o

the amount of the er‘)'nsurgrice coverage. The, fu]l\

N .
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amount of this insurance becomes payable if death
results from an accident. The amount is also payable
if the accident causes the loss of sight of both
"eyes or the loss of two limbs. Half of this amount
i becomes payable if an accident causes the loss of
. the fig;t of one eye ‘or the loss of one limb.

\ Payment of amounts ::} under this feature is in
addition to the life insurance disability benefits
described above.

’

- . 2.82 " HEALTH INSURANCE AND HEALTH CARE BENEFITS

-~ 2.82.1  BLUE CROSS AND BLUE SHIELD MASTER MEDICAL PLAN

On application through the Institute's Benefits
Office, members of ;he faculty and staff are able to
participate in the Institute's Blue Cross/Blue
Shield Master Medical Plan, sharing with the Insti-
tute the cost of coverage, The details of coverage
underthis plan are available from the Institute

. Benefits Office.

2.82.2  M.1.T. HEALTH PLAN -

As an alternative to the regular Blue Cross/Blue
Shield Plan, the Medicé] Department offers, in the ‘
M.1.T7. Health Plan, a prepaid/-comprehensive heaWth,
° " care program with a broad range of preventive and '
treatment services, Membership in the M,I.T, Héa?th '
Plan entitles the faculty or staff member to compre- |
B hensjve health care services,‘ihcluding treatment S w

"
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“ A
for illness or 1q;ury. diagnostic service, hospltal-
ization, periodic physical examinations, 1mmunlza-
tions and inJect1ons. and 24-hour emergency service.

“The M.I.T. Health Plan offers a group practice of

. Medical Department staff and their referral special-
ists who provide a full range of health care needs,
‘at-a cost modestly above the individual's contribu-
tion to the Blue Cross/Blue Shield Master Medical
Plan. Information is availalle about. the plan from™
the Medical Deparfment and the Insg}tute Benefits

' Office. © C - .

L

2.82.3 ACCESS_TO_HEALTH SZLVICES v

- .

A1l membewrs of the faculty and staff, including

those'who.are,participants neither in the M.I.T. N
. Health Plan nor i ~the Institute's Blue Cross/Blue
Shield P1@n, have.d flable_to them without chirge
the servicd f the M,I.T. Medicat Department for
. primary medifal care (visits to an internist, surgeon,
psychiatrisk, or nurse pracfitioner at the
Department).

Services fof other specialists are also awailable at
a chgrge,\except for members of the M.I.T. Health
Plan, for whom the services are included in the Plan

fee. .

. '

-

.83 RETIREMENT -

The normal retirement date,is the July ™ next follow-
ing the staff member's sixty-fifth birthday. s
e B > )
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2.83.

ERIC

R

RETIREMENT PLAN FOR STAFF MEMBERS

.

. Each reqular member of the faculty who works

50 percent time or more and holds the rank of Pro-
fessor or Associate Professor becomes a member of
the Retirement Plan for Staff Members ,upon the date
of his or her appointment. Each other regular full-
time ¥Baculty-or staff memter who works 50 percent
time or more becomes a member of the Retirement Plan
upon tomp]etion of five years of continuous or total

“servuce However, such a facu]ty or staff member

who has not comp]eted five years of service may
become a mem@ér upon request. An 1ndivigual who
becomes a mémber shall continue as such“regardqless -
of any change in status or pd@ition so ‘long as he or

she -emains in the active employment of the Institute.

° ?

Contributions: Each contributing member contributes
5 of requ]af salary through monthly payroll deduc-
tions. The Institute contributes about 11%, of
which 10 is applied to the funding of pension
benefits and abtout 1% to supplemental benefits. The
member's contribution is invested in‘the Fixed Fund.
In addition, tﬁz member may e]ectlfrom the follewina
6ptions how the Institute's contribution will be
invested: s 4

(a) 100/’in the Fixed Fund.

(b) 50% in the Fixed Fund and 50% in the

Variable Fund. .
(c) 1007 in the Variable 6und. .

variable Annuity: Upon becoming a member of the
Plan, or at any time thereafter subject to the
provi510ns of the Plan, a_member may elect to have a

“
% , {)()'




. gortion o; all of the Institute's contributions
toward-his or her ‘retirement allacated to a variable
~annuity fund. This e]ection will apply only to .
contributions made for the member after the date pof
election and must remain'in effect for a minimum -
period of five years. Retirement income from this
fund will be paid 4n units of fluctuating market
value so the member wiil have allsthe advantages and
disadvantages of changing securities prices during :
. years of active service and during retirement.
, ' E]ection of this option will, of course, affact the*
amount of benefits payable under the various ¢ircum-
. stances described. in the following paragraphs. -

o -

Benefits on Retjjgyép}: The normal petirement
benéfit, payable from the normal retj}ement date, is
derived Trem a sum equal to the value at retirement
of the member's contributions, ,plus inferest,
together with 200% of that amount, pr:t)ded by
lpstitute;cgntributions, if the variable annuity

option was not elected,
“\.

2 e : %

Minimum Pension: A person who has completed at

least ten years of contributory membership in the
Plan will"be entitled upon retirement, at tﬁé normal
retirement date, to o minimum pension, based on a
ingle life annuity which will be equal to 1-2/3° of
the member's final average salary multiplied by the
~nimber of years of contribufory plan membership up .
. to a maximum 'of 50° of hfs or her final average

S salary. “Final average salary" means the average
’ ‘annual base salary (excludlnq summer session compen-
%? i sqtion) durinqg the ten academic years of service
- . .

* ERIC “ 4 - .
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with the Institute next preceding the member's

retirement date.

Death Benefit: "I1f Bkath occurs before the member
begins to receive retirement benefits, the designated
beneficiary will receive the sum of the member's -
accumulated contributions with credited earntngs.'
plus an amount from the Institute's contributions
equa1 to twice the member's own contr1but1ons with
credited earnings. At the time of enrollment in the’
Plan, or at a latenjdate, the member may ePect to
have his or her.beneficiary receive the death
benefit in any one or .combination of methoﬁs as
follows: bereficiary's choice; single lump sum
paymént; an annuity payable ‘during the lifetime of
the beneficiary, ceasim® at his or her death; an
annuity payab1e ﬁuring the lTifetime of_the benéfi-
ciary, with payments of a designated number of years
certaimm 1nsta11ments for a designated period of :

J
years.,

- /\__‘

@en@?its on Termination: Faculty or staff members

t¢rminating from the Institute prior to.retirement

ay receive a pension benefit derived from 'the value
of the member s contributions plus interest, together
with the applicable percenteﬂe of that amount prb-
vided by Institute contributidns according to the
following table. Members may elect to withdr&w'

=

their contributions at termination, in whigh event ,

they will receive ohly -their contributions plus
accumulated interest. The fo11ow1ng table will be
subject to change as 6f January 1, 1976, when the
+Employees Retireméent Security Act of, 197 takeg .
“effect: '

sew

o

?

«

Te




roo.

Institute contributions
available for benefits as
Years of membership at * a percentage of member
. termination of employment contributions, with interest

—

—_— = N W DS TN DO O

200%
190
180
170
. . 160
150
, 140
130
120
110
. 100

b

w

B

A

v

commence after six months of total disaki]ity,to

members of the Retiremen;‘Plan who are unable by

reason of sickness or bodily injuhy tp engage in any
occupation for which they are reasonably fitteJ by
education, twaining, or experience. Benefits will .
ge continued so long as the member is disabled but

not beyond the normal retirement date when pension
benefits under the Retirement Plan"become payable.
. To be eligible for extended disability benefits,
members of }he faculty and staff must have beesn
members of the Retirement P]an_in{\fwo years or
more. e, o

The Plan will provide disability income of 60% of
the first $1,000°of monthly basic saTary, and 50% of
basic salary beyond that level, t0'g maximum benefit
of $2,000 per month. The amount of the benefit -.

79 .

o

ERIC

P e
k)




o

2.84

O

ERIC

Aruitoxt provided by Eic:

payable under the Plan will he'reduced by the Primary

‘Social Security disability benefit if avai]ab]e.

benefits, if any, paid under the M. ggoup Life
Insurance Program, and any other dlsabllity benefits
by the Instituté. During the period of extendép
disability, the staff member's expense for grouﬁ
life“insurance and Blue Cross/Blue Shield will b&
provided by the Institute Plan.

Spouse's Benefit: The Plan provides a pension to a
Qualified Surviving Spouse of a retired fac&]ty.or
staff member who has completed at least ten years of
contribufing membership in the Retirement Plan. A
Qualified Spouse is a surviving wife or husband of

a deceased retired member who Was married to the *
faculty or staff member for at least three years
prior to the member's early or normal retirement,
arfd nat léqally separated or divorced from the’
retired member at the time of death. The eligibte
spoﬁse will receive a monthly benefit which will
equal 507 of the single 1ife annuity to which the
member would have been enftitled upon the retirement
date, if all the member's benefits were on a fixed
dollar basis (early retirement if he or she had
retired ear]y) The monthly income continues for
the 1+fetime of the spouse unless remarriagf«occurs,
in which event payments cease.

@

]

w
TAX DEFERRED ANNUITY PROGRAM

M.1.T. has made arrangements’ for members of the
faculty and staff, who wish to do so, to participate

B0 94




in a Tax Deferred Annuity Pgogram. .This plan is
based on the fact that federal tax laws permit
-employees of public educational institutions ang
certain other tdx exempt organ1zat1ons to author1ze
their empl@yers to reduce their present sa]ary and
have their employers use the reduction to buy an
annuity The effect of this is to defer Federal-
taxes on the amount by which the salary was reduced

} until the funds are retirned either in annuity
4 payments or a lump sum.. In addition to deferring
Federal taxation on the amount of the salary redut-
. tion, the investment income on amounts set asfide
accumulates tax free until they are eventually paid
to the individual. The Tax Deferred Annuity Program
- m}y be used by an individual to supplement the basic
Retirement P]én. but it has ‘the additional advantage
of enabling the individual tb withdraw the funds at
any time. Detailed information concerning th¥ plan
15 available from the Benefits Office.

2:§P7 o EDUCATIONAL .BENEFITS FOR STAFF CHILDREN_

{ -

2.85.1  CHILDREN'S SCHPLARSHIP PROGRAM

. Grants up to a maximum of 50 percent of current
M.I.T. tuition are available to children of M.I.T.
.« ~ faculty members, and to children of all other staff
;members with five years of full-time employment
service, to pay the tuition while attending accredi-
ted two or four year colleges as undergraduates .
For those children attending M. 1.T. as undergradu-
gtes. full tuition will be paid. This benefit is

. L g
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nqt available for children in graduate school,

< except for .those attending M.I.T., for whom’

]

- 50 percent tuition grants are available,.

- . L

2.85.2  EDUCATIDNAL LOAN PROGRAM . : .

+ The Ipstitute is prepared to be a source of loan
funds for members of the fach]ty and stafffwho need
P educational loan assistance for their children. The
interest rate on these loans 1§, the cost to the
Institute of borrowing the negessary capital to

sepport the program, E11q1b111ty for educational’

loans. 1111 be the same as the entitlement under the - -
Children's Scholarship Program, i.e., 1mmediate]y to P
members of the faculty on appointment and o all .- ' o
other members of the staff including research‘ .
staff, upon completion of five years ‘of full-time ¢
serwice., * . ) : .

Loans may hc made in ampunts not to exceed $2,500 CN.
per year for one child or.$4,000 per year for twg or ‘
nore childfen with a ceiling of $15,000 on outstand-

ing indebtedness. Each ¥oan "is repayab]eﬂover a~ -~
pertod of eight years (or the time to retirement i'f T
less than ewght yemrs) from the date of the loan .
except that repayment is rQQuirod in full on termin-
ation of the 1nd1v1dua1‘s appointment at the Insti-
tute. Payment is made by payroll deduction. Awpli-
cations are made in writing to the ®enefits Officer

of

stating the amount requésted. the name of the child

or children to whose education it will relate, the

undergraduate or graduate 1n$t1tut10ﬁ,wh1ch they are

attending, and the academic term or terms for which

the loan is needed. % '
. ‘ A
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- 2.86 ‘TUITION ASSISTANCE SR , .
. f J. . » LS ° - A
* - The Tuition Assisoance ﬁlan supports those employed

at the Institute in approved work-related or caveer-
© nrelated*stidy. Its purpose.is to help «the individual
develop increased.compétence in his or her field or.
in a proposed and approved d1fferent field in which

<

M. I T. has rea115t1c career opportun1t1es Before
,beg]nn1ng a caneer related study program, a person
-r ' must be emp]oyed at M.I.T. six full months. ‘The
. Plan is open to all ‘persons, including members of
the facu]ty‘and the academic, research, and adminis-
. ~ trative staffs, who are emp1oyed on a permanent
basis (04 by appointment for at least one year)—and
workiwd at ‘least 50 percent of a fu11 time schedule.
It provides reimbursement upon the successfu] com-
% u p1et10n of study: for non-M.I. Taxcourses. ’ )
' 100 percent of tuition and certa1n fees up to a
max1mum of $625 in a calendar year; or for M [.T.
coursbs. 75 percent of the cost of one subJect a .
semester, with no dollar maximum. Re1mbursements
are prorated for part time personnel. Deta11ed‘
information on the Plan-.and app11cat1ons may be
. obtained from the Office of Personnel Development.

L] N v

2.87 __ LEAVES OF ABSENCE

=

2.87.1 SABBATICAL LEAUES FOR THE FACULTY
The purpose of the Sabbatical Leave Program is to
make it possible for members of the faculty to take

;' time off from normal academic duties for scholarly
o L R
. 83 '
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research and study. The Institute's Plan 1s based
on the norma] expectatlon of a one-half year leave
at full salary, or a full year Teave at ha]fesa1ary,
following Six yeérs of full-time service. The full
exercise of this policy is 11m1ted by the respon51-

'b111ty of the départments to meet their ob11gat1ons

and the financial resources that can be made avail-

able. VYears in which faculty members are on leave'

(other than®abbatical leave) are not counted in the

.six"years.. Faculty members must apb1y to their

department heads a(reasonab1e time in tadvance (norm-
ally one year) and describe their proposa1s for the
use of the sabbatical. In considering whether the
request for sabbatical leave can be recommended to
the dean, department heads must take into consider-
ation the commitments for teaching anhd research 'in
their departments. The final allgcation ‘of sabbati-
cals is made by_the Academ1c_Counc11. Award§ for

~

“each* applicant are on a no-loss,, no-gain basis up to

the maximum payment by M.I.T. of half the academic

year's salary. The objectives of the sabbatical can
often be met by other leaves or by full-time employ-
ment .on a grant or contrqct to the Institute.

. ’
L] -

ERIC

Aruitoxt provided by Eic:

v )
OTHER LEAVES ' P ‘P
A A -
When justified by special circumstances and approved
by the department head and dean, faculty members may
be granted leaves of absence without salary; such
leaves are of two typdé: professional cand personal.
This distinction is made in datermining years of
service for'tenure purposes. The period of the

*84 C : '



— &
leave must be specif{ed and shall not exceed one
academic year. Extension of such leave beyond an
academlc year requires approval of the Provost.-
Leaves of absence to faculty members predicated on
- ’the child-rearing resp, sibﬁ]itifs‘of the .individual |

I~

“are considered personal leave. R

Leaves of abhsence may also bé-granted to staff
members other than memberé of the faculty with the
approva1 of the department head apd v1ce pres1dent
. -ar dean and the Vice President for Adm1n1strat1on
“and Personnel. Quch leaves of absence may not
exteed one year:’but may be renewed. They Qou1d
norma11y be granted for educational or public service
reaSOns and because the Institute wishes, to maintain
an association with, the individual. The granting of
- Teave ‘does not imply an assurance of reemployment
v ‘upon the termination of the leave unless the letter
) granting the leave exXpressly makes that commmitment.

. . . a
. - . -

Coverage of Institute benefit plans may be continued L
during leave of absence, depending upon the purpose )
and’ circumstances of the leave and the needs of the
individual. Requests for continuation of coverage
should be approved by the department head and arrange--‘

ments made through the Benefits Officer. : ‘v

Aruitoxt provided by Eic: . T e f -




2.88 -

TRAVEL AT INSTITUTE EXPENSE ] !

2°88.1"

2.88.2,

’

TRAVEL TO PROFESSIONAL SOCIETY MEETINGS ‘<‘

' To afford the members of the faculty the opportunity

to contribute to and participate in meetings of "’
ﬁationé] professional societies, within fhe limits '

of. its travel budget and provided authorization is -
obtained in advance from the head of the department v
and the Vice President for Administration and
-Personnel, the Institute will pay the necessary .~ . - R 2"
transportation expenses of faculty members who’ - -

present papers at meetings of nat1onat or ]nter- T

national professional societ1e@ - Thqs provis1on

also applies to faculty members who atggnd important
committee meetings.of such "societies. Reimbursement

of transportation gfpenses for meetings held outside

the ygftadf@tates will be Timited to the equivalent
of.the cost of economy round trip transcontinental -~
transportation within the United States. Only in
exceptionaT circumstances can the Institute pay for te

‘more than one such trip for an individual during an

academic year, regargdless of whether th2 privilege

was exercised in a previous year. Forms for obta'in-
ing the necessary approval are available within the
department. \

TRAVEL ON INSTITUTE BUSINESS

ERIC

Aruitoxt provided by Eic:

A member of- the faculty, or staff who must travel in
order to conduct Institute business will be fully
reimbuqud for all reasonable and necessary expenses
ihcurred in connection with such travel. Author-

ization for such trave1.1s the responsibility of tbe -

'
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& travel ©

with a s onsored program or involves the usg of
restricted funds, such authorization must be tonsis-
tent with\any applicable restrictions. v
' Those who ravel in order to conduct Institut
business are provided travel accident insurance
coverage in the amount of $100,000. ' ,

\

2.88.3 TRAVEL EXPENSE REIMBURSEMENT

Detailed policies concerning reimbursement of t avel
.exbenses 1ncurred71n the performance of Institute
business are contained in the comp11at10n. "Traviel
Expense Policies," available from the Comptrolldt’
Accounting Office. Special forms available from|the
Accounting Office should be used, in reporting exgdén-
Cooe . ses for reimﬁmrsemenér » J

2.88.4 TRAVEL ARRANGEMENTS AND INFORMATION

tf : . .
Information concerning use of the Institute's trayel

agencies, ¢ edit-card;. travel insurance, authoriga-

) tion for tiftkets, and submission of vouchers is a so
. contained in "Travel Expense Policies.”
, .
N
+ L] :
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SPECIAL RELATIONSHIPS ANO RESPONSIBILITIES —

3.00

3.10

EQUAL_QPPORTUNITY POLICY .

- - ' ~ ¢

) | ‘

RESPONSIBILITIES TOWARO_STUQENTS ANONEMPLOYEES

M.1.T. is committed to continuing attention .te the
structure of oﬂportunity afforded those who Spénd
time here--opportunity for individual sptisf&étion
and séTf-fu4f111mént. opportunity for employment and
subsequent advancement. All who study here and work

here stand to benefit from greater attention to “

.these basic human-needs. Persons employed at th

Institute require ready access to opportunities foq
advancement, asvwe1ﬁ as greater attention to their
needs for personal and career development. Those

~who study here deserve an education which enriches

e essentinl lifelong pfoce{s of growth and educa-
tional self-renewal and places a premium on self-
sufficienc}rand tnte11ectua1 independence, : '

&

[ g

The lnStitute‘§hrough its Affirmative Action ‘Progradl
seeks to expand its efforts to guarantee equality of
6pbortun1ty in employment and in education and to
reduce underrepresentation and underutilization of
minorities and women at M.1.T. For all categories
of. employment, the Institute's objectives aré-to
achieve a representation of .women and minorities

88 B . -
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 that is at least in proportion to their current
'avai]ability and to -provide new opportunities for

‘ . career development which both stimuléte and respond
to their ¢hanging interest and aspirationé. Simi-~
lardy, for all of the educational programs, the
lnstitute's‘objecxives are both to achieve represent-
atipns of minorities and women in the student body
which refl;mt their curreng availability -and inter-
ests and to encoyraqe .larger Proportions of these
yrovups tu seek careers for which the Institute's
eductional resources are desfaned to prepare theém. '
The Institute's Affirmative Action Plan should be
reviewed for further understanding gf the responsi-
bilitigs assianed and the procedures developed to
carry out the Institute's eqdal opportunity policy.
I'n particular, notice should be‘ﬁe}en of the require-
ment that evidence of a broad search for candidates,
including women and minority candidates, must be
presented to the Academi¢ Council prior, to an offer
of appointment for a faculty, instructor, administra-
tive, library, or sponsored research staff position.

3.20. % SPECIAL EMPLOYMENT POLICIES

N

3,21 - PESPONSIBILITIES OF SUPERVISORS

P

& Many persons at M. 1.7. have, as supervisors, respon-

//sibility for orqanizing and dfrecting the work of
others. These ‘responsibilities fall as well on
those not clearly desiqgnated as supervisors. While
89 ’

e
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the daily responsibilities.of academic staff members
are primarily their professional and Scholarly
v Activities of research and teaching, many among
them, especially the faculty, are also supervisors
guiding the work of others, including Sponsored
Research Staff members, Research Associates. 'Secre- !
% taries, and Technical Assistants. The‘responsibi]i-
ties of 5upervision/1nc1ude understnndfng and admin-
«fstering Instituteé policies governing relations with ‘
its employees, gtving recognitidn for work well done
awﬂ-fdentifying less than satisfactory perforsmance, ) =
being concerned with the development and realization .
of the capabilities of those under their supervision.
and fn other ways seeking to increasethe satisfac-
. tiors of the work and the working envirgonment.
Supervisors should seek to be senﬁitive to the
. feelings. and attitudes of those they supervise and -
. reach for a.mutual understanding of ‘the tasks, terms
"and conditions of work. At the same time, they have
the ob]igaiion to set high stan&ards of performande.
to require matchinq achievement, and to terminate . @
those who are unable or unwilling to meet the expec- ° T
ted standards. Supervisors may not require employees
to work sn their personal or non-professional affairs,
‘nor ma? employees be required to perforp personal
) §erv1ces except where inherent in the nature of the
position and defined in the position descrtptjon.

. “-\ .
. l
¢ 3.22 __ POLICY ON_EMPLOYMENWT OF MEMBERS OF TRE SAME FAMILY .
The In{tjtute's policy to base‘09901ntments and

promotions.on qualifications and performance. “In

90 ',. 104 4 )
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keaping with this policy, members of the same famitly,
tncluding husband and wife, are eligible forsemploy-
ment as faculty or staff members or in positions

-

within other job.ca{edbries. Where members of the L
same family are recommended to work for the same
the arrangement shall be approved in

However, fn the above

“supervisor,
advance by the Chancellor,

situations, 8 supervisor-employee relationship shall ¥ .
not prevail at the time of employment or thereafter, B
nor shall one member of the family relationship

assume for the other the role of adVocate“o;'Judge .
with respect to conditions of employment, salary, or

promotionf -

It should be clear that the réasons underlying such
‘a restriction on employment, defined as applying to
-members of the same fami]y.bshouid apply with equal
- validity to those whose living arranqements approxi-

mate to family relationships.

.
o + ¢ ‘

While qenera] responsibility for assuring addherence .
to these poligies must rest-with those responsible

for appointments and assignments and prin?“pa]]y
acddemic and administrative department’ heads. labora-
fory and center directors. a particular responsibil-
ity far sensitivity to the potentia] conflicts falls ,
on those whose family or personal’ relation§h1ps mdy .

qgive rigse to them,. )
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f .
GRIEVANCE PROCEDURE

Any person employed* &t M.I.T. who believes ;hat lhe"
Institute's stated policy of non-discrimination has
been yiolated or that he or she has been treated
unjustly for any reasog should have access to a
clear means of seeking redress. Such persons should
‘be encouraged to communicate, either in writing or
in person, with the Special Assistant for- Minority
Affairs or -the Special Assistany for Women and Work.
Efther will fnitiate an fnquiry into all the facts
relevant to the complaint and will attempt’ to resolve
the matter to the satisfaction of both the aggrieved
individual and the person or organization against .
which the complaint has been brought, recommending a
final decision in each instance to the Chancellor.
? -
\ This process will be heV¥d confidential to the extg{t
" that the aqdrieved'persan wishes ft. ltlis hoped in

most instances that any person who feels aggrieved *

will\'have sought to résolve his or her complaint Y

with the appropriate persons within the: department,

including the department head, and, in the case of

other than academic staff, with the assistance of

the appropriate Personnel Officer before bringing

the complaint to the attention of -the Special M g5 -

tant for Minority Affairs or the Special Assistant
» for Women and Work.S

*This procedure i not intended to apply to employ-
ees who are represented by a labor unfon. Collective
barqgaining agreements applying to these employees
incliude-qrievance and arbitration procedures and
equal opportunity provisions.

v
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3.24 ., _  MATERNITY AND PARENTAL LEAVE POLICY

»

3.24.1
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The Instftute's policy is to treat preghancy and{
childbirth as any other temp%’er disability under
its, 1eave and benefits progrdm. It is our policy
also to afford Opportqnity for parental leave without
pay both to male and fémale employees. These two
qo]icies described K§10w apply regardless of marfitel
status. )
-
MATERMITY LEAVE

.o .
Disability'arisinq f;%m'preqnan y and childbirth,
miscarriage, or abortien'willf{: treated, for an
individual who has had ome or"more years‘of continu-
ous service, as a temporary disability under M,!.T,
sick leave policy. However,

a. A person who chooses not to work after *the
period of disabtlity surrounding the birth -of a
child will have authorized lgav! without pay for th
time remaining in the total period qranted under the
polity of Parental Leave, Section 3.24.2. ‘

b. Sick leave sdlary payments for disabilities
arising from childbirth are conditional on return to
work. The Institute will take measures to collect
the amaunt should the individual choose not to
rqturq'}o work:

PARENTAL LEAVE WITHOUT PAY

Reqular full-time or part-time (507 or more of
nbrmal work week) persons (male or female) who have

93 DA ) 7
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™y
completgd theirbprobationary per.iods of employment «

the birth of each of their ch118ren. subjeft to the
conditions below: NG
. . [
a. /egu1ar Leave: A leave without pyy of up to
eight weeks wild be granted’ prou1de_ the individual .\
gives reasonable notice (normally four weeks) and
indicates intention tos.return to/work. The indivi-
duaf’ S jqb. or a job of equiva)ent classification
’and pay. will be.restored by Ahe departmen} or
‘ laboratory at the completiofi of the leave unless the
position_has been glimingfed by reduction in forcé
o™operational change der circumstances applying
'. equally to other simjlar ijs in the department, If
r the former post}io- has been so affected, efforts ]
- will be made to ‘ind otQ_[ su1t&51e-emp1oyment.
. first in the d partment concerned and, secondly,
"' within the Inftitute as a whole. - °

b. A1l ¢ efits may be kept in force, at the option
of the y d1v1dua1 provided arrangement is made in
advance/for the normal ¥enefit deductions. Health
insuryhce benefits must be képt in iorce during this

perigd or specifically waived in writing.
- & . a '

a . .

The following policies and pgocedures app1y whenever
it becomes necessary to terminate one or “more employ-
ees because of reduced fundinq. qhanges in the

¢
-,
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3.25.1

N

nature and scope of the work, or for other opera-.

. tienal reasops. -

in"this section are.those factors which -
influence the determinatﬁon of employees to be iaid »
off, as well as the content of the 1etter 0{‘n0%1f1-
cat1on, the 1gngth of the not1ce7per1od method of
fundlng the notice period to a long-service" emp}oyee,
and the' persons who should be consu1ted in the
process * : .

Covered

-

k3

.

-
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~as to.be as fair as p0551b1e to . the individuals
concerned while’ serv1ng as We]1 the Inst1tute s need

. . \ - .~
, ST o e
‘ e . B Y ’ N

DECISION. CRITERIA

L I v,

In making the decision on a bayoff, where the choice
Cis not c1ear1y d1ctated by the- work to be e11m1nated

and range of iskills of those engaged in 1tr depart-
ment head$s shou1d carefu]1y conSIder three 1mportant'

factors: 1nd1v1dua1 performance, the 1ength of

-
employee service, and- the status and goals of affirm-
A n :

ative action-in the department. No one of these
cons1derat1ons automat1ca11y outwe1ghs the -other,

_They ‘must each be judged and ba1anced in such a way

for an effect1ve staff.- T T

".“l . . . A L -
While seniority. s*not an overriding factor in
personn@] adm1n1strat1on at M, 1.T.
at the Institute must be an, 4mportant con51qerat1on

in"determining individuals to be laid off. Ldng

_*The }a&o/?”ﬁrov151ons of collective barga1n1ng
agreements will take precedence whengver they are in
conflict with theaprov1s1ons of this sectlon

r o
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, length of serv1ce'

*




serv1ce testifies to loyalty and commltment and :
implies a record of respon51b1e performance At the
same. time, outstand1n%&work also must be recognized
\\\ in layoff decisions. Superior performpnce on the '
“ part of an- 1nd1v1dua1 BNith less service may ltead, on.
'ba1;nce, to a dec151on to retain the more Jun1or
person. S1m11ar1y, our comm1tment to the employment - .
. and advancement of women and members of minority '
groups must_play a part in the 1ayo f dec151on,
Underreprgsentat1on of minorities. #nd -women w1th1n
. . . the department should te an 1nf1u ntial factor in .
the dec1s1on

.

+ The final choice in each instance will derive from
the interplay of these criteria, and each should be"
considered and'weighed. It is important to remember - - !
that layoff notices carry the presumption that the o
individuals receiving them are vaTuable contributing
members. of the community who must be released, only o
because insufficient work and/or funds exist.to
. continue their emp1oyment As valuatle emp1oyees,

: they will be given preference in placement . and re-
A =memp]oyment. It shou1d,be clear that}]ayoff js not a
' metho® of terminating employees who have not
‘performed in an acceptable manngr. The regular

) . o .
Institute policy for warning and discharge for cause
“Should be followed in such cases. | ‘r]
o+ . *

v -

3.25.2 60NSUQ}%TION WITH PERSONNEL OFFiCERS
T . > T

v @ . .
In all these actions, department heads are urged to’
> . .
consult with their Personnel Officers for assistasce
_ in assuring that all Institute policies and

7 i - N |

. 1:4 - .
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\

procedures pertdining to 1ayoff are fully understoog
and app11ed ’

,

. . ,
In the case where a qepartment head proposes.to
issue a 1ayoff notice to a m1nor1ty emp1oyee, to a-
woman with exempt or staff status, or to an 1nd1v1-
dual with ten or more years of. continuous serv1ce, '
the department head shou1d-}orward to the Personnd]
Officer a statement descr1b1ng the situation and
giving the basis for the decision to lay off this
particular person. After rev1ew1ng the case, the'
Personnel: 0ff1cer may urge the department head to
d1scuss the act1oo with the appropr1ate dean or wvice
president or the Provost before ma&]ng a final
decision,

.

LETTER OF NOTIFICATION

When the Tayoff decisions have been made; eaeh
indeidua] affected shouldsreceive immediately a

- formal, written letter of potice. The letter should
inform the individual of the reason for the layoff:
and the length of the notice period. It should be
made clear that the is expected to carry
out h1s or her usual responsibilities during the'

'individua1

notice period but that a reasonab]e amount of ‘time "
will be allowed to seek another pbsition at M.[.T.

.The,letteﬁ of notice should also

sucgest that the individual contact hisior her

or elsewhere.

Personnel Officer, for assistance in’ seeking another
position at the Institute. It should be noted that

if a comparable pos1t10n at M 1.T. is offered and

.the notice period wil? end, and the employee

\

refused,

will terminate.

@
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;givenlto’the individual, together with such ihtorma- oy,

. *
A@opy of the letter of notification should be
forwarded to the Persqnnel Officer at the time it is’

tion about the individual's lepgth of service,

-skills, and experience as may be he]pfﬁ1 in deter--
" mining qualifications for existing vacanctes. o=

’
- 4

PERXOD OF NOTICE - C

O

“ERIC

P e

r

The period of notice is not severance pay but a

_ period duripg which the” individual is continued i
“an emp]oyee ‘status at regular salary until the end
-,0f the notice per1od or until the individual ‘s

emp]oyed 1sewhere, whichever comes earlier. The
provisions of this policy governing the period of
potice do not apply. to cases of discharge for cause,
voluntary resignation, or the ekpin@tion of appoint-
ments having’speciTic stated termination dates.
Notice to laid off employees will be given in accor-
dance with the following schedules: A ‘ ot

~

Staff and Exeﬁg_* .

0 to 1 year. ' 2 months**

. 1 to 5 yeafFs 3 months K

*Sponsored qesearch staff, administrative staff,
academic -administrative staff library staff, the
exempt staff, and Technical Ass1stants and Techn1ca1
Irstructors h01d1ng academic’ appo1ntments : -

**This schedule for persons with less than one year
of service applies to staff or exempt appointed on
or after duly 1, 1975. Others W1L£}rece1ve 3 months
notice. Superv1sors of staff or_ e®Wpt personnel
who have questions regarding the schedule should
contact their Personnel Officers.

98
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JBiweekly -

0 to.5 ydars ‘ - 2 months : ) '

3 mqnths plus -1 additional
‘'week for each year of
service (or any major
portion thereof) over 5

. years, '

2

- »
5 years and ove " 2 months plus 1 additional
' . week for each year of
} : service (or any major
- portion thereof) over 5
years. '

»

3.25.5°

3.26

FUNDING OF NOTICE TO LONG-SERVICE_PERSONNEL ~

R [ 4 ‘) .
When th m1n1mum notice per1od for service in excess
of .five/ years.cannot be‘supported by thg funds

avai]ab1e in a contract or grant, the salary costs

}for the additional notice-may “be absorbed by funds

admin1stered centra11y through arrangement with the
Director of Personne1 Services

TUBERCULOSIS EXAMINATIONS

ERIC

DA v 17t Provided by R

A11 faculty and staff appoiniments and ‘reappointments
are contingeng-upon meeting the requirements of the
following sfate laws, where app]icab]e

- - . .

" "No person known to be suffering from tuberculosis

in a communicable form, or having evidence or sympsr
toms thereof, shall be employed or continued in

émployment at any school in. the Commonwealth, includ-~ -

ng any college or university, %n§ capacity which
might bring him into direct contac with any student
at such school. Immediately prior to his entering
inté any such employment, and at least every three

- N

99

an




' N

- . . r

years during the course of his employment therdafter,
N each person whose duties bring him 1nto such direct
contact, shall file . . . a report, made by a regis-
* tered physician, relative to his freedom from tuber-
culogis in a communicable form . . . Such report
shall be accompanied by an X-ray of such person’s
chest*. . . or.by the cesults of an intradermal -
tuberculin test . . . and by .the results of such
other laboratory tests and.clinical 'examinations as
may be essential to a diagnosis of tubefculosis in a
communicable form." (General Laws of the Common-
wealth of Massachusetts, Amended by Chapter 378,
Acts of 1964, Chapter 71, Section 55b)

fhe tuberculin test and/or chest X-ray are provided
vt : free by the Medical Department. MNew faculty and
staff members and emp1oyees shou1d¢ﬂ¢$ort to the

- ’ ‘Medical Department upon arrival at M.ILT. Indivi- 4 .
duals will be notified by the Medica1 Department
B . ) every three yeafs to report for re-examination to
v ) present evidence of freedom from communicable
R tuberculosis. ) , . R
» ) Y. .

-~

3.30__ QﬁELATIONS WITH STUDENTS

o
.

This section covers policies and procedures that
have a special betr1ng on facllty=student relations.
The General Catalogue and the éraduate School Manual
constitute source material defining the academic

program. ~
t

100 . . : 4
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3.31 ADVISING AND COUNSELTNG - °

-

An essential obligation of/the academic staff is to
counsel students not only 1“ re]ation to their

. academic“program but also cohcerning their profes-~
siona1_staﬁdards and generg1 welfare. Such a rela-
tionship between teacher and-student st1mu1ates
student interest and response and is an 1ntegra1
part of the educational process. ‘In this sense, all
mémbers of the faculty become advisers.and counselors
to each of their students. However, to givé a
certain degree of formal.structure to ihis counseling
and to provide a means by which }egiétration'proced-
ures may be carried out, each’gtudept is aséigned to
an adviser who participates in one or more -of the '
formal advisory programs. Each of the programs
publishes a guide for its advisers and .the Committee™®
on Academic. Performance publishes general guidelines
“and information for all undergraduates and advisers.

.
.

. * 3
* 'Each first-year studentlié‘ﬁssigned to a Preshman
Adviser, who is a member of the Freshmén Advisory
€ouncil. Although other members of the M. I.T.
. ’ COmmﬁnity also *sgrve as <Freshman Advisers, members
of the academic staff especially interested in
1nteract1ng with foreshmen are particu1ar1y encouraged
to volunteer for this program, which is coordinated
by the Freshman Advisory Counc11 Office.

Each second-year studént who has not yet formally
designated a department is assigned to an Undgs?g-
nated Sophomore Adviser, who may also have been the
student's Freshman Adviser. Similar in compésition\
to the Freshman Advisory Council and coordinated by

“ e .:101 *
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a staff member in the.Dean for Student Affairs
‘Office, the group of volunteers Serving as Undesig-
nated Sophomore Advisers consists of individuals

partic@larly sensitive to the issues related to
choosing a major which are somewhat more unique to
this group of students. Interested members of thy
academic staff are also barticg1ar1§ encouraged to
volunteer for this program, '

. PEEREEE
A1l other second, thi;d and fburth-year_students arg
assigned Facu1ty'Counse1ors.in thein respective
academic departments Each department 1s responsible
for establishing its own advisory structure, ang;
Systems vary amang the departments
. Graduate students are assigned to a Graduate Regis-
_tretion Officer and, in addition, have Research
Advisers. 8ecause a cloge relatjonship develops
between gradua®e students and their Research Advisers,
this faculty member assumes an important réle in
both personal counseling and academic ad¥ising.

‘
-

Fn carrying out their responsibilities, edvisers and
counselors can obtain specialized assistance from
the following offices, or they may refer the student
directly: :

Career ﬁounse11ng . : Career Plaaning and °
P1aceme?§ Office

Employment: Undergraduate * Student Employment

.. Office
Employment: Graduate Academic Department
. - Research Centers RN
‘ ' 1)
Fellowships; Traineeships Graduate School Office

102 116 .




Financial Aid

Foreign Students
&

Foreign Study -

Hea]ih Matters

Housing

Legal Questions

Loans: - Undergraduate

and Graduate

Pre- Educa}iog. Pre-Law,
Pre-Medicine Program
' Advice ¢ -

VRQ11g\£ii\Concerps' -

Scholarships: Undergraduate

Special Problems of a
Personal or Acadefic

a

Student Financial Aid
Office —~

Foreign Studengs‘
Adviser .

Fbreign Study effice
Medica1 Department

.Dean for Student

Affairs - °
Community Housing
Office

Dean for Student

Affairs -

Student ‘Financial Aid
* 0ffice

Prepr;}essfona1
Advising and
Education Offige

M.I.T. Religious
Counse1ors .

Student Financial Aid
Office

&

“Counseling Deans,

Dean- for Student

Nature . Affairs Office

PARTICIPATION IN STUDENT ACTIVITIES
4 .

Student involvement in student activities is an
integral part of the total college educational
experience. Such activities provide learning oppor-
tunitfes not normally found in the classroom,

+ enr{éh and broaden the individual, and, perhaps most
importantly, allow a student to enjoy a change

1i%7
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‘

of pace and find enJoymenf'in the deve]o;ment of

personé1 interests not strié&1y academic. '
Faculty members are encouraged to'assoc}ate with

' students in nbﬂgﬁcademgc activities in order to

. - ,share with students their kn6w1edge and breadth of h

s ' Experiencq'and begause,tﬂey can, working along witb.

?tugents.‘cqﬂvey to,thg@%}he Mities and attitudes

that are necessary for Tea®ership.

<

»

3.33 HNDERGREDUATE‘RESEARCH OPPORTUNITIES PROGRAM.-(UROP)

w

The Institute and jts faculiy recognize that oppo;-
'tunit;Rs_for collaboratioh  between undergraduates
' and faculty i professiqya1 and schq1ar1y research, o
— "+ afffa unique and valuable feature of the M.I.T.
uqhergradupte educational experience and that such
A . \£o11abor9tidn is théh of mstual benéfit to both
' faculty member and: student colleague. They believe
that such a&soeiatfon should be encodraged wherever .
. ' appropriate and pbssib e. There are several acadehic
- . programs‘gnd format§’wh1ch.;an serfve as cogvenient
veh#M®les for faculty/student collaboration. A few
examples aré 1.A.P., project laboratory, undergrad-
dﬁte thesis, fieldwork, special prob1em§. and under-
~ graduate research subjects. Undergraduate part1c1-‘
pation in research may aﬁso offer an important
alternative d#cademic means for, effective advising

and counseling of students.

In a collaboration, the faculty member should be
involved,from early stages.of the congeptualjzation

108
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.co11abora

of 't e student's agtivity, 1t¢is expeoted that the
facu1ty member w111 guide the ;tudent in des1gn1ng d
req]isttc program pf substant{h1 intellectual .effort,
will supbrvise the 'student's progress in that program,
and will evaluate ithe progress and success of the
adtivity from timq to time during the program.
Norma1qy. the facw1ty member's own professional
interedts and expertise will be in the area of. the
studenf‘s activity. ’

The Undnrgraduate Research Opportunities Program
represents .a significant commitment by the Institute
to the su org of such professional and research-
giow between facu]ty and undergraduates.
The UROP Offiée and 115 staff maintain a-high level °
of creativet f1ex1b111ty and a large bank of resources
for respondimg to the needs of faculty and undergrad-
uate reSearcb partdcipants

.

RS

CONDUCT,AND DISCIPLINE,

,.M I.T. assumes that all students come to the Insti-
’tute for a serious purpose and expects them to be

respoﬂ51b1e indiy{duals who demand of themselves
high standards of honesty and personal conduct.
Disappointments 1ﬁ this expectation have -been rare. -
Therefore, it 1£ M.I.T.'s policy to have as few
rules and regulations as are consistent with effi-

tcient'administrajion and general welfare.

(4

Fundamenta] to the principle of independent learning
and profession;} growth is the requirement df honesty
\

105 - ’ .




S .

and integrity 'in the performance of academic assinn-
ments, both in the classroom and outside, and in.the
coriduct of personal life. Accordingly, M.I.T. holds
its students to the higbest of intellectual integrity.
Thus. the attempt of any student to present as his

- or-her own any work wh¥ch he or she has not performed
or to gAss any examinqtions by improper means is
~regarded by, the faculty as a most serious offense -
and renders the offender liable to immediate exp
sion. The aiding and abetting of a studeht 1

. dishonesty 1s a1so held\3s a grave breach of conduct.

It is'the responsibi]ity of the instructors in each
class to see that order is maihtqined. and they are
authorized to exclude any stude t from class for
sufficient cause. Such ®xclusjon should be reDorted
to-the Office of the Dean for Student-AfPfairs.

M.1.T.” has trad1t10nb11y p1aced conside?ab]e respon-
sib111ty on undergraduate governing groups to deal
with problems in the student community. ™Nearly all.
Institute houses and 1ndependent residences have
judicial procedures, organizat1ons. or designated
persons who deal with disputes and violations of
rules and regulations that occur in their Tiving
groups. The Dormitory Council may handle inter-
house complaints and act as an appellate body on
matters that have been heard by House-Judiciary
Committees The Faculty Committee on Discipline is
composed of eight faculty members, five students.
and the Dean for Student Affairs (ex officio) This
Committee handles allegations of academic offenses,
violations of Institute ru1es. and instances of
unethical conduct which, do not fa]] within the .

106 : 1“0
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purviFw of house judiciai pr%cedUres. when these
allegations are made against the student.by d member
of the M.I,T. eommunity. The Faculty Committee on
Discig}ine may also hear appeals of gases heard

The Facuity'Committee on Discipline may
or reco mend to the Presinent £9rma1 discipiin-
sanctions al ainst students. ‘'sbch as probatioﬁ

requlre¢ ithdrawai These formal actions are
noted upon the-stuqent s*&ranscript. : }

The Graduate Student Councj:\does Jot have a formdﬂ
student judiciary system. However, theregare grad-
uate student members of the Facuity Committee on
Disciplineg and* Institute hoises primarily for
graduate dents may have procedures for infractions
ochurringgtﬁ their buiidings Infractioné committed
by graduaté students withhin the PBnstitute community
whidh call for discipkﬂnary consideration may be
handled by the student‘s“graduate registration .
officer, the Vice President and Dean of the Graduate
School, or t&& Dean far Student Affgirs. More :
serious cases may be considered by'the Faculty . 4

Committee on Discipline.

Off-campus misconduct will not be the basis far

. dtsciplinary action unless it is peemed by the

lnstitute a clear and present danfer to the functions
of the Institute., The Institute determines its

. jurisdiction under this policy for each case.

Student status in no sense renders a student immune
from the jurisdiction of civil courts and other
civil authorities according to the_law of the land.

.
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»group . However, decisiOns by the Faculty Committee

/. - l [
If a student's infraction involves him or her both
in Institute judicial proceedings and in court o,
proceedings. and 1f an Imstitute decision might
prejudice his or her court-case, the Institute wiii
ysually hold its decision in abeyance until after
the court.proceedings have reached a conclusive - .
point. Vo ) 4 L. - - °

M ’

- .
A11 hearings, whether by stﬂdent judicial groups or

by the Faculty Committee on Oiﬁcipiine._are conducteda

" only after a thorough investigat#on has been made .

into the nature pf the violation and qnto the facts
relevant to’i;, In every case, the studenb wiii

have an opporturnity to be heard by the diciai aa
group considering the case. The studeé% afs ﬁas~

the rjghf\fo appeal &ﬁdecikion to a higher Judicial

on Oiscipline are final. .
. <4‘ . ve( .

The Faculty Committee on Oiscipiine adheres strictiy .

to the principle that acaions resulting from disci- .

piinary considerations must’ ‘not include altering

academic grades ‘or academic standing, nor may “social

probations” be imposed. / - Ce

Among the actions that“&hp Faculty Committee On

Discipline can take as a nesuit of a-disciplinary

review are admonition, discip]inary probation, and

recommendation to the President that a student be

dismissed “for disciplinary reasons. Upon disci-

plinasy probation, a note "piaced upon formal discf'-

plinary probation® is, entered in the student H

permanent record,
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’ those who participate in.them, students, faquty,
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PRIVACY GF STUDENT RECORDS. ' ‘

. oo /'

The Institute récognizes~that specific items of *’
1nformation about' imdividual students must be recor-\
ded and/neld on file to fac111tate the educat1ona1
process Such -information is necessary in support
of educat1ona1 programs and serves the Interest of

and . staff. The Instltute is respons1b1e for protec-
ting the privacy rights of all 1nd1v1duals concerning
whem 1t ho]ds information, records,'and‘files
Informat1on concerning students must be co]]ected

"retainefl, and used- for c1ear1y def1ned purposes,

»

must be safeguarded and contro]]ed to avoid vipla-
tions of persona] privacy, and must be appropriately

’.dlsposed of when ‘the Just1f1cat1on for fTts co]]ect1on-

and retention no longer exists,

Certain academigc records -at the Institute 'are
retained permandgtly ﬁj the Office of the Registrar.
The Indtitute is also nbiigea)npder certain state
and Federal laws*and regulations to Tetain for '
specific periods cersain admissions, employment,
student'financial aid, medical, and accounting-

“records.’. With.the except1on of 1nformat1on and
-records in these categor1es, personsArespons1b1e for

the maintenance and contro] of 1nformatlpn may

- dispose of that information ‘when it has served its *

intended purpose.

The Fam11y Educatlonal Rights and Pr1vacy @ct of

1973 gives students certain r1ghts, c0ns1stent with
the privacy of others, to rgy1ew records, files, - |
and data held about them.on an official basis by the’

2
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Institute; and also gives students a right to chal-"
lenge the content of those records, files'and‘data
which. they believe are inaccurate, misleading, or

" otherwise in violation of their privacy and other . * *

rights. This act also imposes certain controls on
access to information about students.

- > ’
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OF RECORDS AND CHALLENGES TO RECORD CONTENT

] . . .
Subject' to the statements made below, all information

held in the official files-and:records of the Insti-
tute that are identified with an individual .student .

“or former student will be available fgr review at

the written request of that individual. Such,
requests, as well as challenges to the content of
f%]es, records, and data, should be made in writing
at tHe Offices of the Dehn‘for‘étudent Affairs and
the Vice President and Dean of the Graduate School.
Individuals may directly request a review or~ghal-
lenge ‘the content of the-official records ab;§%§
which ¥re maintained by the Offices of the Registrar,
Student Accounts, Student Loans, Medical Department,
Psychiatrit Senyide, and Sosﬁq1 Service.

=T - .
Information about students assembled prior to Novem-
ber 19, 1974, under promises of confidentiality,

BHem

explicit or implicit, should not be made available

.

for review by the concerned students yfthout the
written consent of the author. Infqrmati&n about

'students that has been aécep£ed by M.I1.T. after
- November 19, 1974, for official use may be made

available tgciféjcbncérqed individual for review,
' ' . |
except for partidu1a¢31etters of recommendation for ]

.

.ﬁ» T
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“which the student has prev10us]y waived his or heg- o
right to review. i

3.35.2 RELEASE OF INFORMATION ABCUT STUDENTS. . - - o ..
' . , - AT
.Persons within the Institute?who h;ve_legitémate
) : educational interests in certain students' records ST
- (e.g.; faculty counselors in academic érecords of
( their advisees) may thave acdcess to information
contained in these records without the students"
pFior consént: Information may be released to these
persons without written request. and without the
students being informed that°such information has
.been released. ‘Q recsrd'of acces$ must be made,
. however, of the individuals who have had access to
8 the students' files, records and data.

Dates of atténdance, departmengal affiliations, .
degrees rTeceived, and certain informatdion provided - o
by the individual student to the Informat1on Center

for publication in the Student D1rectory may be

released to.inquirers without obtainind the consent

. of the individual student and without mqking a

. record of the 1nquiries; The Student Diréctory is

for authorized use only, and mailing lists of members S
of the Institute student body shoyld not be prgyided

to persons cutside of M.I.T. without the consent of

the Dean for Student Affairs or he V1ce President,

and Dean of the Graduate School. Y

ERIC 1Rs
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REQUESTS FOR INFORMATION FROM
PERSONS OUTSIDE THE INSTITUTE .

Except for persons within the Institute who have.
legitimate educatipha] interests in students’ records, -
all-individuals, organizations, of agencies, includ-
ing parents and employers, seeking information about
individual students at M.I.T. not covered in the

above section, must make written‘requests for the
information, These requests should adequately
identify the students and the information being‘
sought and should spec1fy the reasons for the
requests. Prior to comp1y1ng w1th these requests,
individuals and affices at M.I.T. should determine
‘whether or not the student's explicit written consent.

“1s required, If the student's explicit written

consent for release of the informgtion to the reques-
ter is not obta1ned. the request should be denied.

‘LETTERS OF RECOMMENDATION

.ERI

Aruitoxt provided by Eic:

The Institute be11eves that candid appraisa1s and
Eva1uat10ns of performance and potent1a1 are an

:' &ssential constituent of the educational process.
,.ugther. it believes that thgéprovision, with appro-

priate permission of such ormation to prospective
emp1oyers, to other educational institutions, or to
other legitimately concerned outside individuals or
agencies. will be in the interest of the concerned
student. - Members of the faculty and staff should

.use the following éuide]ines in writing letters.of

recommendation.

}
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Students' requests for 1etterSAof recommendation to
be written by members of the Institute faculty and
staff or to have other information about .them forwar-
ded to individuals, including parents and employers,
organizations, or governmental agencies,” etc.,

'shou1d be made iA writing. These yequests should

appropriate]y identify the student ‘the desired
recipient of the materials, and the specific purposes
for which it is to be used.\
Letters of recommendation and other documents- con-
taining personally identifiable information about a-
student or former student may be wriwten or prepared
by a member of the Inst1tute faculty or staff in
connection with a studept's application for admission
to a graduate or professional school or for transfer’
to another educational institution and may be forwar-
ded to such school or institution without prior
consent of the student. However, unless the student
has waived in writing his or her right to review the
letters, he or she must be notified of the transfer,
provided with a copy of the letter or document if he
or she desires, and granted an opportbnity for a
hearing to challenge the contents of the documents

-released.

Waivers of right to review letters of recommendation;
A student, former stu‘ent, or applicant:-for admission.
may voluntarily waive his or her right to review or .

‘receive copies of Jetters of recommendation or other

documents sent to M.I.T. or written by a. member of
the.M.I.T. faculty or staff.in connection with

admission to educational institutions, employment,
or consideration for an honor d\\fecognitibn. EE‘“
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- financial aid from! or receipt of any other servicés

R ) “‘
a waiver must be in writing and must include. adequate
identification of the concerned individual, the '

author of the letter, and the purpose for which the

letter is intended.' Such waivers must not be
required as a condition for admission to, receipt of

or benefits thom any agency or institution.

’ - ‘ 4 .
With the exception of the letters of recommendation .
and documents described in the two preceding para-
graphs, all letters of retoﬁ%endation, reports,
records, files, and data containing personally R
identifiablé information on students written about
an M.1.T. student by a member of the Institute
faculty or staff may be forwarded only with the
student's prior written consent.
) . ' \
A1l letters of recommendation, reports, etc., regard-
ing M.1.T. students that are released to persons or
organizations outside 6f M.1.T. must be released on
the condition that no other party will have'access
to them without the student's written consent. '
Language to this effect should be contained in the
written materials. )

.

. o
-
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PERSONAL FILES - 2

The personal files of members of the ;&;n4fy and
staff which concern students, including private
correspondence and notes -which refer to.students,

are not regarded as official gecords of the Institute

‘and are not per sk subject to review by students.

However, if the personal f11g;/are made available to
athers within the Institute for official use, or if

"

Y
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they are made available to parties outside M.I. T.,

then the concerned student may have a right to
review those personal f11es -5

:3.3526 RECORD MAINTENANCE AND INVENTORY

, Each Institute office which maintains records, files,
and data pertaining to students should a1so~maintuin
a record of the gerson% who have had access to the

. office's files, records, and data. ‘Each office
should periodica11y take inventory of its records,
files, and.data on students to insure that informa-

. tion about students and former students 1s being
retained only for the purposes for which 1t was
collected and is not being retained ﬁeyond reasonable
periods of ut111ty. Unless retention af the informa-
tion about students fis required, individuals and
offices may dispose of 1nformut10n on a systematic
basis (rather than on a caseapyrcase basis following
requests to review the 1nformu€10n)

Detailed copies of.the Institute's statement on
policies and procedures concerning access to student
records and governmenta1 laws and regulations may be
obtained from the Office of the Dean for Student
Affairs. QueStions concerning such matters may be "
directed to the Dean for Student Affairss Chairman
of the Committee on Privageg, or the Vice President ”
. for Administration and Personnel, the senior off?Eer
responsible for overseéing Institute operations with
respect to the protéction of individual privacy.

n

. - o N 4
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TUTORING FOR FEES BY: ACADEMIC STAFF_MEMBERS

Tutoring for fees by academic staff members Vs
always open'ta question since tuition payment eftit-
les a student to reasonable assistance from the
instructing staff without additional personal fees.
"It also interferes with the aim of the faculty to
éhcourage eVéry student tp feel free to consult
members of the staff to-a reasonable extent about
his or her work. For these reasons no. faculty
member or instructor may tutor for fees in any
subject.

General tutoring assistance is provided without

charge to any student by Tutors and Senior Tutors
who live in the residence houses and fraternities
and'who are appointed by the Institute. ‘ , . “\

The Institute recognizes the need, however, for
tutoring in depth under certain conditions. There-
fore, with the permission of their department heads, v
graduate students may tutor students who are referred

to the department for tutorial assistance by their .
Freshman Advisers, their Faculty Counselors, or the

Office of the Dean for Student Affairs. Graduate .
students who hold teaching assistantship% may not,

however, tutor in any subjects in which t\g{ﬁgive

classroom or laboratory instruction. ‘

DS -
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RELATJONS WITH THE COMMUNITY AND PUBLIC

In addition to its dinherent responsibility for

public service, the Institute has a special obliga-
tion to the local commun1ty, recognizing that the -
long-range welfare of thé community and the Institute,
are in Tayge measure 4nseparab1gf

Many activities, some rbsearth. some act1onf$r1enfed.
some community service, have been undertaken in

recent years in Cambridge and in Greater Boston by
students..facblty. and staff. There are also other
programs carried out by M.1.T. in its role as an
institutional citizen of this metrbp011tan area.

Many af fhese projects are substantial and several
involve collaborative action with other universities
and organizations in the Boston area.

The Institute's principal staff officer in regard to ,
these acftivities 1} the Special Ass1sté}t to the
President for Urban Relatfons, This officer has the .
responsibility for-coordigating the. Institute's s
adminfstrattve efforts in urban re1a£1ons in the
conduct of university-community activities and
serves as an adminfstrative resource for the academic v
departments to®support their urban interfaces and
activities. Within the Institute the Special Assis-
tant is a commun1éat1ons Tink and a catalyst for

action and outside the campus, a resource for our Jg\*m“h
local communities, .

In ad%:adon. the Institute serves the local community
indirdttly through the participatiaon of individual
faculty and staff members as private-citizens in ’

131 o




3.4

‘community affairs--civic, political, cultural,

business, and professiofial. The Institute encour-
ages this Earticipatfon by each member of the faculty
and staff in’ accordance with his or her conscience’
and beliefs and 1nterpretat10n of the duties of
citizenship. It asks only that each person accept
responsibility for differentfating private views and
activities from those in which he or she repreflnts
the Institute whenever the circumstarnces are such
that the failure to do so might prove misleading.

>
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Aruitoxt provided by Eic:

INSTITUTE INFORMATION SERVICES

£

The activities and views of M.I.T. Students, faculty,
and staff attract the interest-and attention of the
academic and professional communities and of the
general public. Tho§e who speak for the }nstitute

_or provide Lnformation concerning its programs must

a1wqys be conscious of the need to present informa-
tion ip a manner that will communicate most accur- '
ately and effectively the Institute's programs and
objectives and to avoid possible misunderstanding or
conflict. Faculty and staff members are urged to
coordfnate with the Institute Informatiqn Services
on any matter of public information or any public

1

statements.
- N
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USE OF INSTITUTE NAME | ' ‘

Experience has shown the need to.prohibit the
improper,use of the Institute's name in advertising
and other promotional activities of outs1de organiza-
tions. The Institute should not a11ow 1ts name to

be associdted with business enterprises, when the /

" obvious intent is to provide undue prestige to the W

business. Therefore, p11 proposals for the use of ' -
the name of M. I.T. in adveitising and commercial ’
pub11c1ty must be submitted to the Director of the

News Office

.

AN faculty and staff members should assume respon- .o

sibility for preventing misuse of the Institute”s
name. Misuse may arise from consulting activities,

in public reports,made by.individuals, or through

failure to record and clarify M.1.T.'s restrictions
g?verqing the use of results obtained during research -
or investigations on behalf of commercial firms,.

For this reason al¥ agreements involving the uss of
Institute facilities, including use for press ponferf
ences or pub1ic,annountements, should be coordinated

with the Provost.

It is equally important that faculty and staff

members not allow their own names to be -exploited .
commercially in connection with QroJect or product
promotions. It should be understood clearly that
opinions expressed by a faculty or staff member in
making an industrial report are the opinions of. the
individual and not official statements made by the
Institute.

w Fa
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, Where pub]ﬁtﬁiifor advertising arising from persona]

‘ non-Institute Yesearch or consu]tation is concerned
5 faCulty and Staff members are advised to consu]t the
" Director of the News Office, .- ‘

“

. . ~ *‘ “ -t . .
\ » 3 ’ -' . N . ‘ ‘ '
3.43 USE'OF.INSTITU]E LETTERHEAD
x
Use of the Stitute letterhead for persona]yor ' .

‘professignal correspondence occasionally causes

& -~ embarrassment, since cemmunications using the Insti-
tute letterhead sometimes are assumed erronéous]y %o
. be official Institute statements. Institgte or
départmental letterheads should be reserved for
correspondence regardiny Institute affairs. If used -
at 211, personal, profess1on&¢‘ﬁorrespondence should
carry the name of  the Institute’ onﬂy as an address.

.

. »
Procurement of Institute Letterheads:' The following
policfes concerning the design and printing of

v . ‘Institute letterheads have been approved:

a. The institutional name, Massaéhusetts Institute
of Technology, must be .the princtpal element;.other
titles and addresses must be subsidiary.

b. When used, the Institute seal or the central

.‘..ﬂ‘ element from it must be represented in its official
form, with the approval of the Office of Design
Services. - ' .
.¢. Visual devices, other than the M.I.T. seal, are
discouraged.

-

\
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d. It is recommended

]
o

e.

.

-

that all

A review of all new letterheads by the Office of
. Design Services is requested.

Iﬁstitute letterheads
be ba&ed on unified typographical concepts.

'
(I

Y ;Y

,

USE OF PACILITIES FOR GROUP,FUNCTIONS

.
.5
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@
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Institutéifaciiities’suih as ciassrboms.;ieﬁture
halls, memorial rooms, athletic facilities, and the
Kresge Auditﬂfium. Chapei and Student Center have '
the pﬁ%mary purpose of supporting the “educational

prbgram However, they are available to. both on-

“campus- and off-campus groups under the provisiens of
this Section. M.I.T. has established specific
-restrictions governing the use of its facilities for

~political purposes (see Section 3.48).°

Facilities for meetings are not assignea to indivi-
duals, But only to academic departments, administra-
tive offices, officiaiiﬂ recognized on-éampus studentynin
staff, and faculty organizations /( .In addition under
certain c¢ircumstances, non- <M. 1. T.
be hosted by any of the avove or %y facuity or staff
members with prior’ permission of.the appropriate
Institute’official (see Section 3.46.2).

‘organizations may

FeS

. 1Officia} recognjtion of a group is granted by : the -
Activities Executive Board, a subgroup of.the Under-
graduate Association, for undergraduaxe organizations;
the Graduate Studént. Council for graduate organiza-
tions’; the Vice President for AJministra;ion and

i *

Sy R .
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Personnel, for staff and employee grqups;fand'the,_ s
Provost, for faculty gqroups. . _ ’ . 2,
B ﬂ . / ‘.-;
The organization that is assighed a facf11£y fora ' )
particular use and time may not change this 'use or
time without obtaining authorization in writing from
the official who made the griinal assignmental The
organization may not in #ny way assign the’use of " .y
the facility to any other organization. “ - ) -
T e
3.45  RESPONSIBILITY FOR IMPLEMENTATION o vt

K B « T,

The offites responsib1e for schedu11ng factlitiess
—~¢ and for 1mp1ement1ng this policy are listed. be}ow.
. ®nd a facilities use committeg assists them ip
making decfsﬂons aﬁputnthe use ofaspace,

.

‘- N . L)
«. Classrooms {(including lecture hails}: Schedules
. Section of the Registrar's 0ffice;?specified 1ecture
. halls and seminar rooms have department pr{ority

- .

Memorial Rgoms: Individual acddemic departments,

Kresge Auditorium and the Chapel: Office of the
Dean for Student Affairs. ’ _ .

- -

» - ‘Athletic Facilities: Department of Athletics.

o \\\—’//' During the academic year the Dean for Student Affairs >
delegates re;poqfibi1ity as follows: '

136 . . !
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"Institute House Lounges: Individua] house -student "

governments. - ) ‘ oy
. . “ - o - ’ / r ’ X
s Student Center Lounges: The Student Center Comm1ttee, .
| a subcommittke of the Undergraduate Association.
3.46  OCCASIONAL AND SPECIAL USES
¢ . » f

3.46.1  M.I.T. COMMUNITY USE

P o - - .

The Institute’s facilitiaes are avai]able for meetings
. of official]y recognized campus organizafions (stu-
. - . dent, !acu]ty,‘or emp]oyee) Cultirral presentat1ons,A
o . entertﬁrnment programs,“an% topica] programs that -~
-~ may c0ﬂt$1bute to. a fneaﬁﬁlew of ideas and may serve
to maintain a" st1mu1at1ng 1nt@11ectua1 envirgnment’ B s
are all appropr1ate in genera], requests for
. R M.I1.T. community use will be granted subject to (a)
' the specific priorities and policies established for.
the requésted facility, (b) the brio} commitments of _

that facility for regular grogram use, andv(c) the RN
su1tab111ty of the requested space for the part1cu1ar
Y -type of program proposed ‘ S .
» T ’

) Each organizatior will accept respénsibi]ity for
.. ' . E conduct1ng its event in accordancé with standards of
order]y conduct genera]]y acceptab]e to this academ1c 7

&% community. Requests are granted by the appropriate
. .scheduling offices (see Section 3.45).

4 Pub]ic‘Audience; 'Concerts of the various student

. performing arts organizations, ath]elic-events, and
- . Ty

< . - . . -

. | 7\')?_3,. 13%
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numerous student and department sponsored lectures
and sem1nars produced primarily for the M.I.T.

commun1ty are often open to the public. Howeyer, a- -
'sponsor1ng campu$ organization, expecting that a
'substantia1 portion (normally more than 20 percent

of- its audience) w111 be from ‘oytside the M.I.T.
community as a result ‘of off-campus advert1s1ng and
ticket sales, shpu]d have its request reviewed by
either the Dean for Student Affairs or the Provost
fo]lpWihg the procedures in Section 3.45.

’

Regional Meetings of Student Urgawizations: Campus

-

organizations with counterparts at other colleges
may occasionally wish to use Institute facdlities
for interuniversity group meetings. Such requests

»are reviewed by the Pean for Sthdent Affairs follow-

ing the procedurgs in Section 3.45.

Use Charges: "R usg_chﬁrge covers the portion of the
operating expensessbf a facility daring a group's
scheduled period of use of that “facility. Use
charges will not be assessed against officially
recognized.camﬁus groups for their use of M.I.T.
facilities because the normal operating cost of each
Institute ‘facility has been budgeted on the basis
that it will-be used in support, first, of its
primary program function, and, second, of the pro-
grams of other officially recpgnizqﬁmcampusjorgéni-

.zations. Exceptions to this practice-are made when
~an organization (a) uses facilities for efforts to
influence public policy through the political process,

including functions for partisan political purposes,
sych as those to support ar endorse a candidate for
public office (see Section 3.48), and (b) when the
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organization hosts an interuniversity meeting and

" requires facilities other than the meeting rooms on

the activities floor of the Student Center.
Direct Expense Charges: Expenses that‘are over ahd
above the normal operating expenses of a facility

and are rectly attributable to a specific group

will be billed to all users, including both Inst]tute

offices and -campus organ1zat1ons

*

USE BY GROUPS OUTSIDE THE M.I.T. COMMUNITY

ERI

PO A 1 7ext rovided by ERIC

¥

M.I.f. opens its facilities to use.by groups outside
the M.I.T. community when it is feasible and appro-
priate in light of the needs and objectives of the
M.I.T. community. 1In general, determination -of the
feasisbility and appropriateness of a particular
prbposa] includes but is not necessarily limited to

an assessment of:

a. -The extent to which the proposed progfam is

related to any concurrently functioning activity or
program on the M.I.T, campus. AN

b. The extent to which perso;; affi]lated w1th the
M.I.T. communlty will partlclpate in or attend the
proposed program o ud‘ }
s . -3
c. Evidbhce of responsibility on the part of the
group sbonsoring the proposed program or of persons
whao are members of such a group or who will be
barticipating in the program. -

v
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d. VThe'direct and indirect costs to M.I1.T. of the
program.. o

e. The suitability of the available space for the
particu]ar type of program proposed.

Typical uses by groups outside the M.I1.T. community
have been for. functions of Cambridge and Boston
community civic, governmental, and charitable organ-
jzations and for national or international confer-
ences of educational, professional, or student
organizations, some of which have been initiated by
M.ILT. Qroups. '

Inst1tute meet1ng facilities are not availgple for
commercia] or industrial meetings, private tra1ning
programs, or trade shows. This does not, however,
_ﬁecessari]y'exclude civic action meetings or programs
such as m1ght be Sponsored by a government agency, l
commercial concern or industrial association, 1pbor

e

unions, or other similar groups.

Fach outside group Eust have as host a recognized

- MUILT: organ1zatron, or member of the faculty or
staff, who will maintain liaison between the outside
group and appropriate Institute officials and who,
along with the officers of the outside group, will
assume responsibility for the conduct of the event.

Requests for facilities for functions co-sponsored
by an M.1.T. organization and a non-M.1.T7. organiza-
tion are reviewed in the 'same maﬁ%er as requests
from outside groups. Requests for use of M.I.T.
facilities by community groups outside the M.I.T.

v
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community should be initiated with the Special
. Asslistant to the President for Urban Relations.

Members of the faculty and staff who wish to ser@e
as hosts to a professional meeting or conference
should, after receiviﬂg—&he endorsement of their , .
department headé, inform the Provost of their plans '
«and seek approval for the'event'before réquesting ‘
the necessary facilities frbm the individual sched-

~,uling offices. . w*-y

~

s
Use Charges: Groups outside the MQT.T. community
~will be charged for an apgropriatéxshare ofs- the
operating expenses attributable to, their use of
facilities. Final judgment on the use charge rests

e with the Provost.

, o W

Direct Expense Charges: Expenses that are over and

above®the normal operating expenses of a facility

[ 4 .
and are directly attributable to a specific group \
will be hilled to the user. An example of such

expenses is audio-visual labor or supplies.
R .

. .

3.47 FUND RAISING ON CAMPUS

The Institute recogniies the responsibility of the
N ) M.I.T. community to support the broader community of
social interests in financial ways as well as through
the efforts of its individual members. ,To this end,
it sanctions certain annual fund campaigns which are
broadly based appeals concerning a wide spectrum of
social-oriented agencies and providing the individual
. 127
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community member a ‘means of expressing his or her

\ support of their objectives.

While recognizing the vahMdity and purposefulness of
these community-wide fund drives, the Institute
rea1ﬁ;es that {heir scope may be too broad to meet
the charitable and social service objectives of all
organizations on campus. Beﬁause of the conflict
between the desire to assist in meéting the'§d¢1a1
needs of our day and the vulnerability of M.I.T.'s
close-Knit campus community to an end]eés succession
of fund -drives, the following policies have been
developed regarding all fund drives on campus:
: ’

a. Fund raising may be conducted only by recognized
“campus organizations, 'be they‘studenk, stafff, or
employee oriented. The funds co1iected, however, .
. 'maytPe used for off-campus projgcis by that organi-
’ zation, or they may be sent to legal off-campus
" organizations. ' ' L,
b. Funds raised through the use of Institute facil-

ities may not be used fn behalf of candidates for Coe

public office, nor may they be used in ”substant1a1”
efforts to influence 1egis1at10n

¢. The actual manning of booths and running of -
fund raising events must be done by memjers of the
Institute community. ’ '

d. Organizations should not be formed for the sole
purpose of raising funds for off-campus causes;
rather, it is presumed that fund raising will be
part of their overall program as thé'rgsu1t of the

-
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3.48 -

.
L

community‘members observing needs and subsequently
conceiving fund raising efforts to fill these

needs.

e. Access,to public Institute facilities, including
the b s in the Building 10 Lobby, remain under
the directiod of the several offices assigned that
responsibility. .

POLITICAL ACTION ] - )

ERIC

Aruitoxt provided by Eic:

The Institute encourages all students, faculty,
staff, and employees to exercise’'their rights and
duties as citizens to individual participation in
the e1ectora1.process. Federal and state laws,
however, clTearly distinguish between the political
activities of individuals and those of tax-exempt
institutions such as M.1.T. The Federal Internal
Revenue Code 1imits a tax-exempt institution from
engaging in ‘substantial efforts to 1nf1uqnce legis-
lation" and prohibits it from participation and
intervention in any "political campaign Oﬂ behalf of
any candidate for pub11c office.

The following guidelines are responsivgvto thege’-
provisions of law and are intended tot‘emphasize the
role of the «individual in the political process.
They apply to all individuals associated with the
Institute. The interpretation of these guidelines
is the responsibility of the Provost, with advice
from Institute counsel.
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“that they are expressing their views as private

-~

.a. The Institute cannot intervene or participate in
ahy ctampaign by endorsing or apposing a candidate or

by taking a position on an issue involved in_the
campaign for the purpose of assisting or opposing a
candidate. . 2t

. L 4

b. Sections 3.42 and 3.43 concerniﬁg the use of the
Institute name’ and Lettthead apply specifically to
po]ifica] activities. The name of the Institute may
not be used ongmaterial intended for political. )
purposes, including the solicitation of funds, nbr

may individuals or organizations use an Instithte
office as a return mailing address or the Institute -

- mail servjce for the solicitation of funds or for

any other matertal in connection with a campaign for

public office. Similarly, if an Institute title is ?.
used in political correspondence or other political

material, individuals should do so for purposes of
identification only, and they should make it clear

citizens.

c. Institute facilities are provided for on-campus
activities concerned with politics and public affairs -
on the condition that their activities in raising
funds or otherwise intervening or part?ffszting in

campaigns in behalf of candidatds for public offices

will not extend beyond the campus. When Institute

meeting facilities are made available for meetings

whose purpose is to support or endorse a candidate

for public office, paymen¢+j€r such use must be made ' J

from non-Institute funds. : . ‘
|
|
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3.51

PATENT AND COPYRIGHT POLICIES AND PROCEDURES

@
e

OBJECTIVES

LRIC

\
|

The basic aim of the patent policy of the Institute
i1s to promote the progress ofiscience and the useful
arts by utilizing the benefits of the established
pdfent system. This policy 1s in accord with Article
I, Section 8, of the Cpnst1tut10n of the United

States: , N
"The Gongrgss ghall havo p&wor . . . to ptomoto‘cho
progross gf gcionce and usoful arts by socuring for

limited timos to authors and inventors theo exalusivo
right to their regspoctive writings and discovorios.”
' .
Patents provide a means toward the development and
utilization of discoveries and inventions. Institute
patent policy has been established to ensure that
those inventions in which it has an equity will be
utilized in a manner consistent with the public
interest. The Institute 1s also aware of the'va1ue
of patents in directing attention to effective
individual accomplishment in science and‘engineering.

'Y

The Institute believes that .where possible 1t should

_make inventions resulting from Institute research

available to industry and the phb11c on a reasonable
and effective basis and at the same time provide
adequate recognition "to inventors.

/ .

In recognition of these objectives, the Executive
Committee of the Corporation, with the approva1 of

1
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«the Faculty Counc¢il, adopted on April 5, 1932, a
statement of policy regarding inventions. -The
. policy has been modified in certain particulars from
timg to time to meet chanqu_conditiohs. especially
- those arising in conjunction with sponsored research
L programs.
L .
The copyright policy of the Institute seeks to
- protect and promote the traditional academic freedom
of the Institute's faculty, staff; and students in
mitters of publication; seeks to balance fairly'and
reasonably the equitable rights of -authors, sponsors,
and the Institute; and attempts to ensure that any
copyrightable material in whicy the Institute has an
equity interest is utilized 4n a mqpnef'consisteﬁt

s with the public interest. \
¥
3.52  POLICIES

L

3.52. INVENTIONS

The Institute believes that the objectives of its
patent policy will best be attained by defining the
ownership and disposition of *inventions in terms of
the following categories, which will be discussed in
detail below: . g

A. Inventions which are subject to the terms of a
sponsored research or other agreement are disposed
of in adcordance with the terms of the applicable
agreement and normally begbme the property of the_

132
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sponsor or of the Institute, subject to a license to
the sponsor for its use.

L A.1. Government Sponsored Programs

A.l1.a. Grants and Contracts: MWith few excep- '
tions, ggants and contracts applicable to

research sponsored by the Federal government:
provide that the government aqquires rights to
inventions "conceived or first actua11y‘reduceﬂ
to practice" in the performance of the research.
The rights thus acquired by’the gbvernment may,
depending on the terms af the agreement, consist
of tyitle to such inventions, the right to
determine their disposition, or the resefvation
.. of a royalty-free license to the government on
the understanding that the Institute will take
effective steps to develop thé practical appli-

~

catfons of the invention by licensing or other
means. - 4

Because of these commitments, the Institute
cannot usually grant fequests that® the inventor
.acquire personal ownership of inventions rasud-
ting from governmént sponsored research. In
'special cases, however, the Institute, by~ .
action of the Committee on Inventions and

Copyrights, may allow the inventors t4 receive
from the Ihstitute commercial rights insofar as
the Institute's copmitments to the government
permit and subject " to such terms as the Commit-
dee may require. . v
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"that the Institute a

* A.1.b Other Government Rights: In addition,

the ﬁedenal go?ernment may acquire rights to
inventions which are in the fieTd of a federally

~ sponsored program of research in which the
inventor has participated or which involve the

_use of research equipment or‘othér laboratory
facilities, materials, orlservices which are
pa1nta1ned by or derive support from the,Federa}
government. Such an invention should be dis-
cussed with the Patent Section of the Office of
Sponsored Programs (0.S.P.) anﬂ.\if~1t is not
clear into which category the invention falls,
should be disclosed as outlined under "Proce-
dures" (see Section 3.53).

A.2. Other Sponsored Research

”

Contracts with induftrial sponsors usually provide

\gqu1res'fu11 patent rights with
a licensé to the sponsor. Under exceptional circum-
stances, howe&er, the sponsor may'dcqu1re.5uch
rights, subject to a license to the Inst1tute."
Grants from industrial sponsors, as well as grants
from private foundations, should not have patent
restrictions. However, the grantors will.normally
be entitled to a license under annyatents that the
Institute may acquire as the result of work supported
by the grant. ) ‘

o
i

{
B. lInventions involving the significant use of ! '

funds, space, or facilities administered by the
Institute, but without any M.1.T7. obligations to
others in connection with such support, are the
proferty of the Institute. '
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B.1. Facufty and Staff

. : The Institute will exercise its rights in such
inveptiony by members of the faculty and staff in ) {
- whatever manner will .best further M.I.T.'s basic ‘
aims, giving full consid&ration to making th¢ inven-
tio 'avaflob]e to industry and the -public¢ on a
reasonable and effective basis, avoiding unnecessary
exclusion of any quafjfied manufacturer from the use
of the_ihventions and proyiding adequate recognition™ -
to i’nvéqtors. )
When in such cases M.I.T. undertakes patentino and
commercial development and exploitation. a share of
‘the gross royalties will be prov1ded.the inventor.

- '

B.2. Students
_ ,ﬂ‘ i .
When an invention in this category is by a student,
the Institute will waive its rights and the invention
will be the exclusive property of the student
provfded the student's rights in the invention are
not_altered by the terms of any financial aid
received, including scholarships, fellowships,
traineeships, thesis expenses, or other assistance, ) ’
- whether or not administered by the Institute, and
provided the student does not subject the invention
to government rights -in the_mannervdeécribed under
"Other Government Rights" in the preceding sectidn.',‘v ) .
Staff members who are also part-time students shall
be considered staff members insofar as disposition‘
- . of ‘patentable inventions is.concerned.

135 .
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, C. Inveptions not 1nvo1v1ng the sfgn1f1caht use of o
. funds; sgace, or fadﬂ]ities adminis%ered hy the

1nst1tute are who11y the pfbperty of the 1nventor°‘? e

A

'

M;L.T. will not’construe the payment of salary fr
. unrestrlcteq funds - nor the’ provision of office or

Tibrary facilittes as constituting significant use
' .of Ipstitute findgy space, or factlities.

If the 1€;ént185 relates te any InstiWte program-of
. sponsoreﬂ research in which the fnventor has parti-
- 'cipated;'he or she should review .the circumstances
with the 0.5.P. Patent Section.= If there is uncer-
tainty ‘into which category the. 1nVention falls, theé
)y inventor should disc1ose the - 1nvention as out11ned
under "“Procedures. . - 7/

e !
’

Faculty and staff members or students whase inven- - .
tions fall within this category and are, therefore, i

their exclusive property, may avail fFemse]ves of "‘

the opportunity td submit the invention to the
Institute for obtaining a patent and for its comme#-
cial exp1o1tat10n and manaqement under terms to be’

e

v

agreed between the inventor and the Institute . .

0YALTIES : .

2

3.52.2 PATENT

- With respect to Category A inventions (those subject.
to the terms of a sponsored research or ogher agree-
ment) and Cateqgory -8 inventions (thcse involving the
significant use of M.1.7. resources-bﬁt without
obligations to third parties), the Institute will
normally share with the inventor the following

R .
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tute rece1ves '

percentage of any, gross roya1t1es wH\ch the Insti-

.

35% bf the first $50,000 in gross royalties »
_25% of the next $50:000 in gross royalties
15% of the gross royalties thereafter

-~ ~

’

Such royalties to the inventor,'ﬂowever, may not
exceed the net royalties to the Institute.*

v

The foregoing schedule of royalties will apply with

-respect to all royalties due and payable to M)I.T.

on and after July 1, 1973. For any invention on

which royalties have already becom® due and payable -

prior to that date, the app]icab1e royalty rate will
be that which wou]d nov be in effect if this roya]ty
schedu1e had app11ed from the start. i

* ERIC

3.52.3

COPYRIGHTS

The Institute believes that the objectives of its
copyright poelicy will best be atta1ned by def1n1ng
the ownership and dlspos1t1on of copyr1ghtab1e'
mater1;1_1n terms of the.fo110w1ng categories:

A. Ownership of all, copyrightable material which is

developed in the course of or pursuant to a sponsored'

resgarch ov other agreement shall be determined in

accordance with the terms of the sponsored research

*Net roya]tles are for th1s purpose de?‘%ed as gross
royalties received by the Institute on licensed -
inventions, minus-any litigation, interference, or

'-marketlng ‘costs directly attrihutable to the inven-

k2l

tion being licensed. )

137 ’ . - r




or other agreemeht, or in the absence of such terms,

the-material shall be the property of the Institute.
. t & N

Comments: Normally, sponsored research contracts by
the;gbvernment provide the government with specified
a . rights in copyrightable material developed in the
performance of the resear¢h., These™ights may
cons1st ‘of title to such data vesting in the govern-
_ment or.the reseryvation of a royalty-free license to
the government with title vesting in the Institute.
Grants and other types of sponsored research agree-
* o . ments, whether’ by the government oﬁ‘1ndustry, mays
on the-other hand, prov1de no spec1f1c provision
concerning rights in such material.
The burbOSe of this provision is to ensure that the
Institute will be free to dispose of all such data
in a manner consistent wifh;ixs Qb]igations to the

v//f\\\. sponsor and to the public. o E

This provision s not intended to apply to copyrights
on papers published in the usual way in journals,.
since such papers are normafyi the property of the

« Journal. ‘

B. All. copyrightable material wLich;Js deve]opea "
with the significant use of funds, space or facili-
‘ties, jncluding but not limited to classes and labor-
atory facilities, administered by the Institute but
without any M.I.T. obligations to others in connec-
tion with such support shall be thg property of the

I3

Institute. .

ERIC - L
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“

v

Comment: The Institute shall exercise its rights in’
such matertal in a manner that will best further
M.I.T.'s basic aims as an educational institution,

giving full consideration to making the material .
ava11ab1e to the public on a reasonab¥e and effect1ve
bas1s, avoiding unnecessary exclusions .and restr1c-
t1ons, and prov1d1ng adequate recognition -of the
authors, ‘

In this respect M.I.T. recognizeg and/reaffirms-the
traditional academic freedom of its faculty and

staff and students to pub11sh freely without restric-
tion. In keeping with this philosophy, M.I.T, w%11
not construe the provision of .offige or’]ibrary
facilities as constituting significant use of Insti-
tute space or facilities, nor will it congprue the
payment of salary as constituting significant use of

Jnstitute funds, except for those situations wh

the funds were paid specifically to support the
development of such matertal.

L A )
Textbooks devgloped through the use of classes are
excludéd from the provisions of this category,
unless such textbooks were also developed using
Institute administered funds paid specifically to
support such textbook development.

€. Co opyrightable material not within the provisions

of Categories A and B qf this policy is who11y the

" property of the author.

3
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COPYRIGHT ROYALTIES . )
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Aruitoxt provided by Eic:

b. To the:author(s), a total of

Royalty income received by ‘the Iﬁstitute through the S
sale, licensing, leasing, or .usSe of copyrightable
material, under'Categor{qs A'and B, in which the A
Institute has acquired & praperty interest, will ' b
normally be shared with the author and-the department,

‘laboratoryyor center withip the Institute where the

material originated:“ Authorship shall be determined’
by the director of “the origtinating department,
laboratory, or center. The gross royalties received

“by the Institute will usually be distributed as

follows:

a. To the Institute, 60%.

35% of the first $50,000in gross royalties
25% of ghe next $50,000 in gross royalties
15% of the gross royalties thereafter.
c. To the originating department, laboratory or
center within the-Lnstitute - . v

5% of the first $50,000 in gross royalties
15% of the next $50,000 in gross royalties
25% of the gross royalties thereafter.
Where, after review;/;uthOTShip cannot be determined,
the percent share of royalties intended for the
author shall be distributed instead to the erigfnat- )
ing departmenf, laboratory, or center. (As used L

herein, the phrase, “origigating department;
. <
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3.52.5

means the department, labora-

laboratory, or center,
tory, or center which administered the funds, space,
or facilities used in developing the copyr1ghtab1e '
material. )

-1
The Institute reserves the right at its discretion
to deduct from gross royalty income, prior to any
such distribution, expense, such as litigation,
which may be incurred in enforcing or defefding the
copyright or in 1icensjng the copyrngtab1e\materia1.

INVENTION AND ébPYRIGHT AGREEMENTS

r3.52.6

P
a—

Th;/761icies set forth above consfitute an under-
st#nding which is binding on Institute faculty and
staff, students, and others as a condition of their
participating in Institute research programs or
their use of funds, space, or facilities. Where the
Institute may have an obligation to ass1gn rights 1n
inventions or copy*1ghts to a sponsor, or may- 1tse1f

~acquire rights under th1s policy, it will require a

formal invention and copyright agreement.

- -

CONSULTING AGREEMENTS

ERIC
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&
Any faculty or staff member who is engaged in consul-
ting work or in business is responsible for ensur1ng
that clauses in his or her reements- are not in
conflict with the patent aggpcopyright policy of the
Institute or with Institute commitments. The 0.S.P.

Patent Section yi11. upon request, provide assistance

in this respect. The Institute's rights and the
individual's obligations to the Institute are in no
way abrogated or limited by the terms of such
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3.53

agreements. Faculty and staff members should make

their obligations to M.1.T. clear tc those with whom
they make such agreements and should ensure that
other parties to the agreement are provided with a
current statement of Institute patent policy.

PROCEDURES

3.53.1

ORGANIZATION

LRIC

The Vice President for Research is responsible for
administrative matte;s're1at1ng to inventions, °
patents, and copyrights, serving as Chairman of ,the
,Committee on Inventions and Copyrights, which is
appointed by the President, and repreéenting the
Institute in all matters of patent policy affecting
the Institute's relations with government, industry,
and the public. ’

The Committee on Inventions and Copyrights advises

the Institute on patent problems arisihg from activi-
ties of faculty,-staff, and studéhtg, including
inventorship, equities between inventors and the
Institute, inventor participation in financial
returns, and the disposition of patent equities

which the Institute does not wish to exercise. This ’
committee shall advise as to inventions'on which
patent applications are to be filed, the equities
1qvo1yed, the Lrrapgements for prosecution of patents
and development of 1nven:\ons, the issue of licenses, .
and special-patent, copyright and publication matters
submitted to it for resolufion. '
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3.53.

DISCLOSURE . -

ERIC

A. Inventions Which May Involve Sponsor Property
Rights

Inventions arising in the course of sponsored pro-
jects, or otherwise falling withQLZCategory A,
should be disclosed to the General Counsel, 0.S.P.,"
on forms provided for this purpoée. with simultan-
eous disclosure to the project supervisor or labora-
tory director where app11caﬁ1e. The disclosure witll
be promptly acknowledged in writing. The circum-
stances of the invention will be reviewed with those
involved, and the inventor will be notified in
writing of the disposition that is proposed.

'8,7 lnventions Involving Institute Property Rights

A faculty or staff member or student whose invention -
does not involve the use of sponsored funds and

a. 1in which the Institute has property rights, or

b. about which there is a doubt as to the ownership,

c. which is the exclusive property of the individual,
but which he or she wishes to submit to the Institute
for patenting and commercial handling,

. a
should make a written disclosure to the Secretary of
the Committee on Inventions and Copyrights on forms

provided for this purpose by the Secretary of the

143 //
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Committee. The receipt of this will be promptly
acknowledged in writing.

Within six weeks of the receipt of the disclosure,

the inventor will be notified in writing of the
decis1on on 1) the equities ‘involved including
f1nanc1a1 participation, 2) whether the Institute
plans to file a patent app1;cation. or 3) whether

" the Institute will accept assignment of the invention
“for patenting and commercial handting. If the

Institute chooses neither to file a patent applica-
tion nor to dedicate to the public an invention in
which it asserts property rights, the inventor will
be given a release in writing. lfﬁwaf;er the Insti-
tute has filed an application, it decidéys té abandon
the ‘patent prosecution, the inventor 5511‘be prompt1y

notified in writing, and 411 rights, Vert to the
_inventor. L7 £;§§ R

;oL S -
In those cases in which the Institute has obtained a
patent. without obligation to sponsors, 1f no arraage-
ment has been mife for commercial deve1opment within
a'reasonable period from the date of the issuance of
the patent, the inventor(s) may request in writing a
return of the Institute's patent rights The Commit-

tee on Inventions and Copy#?ghts will either grant

" the request or will advise the inventor of the

Institute's plans for the development of the

- ERIC
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1nventi9n.
3f53.3 , DEI;ﬁMINATION OF EQUITIES IN SPECIAL CASES
In thé evént that there is any.disagreement between
the Committee on Inventions and Copyrights and the
144 - . N
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inventor or inventors, the Chairman of the Faculty
shall appoint an ad hoc faculty committee to consider
the issues and make findings and-recommendations to
the President of the Institute. '
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graduate education. ‘

[4
Institute research programs receive substantial

support through contracts, ‘grants, and other arrange-
ments with government, industry), and foundations /
Rrom the Institute's experienc&with such support,
general conclusions have evolved as to the conditions
under which it can be justified and the manner i

which it can most effectively be 1ntggrated with

other acti%itigs of the Institute, These conclusions
are set forth in the following sections. )

In addition, governmental and private sponsors also
provide support for the construction and renovation
of facilities, fellowships, and traineeships, curri-
culuim improvement, teacher trainihg, and other

programs designed to strengthen graduate and unJer-
-

"
.

The suitability of these programs in relation to.
Institute activities and objectiyés has. in many
cases” been evaluated using the same review procédures’
as are employed in the review of research proposals.
Where the support is provided under agreéments which:
create Institute obligations and contractual commit-
ments to the sponsor, the delegation of adminis-
trative responsibility has often been the same as
for sponsored research. To this extent the material
which follows is also applicable to sponsored pro-
grams other than research. , *

1
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10 RESEARCH_PoLICY

ra

The- primary purpose of Institute research is to
advance knowledge and further the educationa1'program.
Instru¢tion and research are interdependent and both
) suffer when dealt with separately. These functions
have, thereforee been integrated\and interwoven
throughout the entire academic and administrative -
structure.
The Institute also has an inherent ob1ig%tion to
render public service, especially to any branch of
local, state, or Federal government, and in fulfil-
Ting this special responsibility undertakes.research
when it can do-so without impairing its primary
functions and when its personnel, facilities, or
experience qualify 1% to perform a needed service.

Within the framework of this underlying philos®phy,
~ certain general considerations govern and control
‘fhé undertaking of research activities at the

Institute.
“ /

" GENERAL CONSIDERATIONS

a. The institute shou1ﬁxﬁot compete with industry

in industrial research or undertake activities which
should more proBer1y be the_responsiBi]ity of govern-
ment agencies. Two factors may justify a~secondary
activity in areas‘oftindustr1a1 or governmental
jnterest: the 1mportanéé of practical creative
activify on "case material® in any effective

147
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"Since the. implementation of c1aSsii%fd research/has

professional education and the responsibility of an
educational institution to renger public service.
b. M.I.T. affirfis that the encouragement of research
and inquiry into intellectual areas of great promise
is one of the most basic obligations to its facggty;
to its students, and to society at large. It affirms
the profound merits of a policy of open research and
free interchange of information among scholars as
essential to that responsibility.

In the vast majority of research projects, the
encouragement of inquiry wherever the research might
lead is not 1n conflict with the pr1nc1ple of freedom
of inquiry and open exchange of knowledge. However,
M.1.T. is an institution that plays a unique role in
1mportanf areas of science and technology that are -
of greaf concern to the nation. It .recognizes that
in a very few cases the pG‘?uit of knowledge may
require access to data or literature of a classified
nature. or yield results whose immediate distﬁibution
would not be in the best interests of society lt
affirms, therefore, that such activities are under-
taken only when, after weighing the advahtages and
disadvantages for the academic program and for the,
nation, they are judged to be highly constructivg.

some aspects which are detrimental to the acad
environment of the Institute, it is essential
each project be reviewed and acted upon in th
of its impact on the Ilnstitute as a whole.

It is the policy of the Insfitute. therefore,‘fhat
every research project within the academic structure

A Y
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-

of M.1.T. (excluding Lincoln Laboratory) which
requirés a classification on the research process or
on the publication of results recgfve‘the prior
approval of the Provost, who shall seek the advice
of the Committee on Educational Policy in cases that
involve modificgtion of the existing policy and will
inform the Com ittee of all approvals.

Theses, whetfler undertaken by graduate or undergrad-
i are an integral part of the research
Institute and fall within the state-

assified research on

uate student
'program of th
ment of policy
campus as stated above. No thesis nay be embarked
upon which requires security c1eérance or for which
there is a requirement for security review upon its
completion without the prior approval of the Provost,
who shall seek the advice of the Committee on Grad-
uate School Policy in cases that involve modification
'of existing policy and will inform the Committee of

all approvals. /

c. M.I.T. is a private institution chartered to
perform specific functions. The Corporation and
administration must retain proper control of the
operations carried on in- the name of the Institute
and remain free to operate without restrictions
which would reduce its effectiveness. v

d. The 4ns£jtute has an advantageous environment
for research, including such factors as independence
and relative simplicity in management, employment,
subcontracting, and methods of accounting and”audit;
and possession of key staff and facilities. M.I.Ti
‘cannot'accept in research agreements any restrictive
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'RESEARCH ON HUMANSSUBJECTS ‘. -

nclauses’which would jeopardize the very environment

which M.I.T. considers essential to the effective
conduct of research. \

e, In research} the sponsor and M.1I.T. have a joint
and continuing obligation to provide not only the
conbractuai and adminisbrative environment but also
the financial basis, for a sound program‘of investi- -
gatjon.thm general, M.I.T.'s resources are ‘such

that it canifot provide this environment except on a
full cost-reimbursement basis, including direct and
fndirect costs.

f. No person is permitted to use Institute facili-
ties far sponsored research un1ess arrangements have
been made thwough proper administrative channels as
outlined in Section ¢.20. ¢

Aruitoxt provided by Eic:

7

In 1962 the Massachusetts Institute of Technology
became ohe of the first educational and research
instttutions to recognize and act upon the need for .
a committee of the jinvestigator's peers to review . S
the use of humans as SuBJettS in research projects. AT
In 1964 the World Medical Association adopted the s
Declaration of Helsinki, a code of ethics in human | .
experimentation. The National Institutes of. Health

in 1966, made such review mandatory for all prdJects &
funded by that agency. By 1971 such review was Ja
required for all human experiments, governmentally

funded or not, in each institution receiving Eederai v
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funds for human reSearch In the same year the Food Lt
:land Drug ﬁ3m1n1strab1on adopted similar rev1ew : '
pr1nc1p1es for the use of 1nvest1gat1ona1 new . ’ .

- -

druqs »

_ W1th these cons1derat1ons in mlnd-{ng Pres1dent of
.- the Inst1tute has tharged the Committee on the Use -
of Humans as Exper1mentq1 Subjects with the review '
- of every project utilizing humans as research sub-

jects. Diagnosis and treatment of diseased.indivi;
e “duals for their own direct benefit -may be experi- ‘
g C mehtal but is not part of this Committee’s )
reSponsrb111ty v e T :

: _ , Ty

- - . '
-

B : A11 types of human use in research studies fall
within the purview of this committee, including
" medicinal, investigational new’'drugs, radiological,

N . phys1ca1 psychological, sociological, and nutr1-
* ) tional. 'If the use of rad1oact1ve materials or
K other sources of radiation enerqy is proposed, the

"project must also -have the approval of the Radwat1on
Protectlon Committee. Investigators who contemplate

the use of  humans. as resedrch Subjects may obtain s

. dnfdrmational material and application forms from ' °

the off1ce of the chairman of the compittee. Appli-
cations’ as submitted must be s1gned by the responsi-
ble 1nvest1gator and by the concerned departmental

’

heaH or 1aboratory d1rector. .

.

The app11cat1on fiust describe comp]e£e1y the pro-

cedures to be used on hugfns, 1nc1ud1ng as .appro-

priate: medication, diets, psychological and physi-

o . cal stress, any physical agents such as electrical
v stimulatian, radtation or radioactive materials;
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w
humiliation, deception as an integg;1 part in the
course of an expe;tment, and the confidentiality of
information obtained. The Committee gives special
consideration to the manner by which informed consent
will be obtained and‘documehted. It requires that
all risks to the individual be justified on the
basis of potentia] benefits with full protection of
. the subJect S r1ghts and welfare. Justification for
deception in.the. course of gn experiment must be
explained carefully, and methods described to repair
any damage occasioned by such décepfioh.

After reviewing the app1icetioﬂ, the Committe;
reports its decision in writing to the sresponsible
. investigator; a copy is sent also to the appropriate
e . debartmenta1 head or laboratory director and to all
other interested'parties.' In the event of an unfav-
oraﬁie decision, the Committee endeavors to assist
the investigator in modifying the experiment to meet
the requirements of the Committee. Approval of a
project must be obtained before any human studies
are begun; such approva1 is va11d for one yéar only.
JAny chapges in the use of human subjects must be
approved‘by the Committee before such changes .are
.effected.’

B The members g?tha_irman of the Committee on the Use
' of Humans as Experiménta1 Subjects are appointed by
the President. The mehbérship typically consists of
- biologists, nutrjtionists, physicians, political
scientists, psychologists, students, and other
members of the Institute community.

-
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4.12.1. USE OF STUDENTS AS EXPERIMENTAL SUBJECTS

The uje of students as experimental Ssubjects fs>
governed by the policy set forth in Section 4.12.
After ‘the investigator has received the approval of
the Committee on the Use of Humans as Exper1menta1

Subjects, requests for student subjects should be
referred to the Student Employment Office.

a0 v )
- . -

4.13 "CRITERIA FOR EVALUATING7RESEARCH,PBOPOSALS

' - - - o '
In addition to the general eonsjderations outlined
in Section 4.11, the criteria to be used in evaluat-
ing the acceptab111ty oY a proposed research program
include the following: . r

0 .
a. Some department or interdepartmental Taboratory
of the Institute must be willing to accept respomsi-
bility for the- program and must have senior faculty’

. members who gre available and willing to superv1se
the program., The technical supervision of all-

- research prOJects is the responsibility of the
individual faculty ‘'members directing them, who in
turn are responsible to their department heads
(unless this responsibility has been explicitly

.vested elsewhere)..
b. It must be possible to staff e project withoat

overloading the academic staff,and without detriment
to the educational program. , o
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facilities required+by the educational program or by

c. The project mbst;not encroach on space and

existing research activities. Availability of space

.and .equipment must be assured in advance by the -
:.depaktment head and dean concerned, or by the Provost

if any renovation ‘or bui]diné changes are conten-
plated or if space gutside -the jurisdiction of the
department head will be involved.

d. The'projeht must come within the volume of
research (measured in dollars, spate, personnel, and
required amount of administrative attention) which

the Institute can appropriately undertake. It must

also fit into a balanced, overall program.. -

-
.

FINANLIAL AND BUSINESS ADMINISTRATION

ERIC

Aruitoxt provided by Eic:
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The office of the Vice President for Financial
Operations is responsible for financial Swg business
policies and procedures for sponsored rese }ch,

including those designed to meet the requirements of -

grants and contracts.

-~

The Vice President for Financial Operations is the
contracting officer of the Institute and is directly

responsible for the negotiation and interpretation

of sponsored reSearch contracts and grants, including
basic agreements, and for negotiating the reimburse-
ment of indirect costs and employee benefits, but N
this may be delegated in part to other o‘ficers of

the Institute. The Acbounting Officjxh

-

eporting to
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the Comptro]]er directs the accounting for all

-Sponsoréd research projects.

!

-

‘While retaining Institute-wide responsibility for

business and financial activities related to spon-
sored' research, the Vice President for Financial
Operationﬁ may delegate. specific operational respon-

‘sibility and author1ty to the Director of Lincoln

Laboratory

¢

P e

*

THE OFFICE OF SPONSORED‘PROGRAMS

4

The 0ff1ce of Sponsored Programs (0.5S. P. ) has the
1mmed1ate responsibility for the business adminis-
tration aspects of research projects sponsored by
the government, industry, or foundations in accor- '
dance with the established policies of the Institute.

Government sponsored research is normally carried
out under contracts or grants, depending gn which
agency is sponsoring the work and to some extent on

the nature of the program.

Although government grants and contracts are subjecp
to differing statutory requirements and regulations,
there is no Tonger any significant difference between
them in terms of M.I.T. research policy and adminis-
trative procedures. Nor does the administration of
contracts from private organizat1ons differ markedly -
from that of government grants and contracts.

169




~

Grants from industry and fdundations, on ghe_other
hand, differ from contracts and government grants in
that the area of research is usually more broadly
defihed, and administrative acs coﬁtractua1 Eequire-
ments are minimal. Freqhent1y the only intent of )
the sponsor or danor is to.assist the Iqstitute”s ) B
-program or to advance the state of the art in a

given field. Grants of this type may, in some .

cases, qualify as gif1§ t&ﬁM.I.T; under current ‘tax
r@gu1at;ons, in which case they are ‘recorded as such

and then forwarded to the Office of Sponsored Pro-

grams to be admipistered on the same basis as other .
research projects. ' . -

} PROCEDURE FOR ESTABLISHING
.21 CONTRACTS R GOVERNMENT GRANTS

" The following procedures should be followed for a.
research program whether it is to be covered by a
contract or grant and}regardTEss of the potential.
sponsor:

- +

a. Preliminary negotiations may be carried out

between a faculty member and a sponsor, but no

proposals or commitments should be made.

b, Faculty members seeking research grants from

industry or foundations should keep the Vice Presi-
~dent for ResourcevDeve1opment informed of negotia-

tions with private sponsors or.donors to ensuré that

there is no conflict with existing agreements or

%

P » .,,%b
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- foundation involved. .

"both direct apd fndirect costs at current rates, as

.of research.

“If the proposal has an annual budget exceeding

with other-pending soficitations.with fhe company or

i

L

-

c:' A faculty member proposing a sponsored research
projéct must first obtain_approvafﬂ?}om the head of
the department concerned, who must be satisfied that '
(1) the hroject is appropriate gor‘the department to
undertake as a part of its educational and research
progrém; (2)- senior staff are available and willing
to supervise.thevresearch, and (3) adequate space
and facilities are available,. Propbsa1s should
include a budget based on advice from the 0.S.P. It
is important to establish the principle that the
Budgets for all grants and contracts should cover

well as d charge for the' salary of the supervisor
directly responst1e'for the reééarch, based on the
effort allocated to the program.

d. After departmental approval, the proposal should
be submitted to the appropriate dean for endorsement.-
The d®an will also determine the suitability of the
project_din-relation to the entire Institute prdgram\

$75,000, it will also be submitted to the Provost
for review.  Proposals to be performed by an inter-
departmental laboratory should be forwarded after
review by-the laboratory director tp'fhe Provost or
Vice President for Research, as appropriatg.
' 0

e. “After review and approval, as outlined under
c., the proposal ig sent to the 0.S.P. for review

.
] -
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and forwarding to the sponsor,”subject to the appto-
val of the Vice President for Financial Operations

if the total budget exceeds $250,000 annually or if.
there is any underrecovery of costs. In some cases,’

-grant proposals to private sponsors or donors are,
after 0.S.P. review, forwarded to the Resource
.Development Office for transmittal. Thié may involve K
simply an exchange of correspondence between the
Institute and the sponsor or donor. If a more
formal agreement is desired, however, it must be
signed by an appropriate Institute official and .~
,reviewed carefully to ensure that the pro%1s1ons are
consistént with M.I.T. policy and, where a gift is &
intended, that the research grant qualifies as such
under the law. ‘ . ~ “u
f.’ Renewals or extensions involving additional
\~.funds must be epproved by the-prbcedurg outlined

Y

above.

P
” =

g. A1l contracts and grants are negotiated by thé
0.5.P. and signed by an official. of the Institute )
designated by the Executive Committee of the Corbora-
tign. When negotiations have‘teen comp]eted, the
0.¢.p. will issue a project nqmbeﬁ; establish a’
corresponding account, vnotify the dean, department

. head, project superv1sor, and appropriate adminis-
trative offices, and take whatever other steps are
necessary so that H&F prOJect‘superV1sor‘may begin
the research and make appropriate charges to project

funds.

v ~

h. Any correspondence proposing modification of the
terms or conditions of a contract or grant, including

158




® . , "
“

changes in the scope of the work or the period of
o, . performance, or an increase or decrease in the total
estimated\costs. should be forwarded by the 0.S.P.

v

4.22 © “STAFF «ON_SPONSORED RESEARCH PROGRAMS

.,-. . ]

[ na obtaining professional personnel for a sponsored
research progrfm the supervisor will give preference .
to personne] holding academic appointments. Regular
&cademic appBintees w111 ﬂormally be re]eased from
-some departmental .duties to work on a sponsored
research progran if the approval of fhe department
‘head concerned is obtained. Under such circum-.
stances, sponsored research progrdm*work will fall
* " within fhe norhal workload of a fu]]-t1me staff '
~member during the academic year. No supp]ementary
a\compeusation will be paid for sponsored research
’ © work during the academic’ ‘'year except in very special
cases. sMembers of the~faculty are 1n no way obli-
gated to work onWSponsored research programs.
lf a sponsored research program requires the serv1ces
of an_academic staff member during the summer, the
_— ‘ maximum compensdation shall be one-ninth of the
individual's anrual salary per month for full-time
work. Academic staff members on the annual salary
plan are not permitted to work for morepthan two
months on a sponsored research program during the
summer. ' . J
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FELLOWSHIPS

.30

Research sponsorship in the form of fellowships,, i
covering a cash award to the Fellow, tuition, and an
additional a11o&ance to M.I.T. is subject to the
rules and regulations of the.CommLttee on Graduate
School Policy. Faculty members who are soliciting
fellowships should consult with the appropriate
department head and/the Vice Presiﬁeni and Dean of
the Graduate School before making commitments.

Some research sponsored by industry may be carrie&
out by awardihg’fe11owsh{ps or scholarships to \
graduate students whose thesi's work is in the field
specified. Such awards are also subject to the.
rules and regulations of the Committee on Graduate
School Policy. In particular, no Eestri;tive condi-
tions should be app11qd. and the recipients must
retain the status of regular graduate'students: If,
in addition, a student receives financial aid from a
grant for thesis expenses or utilizes laboratories

and equipment that are partly or wholly financed by

special funds, the student must re11nquish his or *
herf;ights (particularly with respect 1Q tnventions
and publication) to the extent that the bnstitute is .
ob1igated to those who contribute financial assis«

tance to its educational and research programs.

INDUSTRIAL LTAISON PROGRAM -

Aruitoxt provided by Eic:

The Industrial Liaison Program was established by !
the Institute'in V948_to accomplish several purposes:
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" to provide organized communication between the
Institute faculty and staff and the research, manage- -
ment, and operational activities of a broad range of
research-oriented industrial organizati&ns; to
provide comprehen51ve information regarding M.1.T.
research activities to the selected companies parti-
cipating in the Program. and to secure major unres-
tricted financial support from industry. The Indus-
trial Liaison Office (1.L.0.") is responsible for
implementing the Institute's commitments to the
participating companies with the active assistance
and cooperation of the facu]ty. staff. and

administration.

‘The Institute undertakes to facilitate the inter-
change of ideas and research information ‘between the
faculty and participating companies: The Industrial
Liaison Office sponsors informal research conferences
conducted by the faculty and staff for member com-

panies, publishes an annual Directory of Current

- Bgigglgﬁ ‘and presents a series of formal Sympbsia
(12-18 per year)-and seminars (6-8 per year). The .
former -are mainly held in Cambridge, and the latter
in different cities around the country. The I.L.O. !
also publishes a "Monthly List of fublications" of
selected M.1.T. research articles, reports, etc.,
and provides companies access to the M.I.T. library
system. It also supplies the compan?é? with pre-

] ‘ prints of journal articles and laboratory” technical
reports prepared by the Fatulty, solicits industrial
researchbpapers'and distributes them to interested
faculty members. arranges visits by company represen-
tatives to the Institute, supports visits by members
of the Faculty to. the laboratories and offices of ,
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the participating companies, and in general acts as

a communication link between member companieé and

the M.1:T. staff, The attention of the Industrial
Liaison Office is focused on .the .individual irterests:

_of faculty members and of participating companies
_and iouches on all fields of education and research

represented at. §he Tnstitute.

Faculty and staff members are asked to take an
active part in the Industrial Liaison Program. They
keep in touch with the needs and interests of parti-
cipating companies, or obtain technical information
from them, through the Industrial Liaison Office.
The 1.L.0. activities provide:

a. Contact with advanced industria1 research,

leading to improved teaching material and stimulation
of ideas for thesis topics. Companies upon request .
can often furnish material and information that '
ye excluded.

otherwise wou

climate for intreased industrial
support of sponsored research,

c. Convenient channels for faculty members to
increase their Services in industry through consul-

tation and mutual exchange of information.

d. A-desirable framework for visits by Institute
faculty staff members to industrial laboratories and

. \
plants. .
-/‘“
162
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e. Improved opportunities for effective placement
of graduates through better mutual knowledge of
personnel and facilities.

o
-

A Revenue Sharing Planhas®peen initiated in the
Industrial Liaison Program through which 10 percent
of the revenue received is distributed among the
M.[.T. faculty and staff, who participate in thé )
activities of the'lIndustrial Liaison Program. The =
funds macde available on this basis are not income to
the individual but are intended for support of his .
or her professional work. ‘

. The Facu1fy Committee on »Industrial Liaison serves

as an advisory group to the administration and the
Industrial Liaison Office on..the Industrial Liaison
Program and gives representa%ion@fﬁ the faculty on
policy matters. '

M.1.T. ASSOCIATES PROGRAM

ERIC
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. a
The M.I.T. Associates Program was established in .
1961 to facilitate an exchange hetween the Institute
and a ‘selected group of business and industrial
firms. The Program a1sb provides an appropriate
means for those business concerns tavgran% unrestric-

. ted support to -the Institute on a continuous basis.
R

New growth companies. and large, well-established
firms with a limited commitment to basic research
technology are the principal organizations served
under the Program. Many, though not all, of tfe
}pérticipants are located in New England.

~
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Through the- Associates Program, the Institute
expresses its recognition of the e¢rucial role of dhe -

. smaller, research-hased compaﬁy infthe economic
growth of industrialized breas'throughout the country.
As a private’institution thartered in Massachusetts, ’
M.I.T. feels a spec£31 responsibility to contribute
to the scientific an technological development of
the community in which it resides. It also recog- '
_nizes the desire of many new enterprises to play an
active role in the professionai 1ife of the Institute
and the stimulus of an organized means of conmunipa-.
tiom with such companiés to M.I.T.'s educational and
research program. ! '
. . . .
The primary resource of the Program is an exchange
“between qepresentatives of the participatinq compan-
fes and the Institute's faculty and research staff.
'This levél of interaction can extend into other

levels+of consultation and research as required on

an individual basts. . .

. The Program gpongors a series of round tabie lunch-

- eons for participating firms which are chaired by a -
faculty member and are administef// by the Program's .
staff.

* V’ . '
3 Member companies are kept informed on research

' under way at the Institute bearing on their fields

of interest and receive assistance in obtaining

information” and expert counsel in peripheral fields.

The ‘participants are! granted use of the M.I.T.

library system, are notified of all seminars and
* other M.I.T. technical and edocationai eyents open |

to the public, and, in general, are enEvuraqed to “

.
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u%g the M.I1.7. Associates 0ff1ce for a1d in. the1r
. re]atlons %1th the Institute . -

A Revenue Sharing Plan s1m7}ar to that described for o
L the- Rndustria] L1a1son Program is available to the .
. .facu1ty and staff members wha . part1c1pate 1n the

Assoc1ates Programﬁ“

'!\
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5.00_ INSTITUTE FACILITIES AND,SERVICES N e

\

. ' R O
5.00.1 _- OFFICE OF ADMINISTRATIVE INFORMATION SYSTEMS ° ) )

The Office of AdminjStrative Information Systems is
a.central resuur%e group responsible for planning .
< \ and directing the analysis énd'deve]opment of manage-
ment information systems.for all administrative
units of the Ynstitute, as well as.for producing:
timely and accurate reports -from systeéﬁ which’ - L
uti]fzé'the 0.A.11S. computer,faci1ny. These two
tasks are to be accomplished within an environment
which establishes and enforces Institute standards
\ foridocumentation, programming, and compatible.data ,
' : files. Rarticular emphasis is given Eo the develop-

ment of an iptegrated plan for the.use of information
at the Institute, .to the relation betvieen specific
systems and that plan, and to the maintenance of the
confidentia]{ty of inforﬁation. Oggratiqnal services
are billed to client offices while design and devel-
opment are financed centrdlly by the Institute. -
5.00.2 ATHLETIC FACILITIES L. - R

N ’

7’ The extensive athletic facilities of-the Institute
are avai e to employees at _those times not,con- ' ¥
f]icginé}fﬁth student reqﬁ?:;;j;%gj An athletic
card, which .also authorizes members of the purchaser's'

2R ‘ ° o

S

L

-
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° 5.00.3

.immediate family, is required for access to most
facilities. - ’

5.00.4

AUDIO-VISUAL OFFICE -

[\ -
The Audlo Visual Office-has the: following types of
equipment available for classroom teach1ng\ sem1nars,
and thesis presentaglons public address aid related
audio components, movié and s11de prOJectors, and -
other audip and prOJect1on aids.: '

i,
S

. "
P

<
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_ahd enforcement of traffic and park1ng for the
“entire Institate - commun1ty of facu1ty, staff JStu-

1(64-, L i81
PO |

CAMPUS PATROL - ' .»\*“’/j'

The Campus Patrol has, as its continuous mission,
'responSibi1ity,to provide ‘for the safiety and welfare
of students, facu]ty,‘staff,'employees, and visitors
seven days a week, twentysxfour hdurs a,day.

“In. addition, thq_patroh,continues to'provide the
many services. for wh1ch it is uniquely qua11f1ed by
reasons both of traTn1n

ﬂnd its twenty four hour, o

seven~day- a week operat?o Such services 1nc1ude

.responding to med1ca1 eméfgencies with attendant
emergency ambu1ahce sergice, a&mdents, f&js, LT
Jockouts, night escort [service, and lost a found;f:‘

:to mention 4 few. <The Patrol is responsible for . ‘

‘mUCh of th%wadm1n1strat1on and all of the d1rect1on

dents, and visitors, The Patrol éngages in. crime
prevention programs -such as "Operation Ident]f]cat]on
for Rersonal property, "Bo1t Down'™ for Instit
equ1pmenQ* and tp'e constant pub11cat1on of \‘

.
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5.00.5

u»-l . | 3 .

) - . ) .o - .
informativee.warning bulletins to keep the community

informed and alert, to meet the challenges of our
open campus. ’

At the Institute to reach.the Patrol in an emergency,

~dial 100, from outside, 253-2996 or 253-2997.

CAREER PLANNING AND PLACEMENT, OFFICE

)

) [ N : . . N .
"The Career Planning and Placement Vffice, with the\

assistance of department;p1acemfnt advisers, has .
primary ‘responsibility for assisting both bachelor's

~and advanced degree candidates with their career
plans.. This aid includes arranging interviews with

representatives of industry‘and'government: counsel-

ing students on their choice of jobs, graduate

schoo]s, and fe]]owsh1p awards, and exploring foreign

Work and stidy opportun]t]es i -
In addition, the Career Planning and Placement

Office operatés an alumni placement service, the
purpose ‘of which is to~ he1p alumni secure pos1t1ons
for wh1ch they are part1cu1ar1y suited and to aid
employers i selectineg 1nd1v1dua1s for jobs requiring
professional education in engineering, science,,or ¢
management At any point in tjme, @ large number of
open1ngs are listed with th1s }erv1ce by companies,

research 1nst1tutes, and government agenc1€s
1

~

The Career P]ann1ng and P1acement Office can fre- .
QUently assist staff members in answering personne1

1nqumr1esz_ However, most recom@endat1ons for teach-’
ing positions aré jade by the departments. The
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off1ce comp11es detailed stat1st1cs on the career
p1ans and emp1oyment status of graduating- students.
o g

5.00.6 - CHILD CARE OFFICE_

The M.I.T. Child Care Office sBrves as the focus for
*“issues related to child care and iS'Svai]ab]e»to all
members of .the M.I1.T. community, especially those
who need aSsistance in 1ocafing suitable care for
their children. . )

. k = ) a ‘
The office both coordinates on-campus programs (a

.

nursery schopl and a day care center operated by
. " Technology Children's Center, Inc., a private,.not-
' . for-Hrofit corporat1on) dnd also operates a Fam11y
Day Care Program with licefised homes bdth on and off

>~ ’ campus. -Information is available on other programs
in Cambridge and in nearby communities for those who
cannot be accommodated in these programs. ‘
. ) \
Part of the process of f1nd1ng ‘suitable child care
is-to understang what suitable child care means.
A . Since there is no one objective definition of su1t-
. able child care, parents must dec1de th1s for them~-
selves. To assist parents in making this decision,
- © the Child Care Office maintains a’ Tibrary of publi-
cations on related subjects. Tﬂése are\Made avail- I
_ -able to parents upon requesté In addition, the °
N : Staff is available to discugs’any related issues
with parents either individually or as a group.

ATl inqugries concerning any aspect gf child care . .
\, should be*directed to the Child Care Office

R
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5.00.7 CREDIT UNION

Membership in the M.I.T. Eﬁp]oyees Federal Credit
Union is available to all M.I.T. eﬁp]oyees. Savings
accounts, including a payrolT deduction plan, and
individual loans may be arranged.

' o ﬁb
5.00.8 DAY CAMP - : . ’ . '

»

The Athletic Department operates a day camp for
eight weeks ¢uring the summer. It is open to chil-~
v dren of students, staff, and employees fdr a fee for
“ages six thfough fourteen. _The program includes a
wide variety of athletic and craft activities. - ° . -

5.00.9  M.I.T. DEVELOPMENT FOUNDATION
The M.I.T. Development Foundation was organized to
stimulate and encourage the technology transfer '
~process and to develop a better understanding of- the
- mechanisms whereby science and technology may be

applied in the public sector.

The Foundation is prepéredfto'assist members of the -
M.I.T. commurity and others in the commercialization
of new products, processes, techniqugs: or technol-

y ‘ ogy. The Foundation can assist in the development
of market information, corporate strategy and organi-
zation, and business plans, and can provide advice
on sources of venture capital, management and techni-

"cal talent, and current trends in the financing

new businesses and in the regulatory éﬁvironment., i |

#
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5.00.10 . ENDPICOTT HOUSE

Endicott House, a large residence in Suburban Dedham,v
Massachusetts, is operated by M.I.T. primarily as a
resident conference facility; it houses up to 31
people in double and single rooms and has comfor-
. o table dining and ‘conference faci1it4es Though -
- regident groupkwﬁke given priority, arrangements may
‘ be made for other/conferences and meetings for
educationa1 and .professional groups of up to 100 - .
..people working~ 1# the public interest, whether or
not sponsored by M, I.T, For examp1e. the groups
m1ght include comm1ttees {when faculty members are
involved), department teas and seminar's, and meetings
of the M. 1, T Matrons The house is not available
for pure1y soc1a1 gatherings sponsored by individual
‘ staff members.

Thes house and groﬁnds are.not open to the public, or
to individual, members of the M.I.T. community,
without prior reservation. -Group reservations for
 the usé'of the house must be made through the. Endi-
cott House office, 326-5151, , 4

5.00:11 FACULTY CLUB
Al

*A11 faculty, siaff. and exempt personne1"L? m.1.T.
and members of thé Quarter Century Club are eligi- .
- ble, withth payment of dues, for membership in the
. Faculty €lub. Lunch is served from .12:00 noon to
2:00 p.m"--dinner from 5.:30 p.m. to 8:00 p.m. A bar
and comfortable lounge  are avai]ab1e.as well as
.. private dining and meet1ng rooms for bus1ness or
relaxation. ‘ , : \
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5.00.12 - FINANCIAL SEBVICES : To. ,

Personal checks up to a limit of $100 may be cashed
by members of the M.1.T. staff for a small fee with
s the required Institute identification card at the

’ Cashier's Office, located 1n.Buidd1ng 10-180, between
9:00 a.m. and 3:00 p.m., Mondéy through Friday.
Staff members may arrange with the Payrdll Office to
have- their salary checks deposited in their personal
checking accounts. _Payment of bills, purchase of .
traveler's checks, and pickup of payroll chegks may

also be trgnsacted in the Cashier's Office.
. | A A -
5.00.13 FURNITURE EXCRANGE . v,

v

-
.

The Technology Matrong ope;pte'the Furniture Echﬁhge

on a volunteer basis to assist students and short-

term visitors requiring furniture dt minimim expense.
The inventory consists of Both donated and rep;r- .

chssed items; tax dedugtible.donations are welcomg.
T _ The Exchange is located at 25 Windsor Street and is : i
\;/// i’ genhra]]y open for business Tuesdays and Thursdays
from 10:00 a.m. unti1_ 2:00 p.m. , Appointments may .

be made by ¢adling extension 3-4293. - . o

5.00.14 GRARHIC ARTS SERVICE ya
. - v ‘ 7 2
' The Graphic A;ts Service includes the~fo]16h1ng // .
specialized operations to fulfill faculty, staff,
and student requirements for‘photographié, mailing,
typesetting, drafting, illustBation, and reproduc-
tion work: ,-’ : ) f




Y
’ .

The Illustration Department: Equipped to prepare

‘ " creative designs, photographic typesetting, schematic
diagrams, renderings, exploded views, graphs; and
~ ‘charts for'thesegn reports, and publications.

’

The Photographic Department: .Offers aécomplete

illustration and portrait studie, professional
photographers who are available fo”take photograpth
~at locations throughout tge campus ‘and elsewhere!
and complete darkroom‘facilitjes? including equipment
for making s]ides.'photographic ¢opies, prints, and
. enlargements (including photomurals). Ineadditidn,
there is equipwent for ph6tostat and ozalid

. . reproduction . , R )

. ~ ] . - ‘ o

The Quick Copy Centers: Located a2t Buildings 3-003,
R} .

. » 1-252 2-217, and E52-032, they give for less come
-~

p]icateﬂ jobs, the faster service that the Offset

Print\ng Department is unaBle to provide Xerox
machwnes and Addressoqraph Multigraph 2650 Systems
. are usedyto print from one to two hundred copies, on
one or two sides of a sheet. A limitedmﬂinishing
%» —~ .service is avzdlable: QpaQers may be collated and
stapled if desired. Punched paper,is available.
Sheet sizes up to J4" x 17" may be reproduced from
oriq1na1 copy and reductions of orig1na15 are also
available, A machine capable of copying the full
“ range of colors is also available at the 3-003
Tocation. '
. . ’ -~ °
The Offset Printing Departmenf: " Provides offset and

photo direct printing of all types, as well as
complete bindery agd finishing service for brochures,

E 173, B ; ]_87 . : '
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pamphlets, posters, class notes, theses, and lab

: reports, to name a few.

Phota direct'usua11y picks up where Quick Copy ends
or cannot prodhce%%he‘desired'qua1jty or quantity.
Average photo direct printing-orders fall into the
100 ¢0 1,500 copy bracket, one or two-sided printing,
by any number of pages when camera-ready. copy of ’
line quality is furn1shed .

-~‘Photo offset is in essence 11m{t1ess*as'tb the type.
of original that can be printed and is the finest
quality of printing offered in any quantities,

Where photo direct has—b{ndﬂng 11m1tat10ns, photo
offset has no limitations as to binding requirements.

The Mail Service: Provides the facilities for -
addressing envelobes, brochures, etc., wia pressure _

sensitive lapels, heat transfer tapes, Cheshire
label® and E11%0tt address plates. Sorting according
to zip codes, hand tnserting and. high- -5 peed mdchine
1nsert1ng for #10N3gnd 9 x 12 s1ze enveTopes, sea]ing,'
meter1ng, tying and bagging, and truckipg to the

Post QOffice; can be handled by this department,. In
additjon, the Graphic Arts Mail Service°1s also ..,
equipged to creafe maiﬁhng 1ists on Elliott Stencils
“from a:e customer's list. These‘1ists may be kept

at Mail Service or by the customer’ and sent to the
Mail Service when enve1opes, cards,’ etc., are heeded.

> - . a .
- .

i N
o

HOUSING OFFICE--DFF-CAMPUS HOUSING SERVICE w0 .

w . =
» ., . "
4 0 . 'u

The. Houstng Office maintqins off campus 1ist1ngs of

.

rooms, apartments, and houses for rent. Information

174




5.00.16_

5.00.17

ERIC -

Aruitoxt provided by Eic:

-

.

is also available concerning leases, temporary
accommodations, public transportation and Greater

Boston Area maps, renting and buying furniture, and
other housing-velated is;ues. Information is avai]gb]é‘
about §pecia1 programs and resources for short-term T
furnished accommpdations. The Housing Office

“should be con§1dered as the best resource to find

answers to any housing-yelated questions.

»
.

INFORMATION PROCESSING CENTER

.

The Informatiormr Proceésing Center pruyides the
M.I.T. commun#ty 'withsa broad spectrum of general
purpose computer services on a tost-recovery basis. -
These services include high-perfbrmahce job-stream
processing, remote joh-entry,. iﬁtéractjve'time;
sharing, proqrqmmingwassistance. and documéﬁtation.
Any member, of the M,I1.T. community needing detailed
informatian about the services provided or about

their use angd application shouid contast the director.

INSTITUTmMA_T_LQ_N;iEBVlCES

Institute Information Services is compgsed of the
Campus Information Center, the Office of Design
Services, the News Office, and the Registry of
Guestsr and is responsible for't@e publication of
the M.I.7. Bulletin. -

The Campus Information Center.offers 'general infor-

¢ .
_mation about the Institute for the M.I.T. community

and forsvisitors .to the campus. = .
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The Office ot Design Services provides graphic
design, production, and editorial services for
Tnstitute publications. c /{

’

s

The News Office is a center for internal and external
dissemination of information relating to education 3

“and research developments and to activities of the v

M.1.T. community: The News Office publishes the
official campus newspaper, Tech Talk, as well as the
M.1.T. Observer and Reports on Research. The Direc-
tor and staff of the News Office prdvide liaison
with all public media and with student and alumni
publications. Members of the Institute faculty,
staff, and student body are urged to keep this

office informed of activities and+to seek counsel
and assistance in matters relating to public

information. R
The Registry of Guests provides information and
coordinates arrangements for internationai visitors
to M.1.T. The off1ce arranges appointments for and
receives short-term foreign visitors to the Institute.
The Registry also assists foreign staff and facultye
members who have been tendered formal appointments . i
to M.1.T. with visas and other related matters. ‘
Requests for visa assistance shouid be accompanied

by fuii information concerning ‘such appointments

In addition, the Office provides liaison for the

Committee on Commencement, and'secures delegates to,
represent the Institute at academic functions at . .

other institutions.
w

. Y
Th'e Editorial Manager of the M.I.T. Bulletin coordin-

ates the design,,editing, and production of various

.
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R issues of the M.I.T. Bulletin, the General Catalogie, 4y
Courses and Degree Programs, and  the Report of the  «
President and the Chancellor.
5.00.18  LIBRARIES s )
. ' i )
Y]

ERIC

Aruitoxt provided by Eic:

. Supporting both the Eeachﬁng_aqd research activities
" at the Instityte are the M.I.T. libraries, with
,holdings in excess of one and one-half mif]ion

_gﬁhéoT’libraries with several branches and reading
rooms: the Rotch Library of Architecture amUPPIan-

volumes. Over 17,000 current journals and serials

and extecsive back'files provide comprehensive

resources in all major fields. . These &re enriched

by nymerous specia] co]]ect1ons, 1ncluding microfiche,

's1id s, and maps. ‘ ’ )
. . P

The library system, with?headquarters in the Charles

Hayden Memorial Library Building, ingludes the five *

nihg; the Dewey Library (economics, 1ndustr1a1

management, industrial relations, and po]itica] : |

science); the Barker Engineering Library (with a

separate Aeronautics and Astronaut1cs Library and

Von H1ppe1‘Read1ng Rqozéfor materials sciencet; the
a

Humanities Library (wi a fusic Library and
Reserve Book Room); the Science Library (with the
Lindgren Library for the earth and planetary sciences ’

ra
and Chemistry Reading Rgom). the Student Center “~\
Library; the Institute Archibes; and-Rare Books. .

‘A1l of the;services offered by a fine resedrch

library are available: reference and 1nformatibn.
1nter11bn3ry loans, complete photocopying facilities,

retrieval from machine-readable data bases. ~ The <
r
177 ~ . .




TM.LLT. libraries are open to the students. faculty,
staff, and emptoyees of tne lnstitute and their
.immediate families, and to those individuals outside
the.academic community who have made specﬁa]
arrangements to use them. Mbibers of the M.I.T.
community use their M.1.T. identification card for
“admission to the libraries and for*borrowing privi-
leges.., Others wishing to use .the facjlities may

" apply to the Associate Dtrector.for Libnary-Services.‘|
Room 145-216, for a kbrary privilege card. k

»

The Executive Committee of the Corporation by vote

on May 15, 1933, established a policy making the
‘serv}ces of the Institute's imedical staff agd the

facilities of the Homberq Memorial lnfirmﬁry avai]- "

able to students, facufty, staff, and employees of

.the Institute. 1In 1963 the Institute extended- the

services of the Medical Department to include

spousgs ‘of students, and 1n 1973 iteinitiated, the

M.1. T Health Plan making comprehensive hea]th

services available to employees and their famih’%s

on a contfact'basis.

The services of the Medical Department are available

to faculty, staff, and employees holding an Institute,

identification card. ‘fThere is no charge for viéﬁ{s,

to the medical or surgica] c11n1cs. however, Tharges

are made for consultations with specia]ists. labora-

tory studies, Eurgica] procedures. electrocardiograms,
) and X-rays. l};titute pE}sonneL‘may be' admitted to

{

’

the Iﬁfi?mary or care. " The Medical Departﬁent will

a
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N .
cooperate in every way possible with the pr1vate\
-.phySlclanS of Insl1tute personne1

The Medical- Department is open Monday through Fr1day
from 8:30 a.m. to. 5:00 p. m EXcept for emergenc1es,
'a11 pat1ents are seefi by appo1ntment, which may be

- : grranged at the reception desk, .on the first floor of

. N
Emefgency Medica] Care: » When the’Medica1 Deyartment
is cﬁosed, emergency.care may be obtained in the
Inf1rmary, wh1ch is at 350 Memor1a1 Drive between
McCorm1ck Hall and Baker HouSe., The entrance to the
.Inf1rmary‘1s from Amherst Street. '

.. S Y , ¥
.% In case 'of medical emergency on campus, help Should

be summoned by d1a11ng extension 100 which connects

/ directly to the Campus Patrol, whose off1cer on duty
will dispatch an ambulance to take the patient to
-the Medical Department or to a hospital. A phys1c1an
will not be sent.to the scene of an acc1dent since
this may-delay the transpdrtation of the pat1ent to
a facility properly equ1pped to cope w1th the'
medical’ problem,

. . . '

) Environmental Medical Service: " The Environmental r
Medical Service, a unit of the Medical Department,
is supervised by a physician who is a‘specialist in
environmental health. Several health physicists and

inJustria] hygiene” engineers, members of the staff,

devote. the1r Ski11s to the protect1on of. the Inst1- .

tute commun1ty from radiation and tex1c hazards

A1l members of the Institute should fegl free to

consult with the Environmental Medical Service if
. : R

Cn . . .

—- S
-
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* they are concerned about the safety of'operatjons
involving potential %toxic or radiation exposure. A
! member of the Environmertal Medical Service is’
ayai1ab1e any time of the day or night for assis-’
i v . tance in emergencies and can be reached through the
. - Institule’te\éphone operator, -
- ' ¢ ) ; ‘ )
_ 0ffice of Social Work Service: As an adjunct to the
-+ . Medical Department, the Institute maiptains an
0ff1ce of Soc1a1 Work Service for consu1tat1on and

referra] A‘wlde Tist of ava11ab1e family services
is. ma1nta1ned by this office.

M.I.T. Health Plan: Available as. an alternative to

the Inst1tute s Blue Cross/Blut Sh1e1d health 1nSur-

ance at on1y marginally higher cost, the M.T.T.

Health P1an offers prepaid comprehensive health care

to those emp]oyed at the Institute and the1r families

‘see Sectlon 2.82.2). , - .
5.00.20 MfI.T. PRESS - )

S1nce the M.I.T. Press became a who11y independent
Aun1vers1ty pub11sh1ng organization in’ 1962, it has

. grown to the point’ that it is now one of the largest

' “scholarly publishers in the Un?}ed States. “Over

i 1,000 books have been published under the M.I.T,

imprint since the Press was founded in 1933. At the N
present time approximately 90 new books are issued®
ﬁby the Preds each year--most of them original hard-
cover editions but including a s1gn1f1cant number of
imports and paperbacks as well.

.

N
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Ihe Press consists of five opﬁrating departments:

, editorial acquisiftions; text editing, medla (design

and broductjoﬁ); arketing, and f1nanc1a1 (including
order processing, actounts receivable, and account-
ing). The Director of theégress is respon51b1e to.
the offlce of the President and the Chance]]or
Editorial and management boards consisting of faculty

~and officers of the Institute Ydvise the Press on

po1icy and. operationss The editoria] board, in
particu]ar, is charged with adm1n15ter1ng the .
{mprlnt of the Press; book prOJects must be accepted-
py the board before they are published by the Press.

The M.1.T. Press is a principal agency for the

_execution of the Institute's responsibility to téach

not only a residential student body but the world at

large. The Press has worldwide di!tributioﬁ,.through
its United Klngdom subsidiary and by other means;

its books. and other educat1ona1 mater1a1s bearing

.its 1mpr1nt convey to a broad audience of Scholars

a- sense of the quality of the Institute and its
concern with learning. Books pub]lshed by the Press
have won many awards, including the National Book
Award and a wide varlety of citations for graphic
excellence,

4

In general, the rénge of publication parallels the
range of the Institute’'s th interests.' Science and
technology are central areas of concent}ation. In
addition, architecture and uftan planning, critical
current 1ssue§, environmental studies, Tinguistics

and information science are among the areass character-
ized by é notable depth of coverage in recent Press
115ts. The Press has a special interest in

'




manuscripts originating af the Instjtdte-itse1f; -
among its authors, however, are members of faculties
of many other universit1es in the Unijted States and
- -abroad. - e . ) *
"Facilities: The headquarters of the Press’are
. located at 28.Carleton Street, Cambrigge. Massachu;
' setts 02142. Its warehousing facilities arevin
- " . Lawrence, Massachusetts. : ' T
The Press maintains a professional staff éqyipped'td
'provide manuscript apprajsal-and editing and full
i > graphic des1gn and production {(the latter by subcon-
tract 'to a wide variety of composi\ors. printers, .
and binders).  Its marketing effort includes direct
mail, space adyertising. and direct_sales actiivities,
so managed as to create qccess to a large gengral .
augiéhce ﬁor those books appropriate for that reader-
ship as well as awareness wityin the specific group
of scholars to which i_gpnograph may be directed.

. N .
L

The Press seeks most of all to serve its owq commun-
ity. Inquiries régarding publicatian are welcome

. ' Catalogues of books in print are aw;i1ab1e ow'request.

] - e
5.00.21 - PARKING , ) ’ )

Limited parking space is available for faculty,
staff,  and employees in designated parking facilities
. on the campus. ‘These facilities are controlled by
‘ the issuance of windshield stickérs on_a yearly
¢  basis through the individual departments. L

182
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Since parking space‘is insufficient fer all members
of the community and because environmental regula-
tions emphasize the neqd to utilize commuting modes
other than the single - occupant motor vehicie, the ,
Institute;tommittee:on Parking has developed guide-
lines for permit allocations which stress the need.
to minimize parking. Alternative transportation’
modes such as carpooling and public transportation

are encouraged. . : ‘

a .

ERIC

.- Personnel policies for nonacademic personnel are

representation from the admini%tration, the faculty,

throughout the Institute. Its functions include

PERSONNEL OFFICE . ] K4

. ) -

adopted by the administration on recommendation of
the Per¢onnel Policy Committee, which includes _ P

and sponsored research activities. The Personnel
Office is responsible for communication, interpreta-
tion, and overall administration of these policies .

-

“ employment, wage and salary administration, union

relations, the administratign of benefits, advice .
and assistance in personnel matters both to, employees
and to supervisors, and programs of personnel deyel-

-

opment and training. A

A1l actions affecting the employment status of . ‘

nonacademic personnel are processed tnrqugh the »

-

Personnel Office, incidding new hires, promotions, T
rxagsfers,'changes in pay or hours, leaves-of absence,

and terminations. At the Lincoln Laboratory such -
actions are processed’ through the Rggsonnei 0ffise
maihtained at that faci]ity

)
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2 "+ New members of tﬁe faculty and campus staff are
asked to«gisit the Benefits Section &C the Office of,
Personnel Relations when they are first appointed to ) R

;‘ « become acquainted with the Institute's various

plans. ‘New members of the Lincoln Labogatory staff-
should contact the Benefits Section 6f‘the_Personnef
. . QOffice at that facility. destio;s about benefits™. \
B and related matters'may,'ofwcoursé, be brought to »

I

these offices at amy other time as well, i

- -

|

|

|
- |
benefit plans, and the options available under these :

. 4 -
A memb2¥/of the facu]ty'or staff who is responsible
for the supervision of emp]oyees/ds also urged to’ ' “n
* ¢ ‘beconme familiar with the Institute's policies and.

précedures relatirg to such matters as wages, hours

+of work, prémotiﬂns,.transfers, leaves of‘absence;

vacations and other paid leaves, ;ttendance‘require-

ments,'and g;ievance procedures? Each department is

assigned a Personnel Officer from the M.I.T. Per-

96::21 Office who is availdble for advice and consul- .

tation to supervisors at any time. . ’ ) . |

.

5.00.23  PHYSICAL pLAwgl_, : . . '

’

The Physical Plant Department is responsible for the
N operation and maintenance of all M.I.T. buildings
‘ and grounds; excluding the dormitory system, whith
is serviced on a limiteds basis. It supervises the
construction of all new buildings as well as* thg - .
. altefration and renovation of existiﬁg facilities.
— The Departﬁent provides a variety of services to
assist members of the M.I.T. community in the
development and ‘'maintenance of-space and equipment o
as well as providing normal'aﬁd emergency repair

.
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services as needed. [In, addition, it has responsibil-

ity for the purthase and distribution of utilities
throughout the campu§ as well 55 overa]]bresﬁonsibil-
ity for telephone services, including the dormitor}
qhone systemtahd data communications,

.

.

Requests for ilding repairs :nd emergency éervice
should be directed to the Work Control Center,
Information concerning space alterations and related
~— cost estsmates, gor the installation of equipment and
utilities, may be obtained from the Office of the
_ Superintendent for Engineering and Construction.
Inquiries Foncerning maiL de]ivgry. cleaning, truck-
" ing, moving, and similar services should be directed -
) " to the Office of the Superintendent _for Support h
Services. Questions conc@Fning any aspect of tele-
\\phone service should be directed to the'Office of
the Superintendent of Té}ecommunicationk.

-

. : , . | \
5.00.28_ PLANNING OFFICE ‘ ‘

»

The M.I.T. Planning Office 1;\responsib1e for the

’ preparation and maintenance of the Institute's long-
*range plan for campus gevelopment, the programming
and planning of the Institute's new facilities, and
the preparation of planning studies on the utiliza-

tion and allocation of thé Institute's existing
space resources. It additionally maintains the
system collecting information concerning all of the
'Ihstitute's physical facilities, and maintains
tdéhnical liaison with both public d4d quasi-public
agencies whose operations influence the Ins;itgte's
physical development. In conjunction with these
responsi%i]ities. the iBstitute's"P]anning Office

X
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staff carries out a wide range of studies for the

whole M.1.T.

standing and special-
@ . .

community as well as for a number of
committee§.

PREPROFESSIONAL ADVISING AND EDUCATION OFFICE

. Lt ’ .
The Preprofessional A vising'and Education Office
serves students interested in the fields of medicine
a&d;he&ﬁth-re1aied fields, law, public administration,
V The,Office
supports three faculty-studént committées--the
Committee on Preprofessional Advising and Education, =3 °
the Premedical Advisory Council, and the Prelaw
Council,. The Committee on Preprpfessional 3
and Education publishes a Premedical Hand- -
bbok for M.1.T. Students and a Handbook for M.I.T.
Students lnte;ested in Law. Seminars sponsored by
the Office- provide a means for the student to decide *

education, and/or related careers.

Qdyiéory
Advising

whether a.career in a certain field is appropriate
for him or her.  The Office serves as host to repre- °
sentatives from medical and law schoqls who speak to
students about theAr particular programs.

’ . B . .
The 0ffi%e compiles statistics on the students who, S
apply to medical.and law schools. These include '
tables which indicate where the students applied,
where they were admitted, and their, department
affiliation. _ : .

PURCHASING OFFICE , ﬁ;? "

ERIC
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A1l materials, supplies, repairs, maintenance, ‘'° ‘ 1

a1teration§. and equipment,
ving the planning and building of structures or,

except contracts invol-
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/ additions or giterations affecting the building ' )
structure or utilities. are procured through one of

s i the established 'services of the Institute {such as 11[

’ © | the Office of Laboratory Supplies, Graphic Arts -

| Services, and the.Physical Plant, or through an
R " authorized purchasing agency). The requirements.of

<,j academijc and administrative departments apd of 3
e . research . projects located within the academic depart- -

. ments are handled through the General Purchasing
' [/ Office. ,Certain research#laboratories with special '

{ " technical requirements have separate purchasing

agqncies A booklet on Purchasing Policy and
Procedures is avaiiabie from the Office of the
@irector of Purchasing .
| - ’
4 The Office of Laboratory Supplies, which is under
l the jurisdiction of the Director of Purchasing, has
' an extensive inventory of 1aboratory apparatus and
X ; supplies. electronic companents, chemicals, office
) suppiies. and office furniture. In fhis stock wiltl
.be found most of'the items in comman use throughout
“the Instjitute, CompreSSed gases and office supplies

4

P
(TN -

N « o are de]ivered thrnughout the main buiidings

. ) Cataiogues of " the offit@ suppiies. 1aboratory supp-

’ ) lies, and e1ectr5nic components in stock are avail-

'abig from the OffJge of. -Laboratory Suppiies. T ,
AY R ‘.,\ , ‘ -

5.00.27 /SAFE[Y OFFICE & ' -

- M

I's : .

| . whiie primary responsibiiity for the safety of .
students, faculty, staff emp1oyees. and ‘guests
rests with the departments a‘i their s.upervizory

personnei, the Institute provides“%he servicés of
. ¢ N i ’ ’

ERIC : N .
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the Safety Office.in connection with brob]ems of

AN .
personal dafety and public safety.

The Safef§'0ffice evaluates and implements safety
policies and reviews new and existing equipmént and
gperating practices to mifiimize hazards £0 the )
v Institute community and visitors. It conducts
accident ifvestigations, suggests, remedial meaSures.
and administers accident reportinq procedures.« The
Safety Office pub11;hes the M.1.T. Accident Preven-
tiop Guide, a-handbook of safety policies and pro- .

cedures. Copies are available on request. A waste

chemical disposal service is available for poten-
> ttally ha;ardgus’chemicais. Training and assistance
. Lodin conducting special accident prevention programs

» . . ..

are availahle as required. - - _

In qddition. the lnstiiuteis Safety Committee angd
* the Laboratory-Hazards, Radiation Protection, and
Réactor\§afeguards Committees meet periodically to *
an '

ﬁ‘TEViEW promulgate safety policies.-
) , “ ? . * e )
5.00.28 SUMMER SESSION OFFICE ) .

e ' ? N . }
’ The Summgr Session Office is primarily concerned
. *with the deve10pment and management of a series of .
» one and two week” Spec1a1 Summer Programs. These
Programs are intensive courses’ for professiona]bmen )
and women to keep pace with deve1opments in their :
fig1ds They are deve]oped 1n collaboration with

faculty and department heads.

I
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The Office a]so assists with the coordination of on-:.

profes- (

campus activitjes during the summer, e.g.
sional conferences and symposia
5.00.29 TALBOT WOUSE . - + . )
- ¥ {‘. .
. Talbog House is a unique M.I°T. facility located in
. South Pomfret, Vermont. A two-story colonijal style
house, Taﬂb&t House 1is pr1mar1y a retreat center for

student groups although any M.I.T.

group may apply

to use the facility.

A1§hough many groups use

Talbo® House so1e1y for social/r

E

O

IC

| A ruText provided by Eric
\

ecyeational activi-
ties, other groups use Talbot Hoyse for program
planning and for academic purposes.

. Visiting groups are provided with home-cooked meals

and linen. To keep prices as low as possible guests
sharg in the kitchen chores. Up to 27 people may
s1eep'1n the six bedrooms on the second floor. The
first floor is complete with 11v1ng room and fire-
p]ace. den with piano, dining room, kitchen. and
ski/work room. .
N t

Talbot House 1! administered by the Office of the
Deap for Student Affairs.
assists in the management of this facility.
effort is made to allow as many members of the

.I.T. community as possible to use the house. r
However, the house 1§Jmade available to groups, not,
to individuals,

Every

Groups usué11y visit Talbot House either for a
weekend or for a period'of up to five days during

the week. Applications should be submitted no later
‘ 5 R
© 189
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- » . - , .

thar’; 45 days prior’to the first of the month in_
which the gfoup is applying. Further 1nforma\£10n
< _ may be _ogtained from the Office of the Dean f‘or
" Student Affairs, W20-345, 253-7974. ‘. .

-
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INFORMATION PUBLISHED ELSEWHERE

v

.

t‘(’ .’- o . ‘ o o
EDUCATIONAL P-ROGRAMS AND'INSTRUCTION

Aruitoxt provided by Eic:

the Summer Session. From the In*ormat1on Center.

A o . - ) .
The General Catalogue Issue of the M.I.T. Bulletin,
pub1ished‘annua11y about September t. Contains
descriptive material about the Instltute. about

undergraduate angd graduate educatlona1 opportun1t1es,
and about departhental and 1nterdepartmenta1 activi-
ties. Intended for prospective s%udents and others

_'wanting 1nformat1on-abqut M.ILT. From the Inform-
ation Center.

ﬂThe Courses and Degree Programs Issue of the M I.T.
. Bu11et1n. published annually about August 1.- Con-

tains .informatign on genera1 Institute requ1rements. '
genera] requirements for graduate degrees. inter-
d1sc1p11nary study and research, departmenta] pro-""

- grams and requirements, and descr1pt1ons of subjects.

Intendéd for use by,facu1ty and students at M.I.T.
From the Informat1on Center : Coe

"

-

The Summer SéssionLCa€E1ogue Issue of the M.I.T.

Bulletin, pub]ished annually in February. tomp1ete

information concern1ng academic activities during’

X

‘The Guide to I.A.P. Activities. This catalogue of

activities taking place during the January Indepen-

- dent’ Act1v1t1es”f2riod is pub11shed twice each year.

.
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The first or pre11m1hary 1!5ue appears Just before
Thanksgiving, and th final guide is issued just
before Christmas. °C pies are distributed in the

“lobbies of major cahmpus buildings and can. be

obta1ned from the Information Center
.'ﬁ -

-7 [ . ] . @
The Undergraduate Research Opportunities Program
D1rectorx contains ‘information for’ uﬂdergraduate

‘students for participa fing with M. 1. faculty
.members in a wide rahge, of research and project

act1v1t1es both™on and off campus. From the Inform-

ation Center and the UROR foice, .

l

Undergraduate Semfnar Program. A booklet published

every spring term describing seminars being offered.

Fall term seminars are described in the Freshman
Handbook From the Updergraduate Seminar Office.
Toda!, an interpretive de5cr1pt10n of the
Institpte planned especially for prospect1ve under-
graduate students. From the Admissions Office,

N

The FreshMan Handbook, detailed descr1pt1ons of

first- year subjects, 1ncTud1ng seminars, and of
reg1strat10n and counseling procedures for members
of sthe freshinan class. 'If‘includes information
about res1dence, athletic and extra- curricular
activities. Fronf the Frgshman Adv150{y_Counc11.

”

" The Freshmah Picturebook contains pictures of the

fresgman class. From the Techno]ogy Commun1ty

Association Office. ) i

ot

&




R - i 7
Class Schedules and Typical Cour;e Schedules, ‘? .
. -published prior "to each' term. Froh'the‘Regiétrar's”;_

Office. (_ : o

.

-The Guide to Undergraduates and Faculty Counselors
~This book]et” published by the,Committee on Academ1§
_ Performance every year, is int nded to ‘Ke a summary .
.of informatioh concern1ng ‘the. grad1ng»system, Instn—
';tute requirements, various reg1strat1on proceduﬁn&,-

and other administrative aspects - of M I. T. s including -
.detailed information concern1ng po11c1es and pnged-
ures followed by the C.A.P. " From the Information
Center and the C.A.R. 0ff1ce. : _ L

c

-

The Graduate School Manua1,(the def1n1t1ve statement
of the organization, pol]cles, and procedures appli-
cable to graduate instruction. From the Dean of -the
Graduate Sciool. : .

+
;

i

N .
The De grees Awarded pub]lcét]on contains names of

persons recelvlng various degrees awarded by M.1. T.
Published every::September, February, and June. From
the Registrar's Office.

. ‘ —
The Wellesley-M.I.T. Exchange: Gdide for M.I. T.

" Students, summarizing procedures for part1c1pat1ng
in the program Qn the Ne1Qes1ey campus, published,
December and Aprjil of .each year . From “the Inform=
ation Center. o v

v

¢

6.00.2  MEMBERS OF THE FACULTY AND. ADMINISTRATION,

/ ) *

dPhotographs of faLu1ty End administration, 1972.
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annUBL REPORTS
R ! A,' : ‘ ’ . ) . ) .‘ . ‘
The Report of the President and the Chancellor, to

.7+ the M.I.T. Corporation, first published 1871-72,

pﬁb]ished dnnua11y about November 1. A larger

‘ - laboratories, 1stpub1jshed later in the mont

From K .«
the Information.Center.

-
L

.

! The Report of the Treasurer to the M.I.T/ Corporat1on,
~ published annua11y 1n October A repoVQ of opera- I
‘tions, gifts, plant facilities, and iﬂvestments for,
4 the precegiﬂ@ fiscal year. From the/C
Accounting Office. ) S ‘ : 2

, , ¢ /o
6.00.4 BENEFIT PLANS AND PERSONNEL P@LICIEQ

omptroller's

a

’{ ', -~ The Benef1ts Pngram for Facu]t]/and Staff, a summary . -
o ' of insurance, hea1th serv1ces,/ret1rement plans, and
other staff benefit programs. /From the Benefits
o : " Section of the Office of Persbnne1 Relations.
e e / 5

Magor Medica]ff/;urance, dega11s of the major medical

expense coverage. From the/Benefits Sectlon of the
L ] Office of‘Perspnne],Re1atiqns. v w R "
The Children's Scho1arshid{b1an, a leaflet aesegibinb
the assistance available to members of the facult§; N
and staff with children in co11ege From the Bené-
" fits Section of the 0ffi

A . 7

e of Personnel Relations.

ERIC
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6.00.5

ADMINISTRATIVE POLICIE

)

. .

Purchasing Policy and Procedures, a brief &andbpok
on purchasing- requlations. From)thg Director of

Purchasing. v
) 9 : | .
- } ]

Catalogue of Laboratory Supplies and Electronic

Stockropm Catalogue, price-lists of supplies and
equipment regularly stocked by the Office of Ldbora-
tory Supplies. From the Ofﬁiﬁe%df Laboratory

Supplieso.

. ¢ '
\ - - r » [

- Catalogue of Office Supplies and Fdrniture, price

list of supplies regularly stocked Jy the Office of

Laboratory Suppiies. From the Office of 1aboratory

Supplies. . o 3 ' '
/ . . . “

Petty Cash Policy, instructions for supervisorgtwho

Wwish to‘maintgin a betty.cash account. From the

Comptroller. .

Accident Prevention Guides]. dndbook on safe proced-
ures for handling emidals, machinery, and other
materials. From the Safety “Engineer.

Guide for theVPreparation andemeissiod of Research °

Proposals, a guide prepared byiihe Office of Spon-
*sored Research to assist faculty members in the

preparation of proposals for exterﬁa11y sponsored
research prog?ams and to facilitate the administra-
»

tive' review'and transmittal of such proposals. From

-the Office of Sponsored Programs.

. ~
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. . ) ~ . .
Guide to M.1.T.'s Administrative Offices, aLgui&e to
office procedures at the Institute. From the Office

!

. - )

of Personnel Development.

Travel Expense Policies, policies ahd procedures N

covering reimbursement of travel expenses incurred
in the performance of Inst1&gte bu51ness -From the
Comptroller. . ) . : N

6.00.6 DIRECTORIES . .

. .
‘ These directories are intended for augjewized use by

A N .
Institut? personnel only.. They should not be made& s
available for advertising, placemenﬁ, or other . 2
: commercial use. 5

. Institu:} Telephone+ Directory, office a'g'home (
" telephones and addresses, published 4n
From the Melecommunications Office and

~ S oa

. ’ Room.

492 Student Directory, including the Di
. foreign Students, term addresses and te

ephones, '

home addresses, and class and gourse in ormation,
published in October. From the Informat
. ‘ } ,

The Directory of Foreign,Staff pub11she

. ber. 'From the RegiStry(bf Guests.

ion Center.

in Novem=~

students, published per10d1ca11y From the Alumni

’ Associaﬁl;ﬂ.

exm—

F Y
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PERIOOICAL PUBLICATIONS

Technp1ogy Rev1ew, a national magaglpe of science
and techno]ogy which also serves .as M.I:T. "alumni"
magazine, published e1ght times a year by the M.I.T.

"Alumni Association. . : ~
_ ) .

Tech Ta1k,’qu1ished every week by the.News Office.
The Institute newspaper distributed through, the
Institute mail system, and in the lobbies of major
campus buildings. '

GUIDES

: Y
A Walk around M, I T,, a map, gu1de, &hd d1gest of.
general informatien abOut M.1.T. From the Inform-
ation Center. =

The Guide to the M.I.T. Libraries, a description of
library facilities and how todse them. From the
"Director of Libraries.

«

The Guide for the Handicapggﬁ, a-map, guide, and
digest of general infofmation about M.I1.T. especially
for the physically handicapped. Provided by the
Planning Office and distr1buted by the Information
Office. . -

y . v

. u

The M.I.T. Tacfha] Map, a map of the M.I1.T. campus
- for the non-sighted, fnc1ud1ng a braille dlrectory

“and an audio cassette describing the map's use.
From the Planning Office.

>
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| ) "
% Y You and M.I.T., a handbook o} general information

for new employees in the hourly and biweekly cate-
gories, from the Office of Personnel Relations. :

- L3

" 6.00.9 ‘.? STUDENT LIFE AND ACTIVITIES -

R ' . . M
o HoToggMIT. How To Get Around M.I.T., designed ori- ¢
‘ ginally for uﬁdergraduapes. but useful tb all new

members of the Institute 50mmunity. It provides a
comprehensive introduction to the Boston area, as
well as student life at the Institute. From the
‘Technology Commrnipy Association for a nominal feg. -

- s

} ’ Undergraduate Residence, describing both dormitory
ard fratennity re%idence facilities, intended for .
enteringsundergraduates. Published annually in May.

From the Freshman Advisory Council,. . -
. ¢ [ A -

Graduéte Residence, describing residenCe'fac111t1es
available to graduate students, published annually
in the spring. From the Dean for Student Affairs. .

.

6.00.10_ THE MISTORY OF M.I.T. - :
)

When M.I.T. th Boston Tech, by Samuel C. Prescott.

The Techno]ogy Press, Cambridge, 1954. A history of

M.JI.T. ﬁrom its founding in 1861 through its move to
Cambridge in 1916 by a witness to much of*tﬁ?t . ,
period. . ' .

L

-

Technology's war Record, edited py‘dohn H. Ruckman.

Murray Printing Cowpan;. Cambridge, 1920. —The
contribution made by the Institute, its staff, its o
former students, and its undergraduates to the cause

.

N ‘ . 198 . : Ca
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- . N .
-of the United States and the Allied Powers in World"
War 1. : * e .

L

Q.E.D.: M.1.T. tn World War?Bl, by John H. Burchard,
Techno1ogy Press, Cambridge, 1948.- - A& history of the #
contributions to the allied effort. ' :

v

N

.- -~ . .
‘Mid-Century: The Social Implications of Scientific
Progress, by John E. Burchard. The Technology Presm
and. John Wiley & Sons,.Inc., New York, 1950. A

vgrbatim account of M.1.T.'s great Mid-Century -
Convocation, March 31, April 1, and April 2, 1949,
. / ~

M.1.T. Sthool-of Architecture and Planning 1861-1961:
A Chronicle, by taroline Shillaber. [assachusetts
Institute of TechnoTogy. Cambriaqe. 1963. Profusé1y ,
#1lustratyd history of the first schoo] of prchitéct-
ure in thid~country. )

14

History 6f the Lowell Institute School, by Charles b
». Park, the Harvard University Rress, 1931. *The ,
story of @& successful educational ekperiment‘which
started in 1903 and continués to;the present time.

Five Years at-the Radiation Laboratory. edited by C

'Newton. Thelma E. Peterson. ﬁancy Jay-Perkins The

Andover Press, Ltd., Andover, 1946. A “memory-took"
history of 1ife at the Radiation Laboratory. 1940--

1945, e e '

Flash! Seeing the Unseen by Ultra High-Speed Photo-
grgébl. by Harold E. Edgerton and James R. Killian,
Jr. Hale, Cushman and Flint, Boston, 1939. {(Revised
edition Charles T. Branford, Boston, 1954.) . .

b
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M. 1. T‘ Revisited, by Gjon Milig The Institute as

N observed by the well-known Life photographer and
member of the class of 1927. who returned in 1959 to
record his impressions. ‘o

s
The Annuai Catalogque of the Pfficers and Students, R
1865-6 6. Reports courses given. Jists of early

grades. etc. ‘;/ C

The Life and Letters of wiiiiam Barton Rogers, ,

edited by his wife, Emma Savage Rogers, with the

e assistance of William T. Sedgwick, in two volumes.,
Houghton. Mifflin and Co., Boston and New York in
the year 1896. The ‘definitive biography of the

'fpunder and finst president op the Insfitgte

. ‘ . .
A Life of Francis Amasa. Walker, by James Phinney
Munroe, Penry Holt and Company, New York, 1923. A
biography of the Insgitute's tpird president, 1881-
18 who was an eminent soldier, stabesman. econo-
mi?S\ administrator, and educator, v.

Henry S. Pritchett; by Abraham Flexner, Columbia
Univet.ity Press, 1943. Biography of M.I.T.'s fifth
president, 1900-1905. :

¢

_Richard Cockburn-Maclaurin, by Henry Greenleaf
‘PEBrson. the Macmillan Co.3 New3¥ork. 1937. Bio-
graphy: of the Institute's sixth president. 1909-
o 1920. ;

I

._,f"

A Scientist Speaks, assembled by Franegs Van Schaick,
Undergraduate Assoctation of M.I.T., Cagbridge,
.1955. Excerpts from the addresses by Karl Taylor

200 | :211-41
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CLompton during the years he was lhefﬁﬁstitufe's'
ninth .president, 1930«1949. e -
The Lifejof Ellen H. Richards, by Caroline L. Hunt,
Whitcomb & Barrows, Boston, 1912. ‘Biography of |
M.1.T.'s first wpman graduate in 1873. . ‘
. o v L
Ellen Swallow, The Woman Who Founded Ecology, by .
Robert Clarke, Follett Publishing Company, Ch1¢ago¢!
1973/ Another biography of "that remarkable Fﬂtst
Lady of- Science who had to, her credit more f{rsts
than any woman ‘Jf',he'” time. " I o c /"1 .

o

-~

Robert Hallowell Richhrids, His Mark, b&'Roberq
Hallowell Richards} Little, Brown, and Compan

1936. Autobiographydgf one of the” lnst1tute s first
studemts agd“graduddes (1868} N who became a distin-
guished mining eﬂ@dneer and professor at thg Insti-
tute, and founder of the M,1.T. Alumni Asso&iation .
in 1875, ¢ ‘. . : AR

. -
low

Elihy Thomson--Eightieth Birthday Celebration. The
Technology Press, Cambridge, 1933. Collection Bf
speeches, papers,-and photos in tribut@‘to this

'scientiat. enqineer. and inventor who twice served

as acting president of the Institute.
. / .

Massachusg_;s lnstijute of Techno];gxﬁLibr;aies. by
Natalie H. N1cholsam Oirectar of Libraries. M1 T,
June 20,,1974. To be publ{shed in EnEyq]opedia of
L{b#ﬁry and lnfqrmation Science.

.
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INDEX. ‘ *
at :
A . . 'v office/clerical (biweek&y), .
. 68, 69-70
Academic £ouneil, 9, 16-17, 35, Postdoctoral Fellow, Research
36, 37, 39, 49, 51,_52, 65, Fellow, 51-52° o
84, 89 professorial, 37-38, 41-42 ’
Academic staff, ii, 33, 37, 62, Research Affiliate, 55 '
90, 101, ll6, 159 . - Research Anuintant,'ﬁo, 61,
adjunct Professor, 38,40-41 ' 63, 64
Administrative Council, 16, 18-20 esearch Associase, Senior *

Administrative staff, “56-58, 29-60

adminigtrative staff (aca- :
»  demic), 56-59
Advising and counseling of stu-
dents, 101-103 :
Affirmative Action Serious Search
Policy, 35, 65, 69, 70,
See alsosEqual Opportunity
Policy. =
Annual reports
of the President and Chan-
cellor, 194

of the Treasurer, 194°

Appointment and tenure polxcy for

the faculty, 35-36" "
Appointments
*  academic administrative
Btﬂff 56-59

Ad)unct Professor, 40-41 .
administrative staff, 56-58,

»9-60 ’ .
cxempt, 68-69 '
Gueot of the Ingtitute, 56
Honorary Lecturer, 48 -

. hourly, 68, 70 .
4 Institute Profegsor, 38-39
Ingtructor, 32, 41, 43, 44,

s 4756, 62, ll6 .
. Instructor-G, 44, 45, 60, 62,
8 64 ’ .
Lecturer, Senior Lecturer,
.32, 47-48
’ library staff, 56-58, 59
. Lincoln Laboratory staff, 66,
. ' 67, 183, 184 ’
Non-Resident Inotructor, 44,
.47
. 202
O
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88-89

Research Associate, 52-53

Senipor.Resedrch Scientist,
32, 50-51

Special Faculty Professor,
g, 3% '

sponsored research staff, 47,
65-66, 67-68

Teaching Assistant, 54, 60,
61, 62, 63, 64, 116

Technical Assistant,

Technical Associate,

53
54

Technical Instructor, 32, 44,
46-47
v Vigiting Engineer, Scientint,
M Scholar, Lecturer, 47, 54-
55
Visiting professor, 38, 40,
41, 43
Athletic facilities, 166-167 L.

JAudio-visual Office,

B

167

Benefitn for faculty and ntaff, 71- :

85

accidental death anq dipmem= -
berment, 73-74

dipability ‘income, 79-80

educational benefits for
children, 81-82

health insurance, 74-75

leaves of absence, 84-85, 93~
94

I'ife ingurante,

71-74

Al




. retirement plan, 76-80 -
> gabbatical leaves for faculty,
83-84 . -
" tuition aggistance, 83
vacations, 53, 54, 57, 64
Benefitg Office, 68, 71, 14, 75,
81, 82,\85, 184 .
Benefits on thkrmination, 78-79
_'Blue Crogs and Plue Shield Magter
Medical Plan,'74, 75, 80

C
A .
Campus Patrpl, 167-168, 179
Carcer Planning and Placement
Office, 168-169 .
Child, Care’Office, 169

82 . !
Clagsificd research, 148, 149
Commitheq,Afgculty, listing, 15-16
Committees, preuidentialf¥ appain-
ted, listing, 13-14
Committens '
© ‘agademic pecformance, 101
"+ ¢commencement!, 176
% discipline, 106-108 °
* educational policy,” 15, 3F,
149 Coy
graduate school policy, 149,
4, 160 '
I.A.P. policy, 32
. indugtrial ligison, 163
L inventions and copyrighto,
133, 142~-145%
laboratory hazards, 188
outside professional activi-
ties, 25, 26, 28, 30 '
parking, 183 :
pefsonnql policy, 183/
preprofessional advising and
education, 186 '
prelaw.advisery council,
186
premedical advisory
. . council, 186
radiation protection, 151, 188
reactor safdguard, 188
safety, 188°

o 203
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Children's Scholarship Program, 81-

a

t‘217 )

,Copyrights, 137-139, 141,
' Corporation, The, 3,--7-8,

‘piscipline policy and procedure,

.scaff-adminintrution, 44
“gse of humans ‘as experimental
gubjects, 151-153

Community relatjons, 117-118 °~ |
Consulting .

agrgements, 141-142 '

policies, 24-28 * :
Contract and grant. procedure,
v 159

156-.

142

48, 149

xecutive Committee, 8, 37,
131, 158, 178 ]

Vigiting Committepes, 8

Credit Union, 170

D

Day Camp, 170
Day Care Center,
Department Head
annual review of non-tenured
appointments, 41-42 -
appoiqtﬁbnt procedures for -
gtaff members, 55-56, 64
layof( notification, 96-97
leaves of absence appgoval,
* 84285y y :
outgide professional activi-
! tiles, responsibilities, 25,
29, 28-30
_sponsored regsearch approval,
' 157, 159
v qpmmot session, 34, 188
Descr ptiqn of the Institute, 4-7
Desigp Servicesy 120, 121, 175, 176
Direc¢tories, 196
Disapility benefits, 79-80

169

-4

105-108 '

E

Educational benefits for faculty
. and staff children, 81-82
Educational Loan Program, 82

-~




Educational policy, committee on,
15, 31, 149

Educational programs and inotruc-
tion, infotmation on, 3-4,

191-193
Emergency medical care, 179 B
, Employment otv' mbers of pho\ same
. family, ¢0-91 ]

Endicott House, 171
. Environmengal Medical Sqrvice, 179-
180 -
Equal Opportunity Policy 88-89

tion, 8,-37, 131, 158, 178 g

» e

. o e
F .
A ]
Fac;iftiou, 121-121
#4.1.T. community, uge, 123-125
L] uge charges, 124-125, 127
uge by outside groups, 125 -127
Faculty Club, 171
Faculty ‘council, 9, 17-18, 30, 132
Faculty - .
annual salary pfun, 32¢34
¢ appointment . policy, 35@57
benafitp, 71-85-
I.A.P, rbsponoibilitio'
notice of nonreappointmu
. 41-42
not{ce of réappoin;ment. 4;;4
obligations,' 21- 22 .
cutsile profouuiona}ﬁaccivk1n5
21, 24-28 W
particiNation in gtudent
activitico, 103-104 .
respofsibility toward. otu-
dong, 22-23, 27-28° -
sabbatical leaves and other
leaves, 83«85, 93- 94 .
osuperyisory reqponsibility,
-89-90- ~ .
tonur&%md promotion, 41-44 -
Fanfily bay "Care Program, 169
‘Fellowships, 60, 160..

tion, 154155 ., "
Foundation rclaﬁfﬁns; 146

N
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/. Executive. Cofmittee of the Corpora-

Exempt porgonnel appointments, 65(69

1

Financial and businesg adminigtra-.

*

. ’

Full-time gervice, definition of,
. 30
Funa raiging on campug, 127-129’ .

-Furniture Exchange, 172~

G .
. . ' '-
Government felations, 142, 146
Graduate school policy, conmit;eo
" on, 149, 160 -
Grpduate studest staff, 60-64, 67-
68 y
appointmentu, 62-63
obligations, 6l
N ppongored rouearch staff
appointments, ‘6768
Grants, 81, 133, 134, 146, 134,
* 155, 156-159, 160~
Graphic Artg Service, 172-174
Grievance procedure, 92
Guest of the Institute, 56D
Guideu,%197-198, ]

Health Serviceo, 74-75
: ingurance and health care
benéfito, 74-75 &

‘M.1.T. plan, 74-75, 178, 180

erviceg, accesg to, 75
tJZy of M.I.T., 198-201

wille
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