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" competence. This pu.‘blication

T‘he material inA't‘hls paper was prepargq pursuant .
to ‘a con-tréc‘:tA with the ,Nétionél Institute. of'- Educa- |
tionh, U.S. Departmé"ht of. Eé’uc%tiom Cont;‘actors
undertaking such, projects'under ‘gov:var.‘nme’nt spon-'

sorship ~are encouraged to express freely their

«

: judgment: 1 in professional and technical matters.

Prior to pubIIcation( the méynust‘:rip’thas submitted

!

to the UCLA Community Colleée Leadef‘ship Program’

for critical review and determination of professional,

!
i

has. met such %

sftandar»ds. Pbints of vigw or opinions, hOWEVer‘,/ do

not ﬁecessarily -represent ‘the official view or

opinfoins of elther the U'CE_A'Commlunit.y College

Leadership, Pr:o'gram or the National Institute of
b .

Education,.

B

This publication may ,bg. reprc;du;ed at . will for
furthcf;rl d.istribu‘t’:ior{‘. Sin‘élé copies are ;vailgble;
frée .on rque_S-t; from the Clear*.i‘nghous.e while supply
lasts: For. information for other papers om communi-
ty collegqs, dontact thc; ERIC Clearinghouse for -

Junior Colleges, 96 Powell Library, University of

éalifor"nig, Los Angeles, California 90024.
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. o Foreword : }
' What ls the faculty handbook ln, an era of negot.latedt
i

con‘.\t.racts? Does" it still have .a part to play? ln thns

‘wellrreasoned analysis'of pasL and presenL’ handboo ~/s

»

¥ g '
" nesﬂQ The handbook, he asserts,,, is not a Iegal docu-
1 ! ! . . : #

Profes.,or Kintzer answers the question of their usefyl-

\ . o ,
' ment,i not a substitute for the contract between faculty
| . ¢

and d\istrl(:-t. Yet It Is more than an information bulletin.
| - - :
. And "It s still  deserving of attention and thoughtful

pr.eparl‘:_.at;ioh If only because It .reduces the number of

-

occasions when ‘a staff member can say. rightfully, "I

didn't know what thc:yf’expected."

Professor Kintzer's analysis“. shouldl be required
reading vfor/ community college staff mémbers who are
charged » with, or even cdnsldering putting together
important materials that can smooth waters ofte*n troubled

'

by a failure to communicate.

‘ 3
* Arthur ‘M. Cohen, Director’
ERIC Clearinghouse for Junior Colleges

v : This publication was® prepared with
‘funding from the National (nstitute
of ,Education, Department of Educa-
tion under‘ contract nu. 400-78- -0038.
2 The opinibns e)(pressed in  this
report .do not necessarily reflect the
position or poﬂcy of NIE.
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.TWOfYEAR. COLLEGE HANDBOOKS AND MANUALS: .
PAST, PRESEN’%‘, FUTURE.
| Frederick C..Kirwtzer

Unlversity of California, Los Angeles

.~ 1983

" «

The decade of the 1950s Is remembered for adaption, .

and expanslorr of organizations and Institutlons serving o

the-American society. Lessons learfed
4

introduced the imf)ortance of ’s

om World War |1
AL
ssystematic com- /-
' 1 -
munication in Industry as w¢ll as golleges and unl~
versities. The necessity for information exchénge,
Con J 4 ’
particllarly vertical exchange of éoln’s and Implementc
Ing procedures, was flrst recognized and\ applled In

industrial settings. These developments gave Impetus to

- .
- articles and chapters In books on personnel and business
: ‘ Y
comminication concernlng the refinements of Internal ; s
written communication. . The topic began to appear In
management deveiopment programs sponsored by Industry
and courses In colleges and unlversities. Practice In
writing bulletins, handbooks, .manuafs, and other docu-
ments for employees became a part of management traln-

ing.

'
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Values of a well~organlzed communication system

’

\_&éreésoon recegnized by school admlnls.trator;é.- Speclal
a(;'tentlion was glven to the creatlon and use of pollcy ‘
* manuals following She 1952 conventlon of the Natlonal
School Boards Assa‘éi.ation, when a survey conducted at
the St. Louis meeting revealed that oir:;y-Bg percent of
the districts represented had produced wrltten pollcles;\
As & feau,.:re of the conference, 20 érOUps participated In .
disgussions on sirategies for developlng and communléat*\
ir;g institutional policles.;‘ During the jast four. years of
that decade, at leas't’9 articles were puBllshed In the
American School Board Jbéurnal, alone. Others appeared
in Nation's Schools, School LH‘e, the Bulletin of the

Il

National As‘sociation of Secondary. School Princlpals, apd

<
.

the Junior College Journal. }
Similar Interests’ were generating at that time In
public Junior colleges. LT"'Wo'documents produced by the
author In the early 1960s and a follow up in 1966 added
to the I,iter*au;re son junlor college faculty handbooks and '
board policy manuals, presumably helping to Increase
\ interest in 4uti|iz]ng these cﬁpmmunléatlon sour?es.z
In that day, junlor college faculty handbooks were

primarily information bulletins. Prepared In less formal

language than pollcy manuals, the handbooks contalned \

. 0
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rules, regulations, and proc.edures on a "dlv:ersity of
topics meant for a specfffc clientele at the college, most. .
.frequently for the full-time faculty. Usually more -com-
ﬁrehensiva than manuals, the ma‘erial was presented in
ready rgference style with organizational charts, person—.
nel Iisfings, salary schédules, calendars, and a veritable
encyclopedia of facts. They further differed from policy
manuals in advica-glvlj.ng.on matters not covered by
formal policy, and 'techniques st;ch as photographs,
‘illustrations, and ?ccasionally questions and answers to
Identify an instructor or 's'taff member more: closely with
the Institution. Student informatlon was minimal since
most colleges ‘published a separate handbook %E‘students.

Maximum attention was given to three areas: general

regulations, procedural Information, Aénd prof’esslonél . . :

rﬁatters pertaining _tq' the clientele. The larger hand-

books had tables of contents and indexes, and items

were often cpded with policies taken from state |aw or .

code, or" the minutes of the board of ‘trustees. |
The growth In size and complexity of these 'p_L;inca~

tions was a direct reflection of g!row(h and dlversification

of two-year, colleges. New materlal began to appear In

the middle ’19605 on Issues of the day: academic

' freedom, professlonal rank, tuition, the International

-
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student; and the development of facultly senates, state

o

systems, and most traumatic, collective bargaining. In

addition " to regular faculty, handbooks were designed for'\

" part-time (extended day-evening) faculty, counselors

and other student development specialists, new facully

and employee groups, non-certificated or classified

personnel, and administrators.

Standardization and Item stereotyping began, un-
fortunately, to characterize faculty handbooks. Legal
terminology appéared more frequently in place of more

-

readable texts. Some instifutions, at least temporarily,

replaced handbooks with  single publication called the

board - policy'manual - another sign of Increasing_

“standardization and lessening individuality.

Summarizing an earlier period, the faculty handbook
"di\Q"er‘ed from, but yet supported the board pollcy manual
A s

£
’

by offering rules and r‘cgufatlons Implementing policles
and .d'ealing primarily with rGSponsibilitlef» and prlvileges
of the teaching staff; providing advice and suggestions
it a more-informal and ‘personﬁal siyle. on a v.%iriéty of
matters nol necessarlly gbvamed by 'policyl;' ar)"SWer:lng"'
frequently ‘asked questlons; and makling l.Jse of graphs, =
char‘ts, and photographs to Introduce the Institution to

new teachers and to remind the more experlenced faculty

J
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of services and routjines. The faculty han b.ook of. pésc

4

decades did not concentrate on educational/Instructional

v

matters. 1t dealt almost entirely w’lthz institutlonal
purposes, rules, and regulatlons - adminlstration instead
of teaching and Instruction. As a comprehensive In-

formational and procedural source book, It was more

. factwual and descriptive than creatlve.

Virtuaily all Lwo-yé‘ar colleges contlnue to publish
some type of "in house" inl’ormétlon organ. A few
produce specialized documents for employee groups and
students, e.g., full-time énd/or part-time faculty; new,
adjunet, and Vlsiting faculty; departm.ent chairs;
manager/admltwistraiors; supervisory peréonnel; . and
non-‘teacﬁlng empIOYEeisL Whil;a overiapping, these
include rules and Informatlon pertinent to the particular

.

clientele.

e

in certaln states, notably Callfornia, the recent

surge of collective bargaining contractual agreements

2

appears to be “undermining the value and in some

districts Is threatening the continuance Bf~the traditiénal

“handbook.” However, these source books are still widely

+ 4
produced by two-year colleges throughout the tnited
: ) :

States. Although more district/ college policy manuals

‘are stlll in use than Handbooks‘,‘contracts have tended

%

Q ) , »




:

to lessen the reliance on the publication of policy J
manuals. Board policles are now being absorbed In the’
contracts. The advent of collective bargaining appears

actualfy to have reduced the number of pollcles adopted
~

" by boards of trustees. .
Legal precedence is a prime reason for the replace-
ment. While existing handbooks car-ry\discla‘lmer state~

ments, confusion on the authenticlty of poficles and
) . L

-

procedures stated In handbooks, and clauses in the

contract frequently occurs. For that reason alone many
- - . ‘ ) '
California “districts have given up publiCatg,JOn of hand-
books ‘for both ‘certificated and classifled personnel.

Other districts In that state have abandoned or are

considering elimlnating these documentsgin favor of

manuals cqtta’]nlng policles and proCedﬁJreS not yét

¢+ encompassed by collecfiVe bargalning. W|§Lh the onset of. :

s ‘contracts, college groups are often rgferred to as
; ¥

leovered! under negotlated agreements,?tlnferrlng that

. B .

. handbook material Is lnconsaqyenlzlal Sltbca It Is not
: {

binding, and at best Is only tentative. , .

" 2

fz.();mcplicatiqns are read-lAly recog’nIZed:j"iln multi-unit
‘ i

districts where before collective ‘Bargalnlt{“g, the Indl=
vidual cdeges exerclsed flexIbliity In Intelretlng board

i
pollcy. College faculty handbooks wlthlnt‘ the district

'
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varied considerably 'on; important procedures, é.g.,
! faculty hiring = and assignment, budget ‘alloé\étion,
o . ‘L

' scheduling, and faculty 'evaluation. Now in Callfex 1a,""
these are negotj?b.le districtwide under state st:%;.
\ Apprehension is expressed qartici)larl; by management

" that if the colleges ¢tontinue to differ pr"o_cedd‘ra!ly as
verified "in»h_ai’xdbooks~ and manualé, ’_gisu'ict fatulties,
and other  employees’ undér contfact might press’ for
these 'mor‘e libcral‘“ interpretations. Boarjd policy

challenges, gxpecially , when brought through grievance

procedures to the P.E.R:B. board, could be unneces-

sarily complex, difflcult, and costly.. Some adminis-

’ { . ) .
trators aressaying, the best way 1o blunt the power of

I handbooks and map.dal‘stj‘ is 1o eliminate them,

A A

b T A new lera o}" h"'andboOk and manual preparation
appears to be emerging. What directions in purpose,
,content, style and format can be ver‘lf‘Leéﬁi How can
these documents be il‘ﬁ?}oved to contlriue as viable Instru~,
rﬁents? A review of'; two~year , college }?andbooks and
manuals ‘was t*ecently' um\defitakcn to attempt lo gnswer
these ques;ior’\s" by Jdentlfying ‘apparent changgs and
| determining general directlons. While ever‘yb document
wag carefully studied, rrequieﬁcy counts of topics ahd

other conteni analysis techniques were not employed.

'y

'ERIC o
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\‘ ggest,lo‘ns ’Ycontamedﬂn the paper are based ‘ln part
|

¢

f BN i b4 -,

pract|ce 1dent|f|ed in the Ilterature_

. ?vb
[ \ | . . ) e
_, .

e in other enterprises S ’ -
e ’

t'or.a,)\,“ 313ndocument from 212 |nst|tut|ons in 39

 lwerg), e)damlned Several types of .two-year colleges

\\"

! 6’]e6ented {4164’ comn{mmty colleges 14" techmcal'
Y

__)I___,J’

(nstnjtuteSr . 4 branches of ser“nor colleges or umver5|t|es,

' Jiand ,‘18

niOr “colleges lnclud,mg 8 |nde_pendent fand 'TIO

In addition s;_tatewide policy

. “ " . L.
q; taken from He ‘amvpli-ng‘are used to illustrate and amplify .
' M . V!
“f the flndmgs an,d suggesmons/’ Specqflc titles, and dates :
3\.- | ‘
- qf d@cuments are mcluded for the: convenience of readers e

lrec N ed from 3 state orgamzatlons Examples

V N

’

" vy_h‘o {,“?Y. wargt to./commumcat,e-wlth ‘the institution.

. . g - . . -
) . . N . . -

NG ‘) - L ! !

ESTABL!SH RELAT!ON&HIPS WITH COLLECTlVE

£

BARGAINING CONTRACTS AND

. 4 I -
TRy, A

: l . OTHER REGULATORY S,OURCES

1

EY . - i ' i

. the first §ugges’ti9n is pertinent to two-year colleges -
in states where all’ ‘or‘:\'many‘» institutions have unionized
L . . !

. : B 1
or contémplate irﬂtiating_j collective negotiation procedures.




? N ’ ’ : 1
. . N
¢

. f 1t ha\ﬁs’ooks- and manuals produced by 'instltutions
.}under collect|ve bargannlng are to malntaln credlblllty,
“ -; {

,connect,'gwy wlth the contract or contracts should be

LY

cl‘arlfied Practlcally all f the documents open wrth a

*
Bl

. st,atement of purpose to Justlfy operatlonal polncnes and

adm|n|'stratlve, procedures, . duties, r‘eSpOﬂSlbllltleS,

privileges;, .assignments, et al, but few . in unionized

dustrlcts .carry references to the agreements.

B

ThlS can be accompllshed m a sumple statement of
purpose or by. an acknowledgment in the introductory
statement. The Unlon College (New Jersey) Faculty

"Handbook - 1980-81 is an example. The introduction

" i
contains ' this “sentence: "Any policy or procedures in
. \ .

.t‘hls handbook inconsist/e‘n\t with the provis'lons of the
‘contract agreement shall be. null and void." The Chabot

v

Colle'ge Faulty H’andbool<'(’198;l-82) (South County Com-
© munity Coll,ege, Callfornla) also. illustrates the point.
The follownng acknow'ledgement appears on. the cover:

© This faculty handbook should be read together
. with the collective _bargaining agreement -
o between the district and the Chabot College
: Teachers Association CTA/NEA (exclusive
bargaining agent). The material in the faculty
handbook s - appllcable to all ‘bargaining unit
.members if not in conflict with the collective
bargaining agreement in effect.

-

The foreword to the -Rancho Santiago District
. )

(cCalifornia) Continuing Education Division Faculty Hand—l;’

Ok (7981-82) contains a stronger statement:

“ERIC -~ .. "

Qo S '
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The terms and conditions contained herein are
- subordmate to, and -subject ,to the terms an

-cond»tlons of, any collective. bargaining
. contract reached between  the district and the ;
" exclusive representatwe of the .certified -staff. '

All mformatlon contained herein' is subject to
amendment, ‘alteration, deletion, and change
during the course of the fiscal year 1981-82

_Subject .to appllcatton of state law. #

I r
Similarly, the introduction to the University of
’ . v )

Maine (community college .branch) Classified Employee

K »

.'Han"dbook" (1973) cIe'arIy s‘tates.‘tha‘t'the publication is for

-4

" general information and not ‘a statement of contractual

()

';'-obﬂgation.' The University Board of Trustees reserves

the' rlght to change or dlscontmue without notice any

" plan ‘or program " The Part time FacuIty Handbook of

the Umversnty College of the Umversuty of Cmcmnatl

(1981 82) refers to the legal precedence of the UC/AAUP

" collective bargaining contract.

Othef documents have disclaimer clauses with refer-

i
I

ence to board prerogative. The Facul‘ty Manual of

Clayton 'Junior. College (1978) (Umver5|ty of Georgia

System) is prepared for 'the.convenience of the faculty,

but is: pof to be construed as an offi'cial publication of

the Board of Regents. The faculty is further advised

t

that Regental by-laws and .policies will prevail if conflict~

‘ing material is found in the manual. The unofficiat

/
'




status of halndbooks'. ls also declared in two other uni-

vérsity colleg.e pubiicatjons: those pub'lis:}jed by the >
. University of _Kentucky. ‘A‘C"omArAr‘)unitya C.ollege. )S;/stem and
. . Eastern. New Me)ficq ‘Uni.\./grsity for its two-year co‘lv_lege
‘ branches. ° ‘ o ,
The Delhi College (New York) Handbook (1981) has -

the most Inclusive statement on this matter. The hand-

. , . .
o 9. . i .

booK is introduced as an Informational reference to

I
’

polIc’lgS, procedures, facilities, services and ':)ther it.ems
;o‘f interest, but Is not a Iegal'or technical ‘sta'tement or
éontract, or a éomplete statement of right._s‘ and respo‘n:i;
bilities ‘o‘f‘A the staff. L Othef supercedith documents are
mentioned on péges v-vi. Appropriate sections of both
" the Ad’ministrative Handbook (198;l~82)l and the Faculty
Handbook (1981l-82) ‘of/Olympic College (Washington ) are

coded to the contract as well , s statutory and board

authority. The former pu‘glicatiog contains the faculty
master contract. “

Still anot/her illustration of the point on establishing -

e

relationships s found In the introduction to - the
Wenatchee Valley Colleé'e (Washington) Policy and Pro-
cedure Manual (March 1979). The following statemen"t
accounts for other statuatory, pollcy) and regulatory

P
Do

sources that probably would take precedence:

ERIC
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_of the institution.

~

_ The brief summarles of statutory, pollecy, and.
regutatory sources cited in the procedures section ;are
‘not Intended to be legally interpretive nor are they

interided to be comprehensive; rather, they are designed

to provide a quick. overview of the essence of the

authority source.

. State boards and commissions of education however

’

constituted continue to exert ever-stronger controls overf

. . ’ . /
two-year colleges. . This external power encroachment
, !
{
i

should also be referenced under the appropriate pollcy
FThe 1979 Faculty Handbook of John C. ¢alhoun State

Communlty» College (Alabama) provldes such citations.

One of the purposes of the publicatlion ls,' in fact, to

Identify such policles that impinge on the adminlstration
The Policy Manual (1975) of, Daytona ,Beach Com-

. . (4

" munity College (Florida) is one,of the most complete

compllations in the collection. ~'Each coliege policy Is

preceded by the legal auLhorlty, :i;ie., Florida Statutes,

¢ {-

“Board of Educatjon, or district board Thils compendium

further’ lllustrates major dlfferences between -handbooks

and manuals, the latter being formal and legalistic with
material coded to superlor authority.
The 1978 Amarillo College (Texas) Faculty Handbook

table of contents includes references to other college

publications, thus tying together ia series of documents




-consider.

as supplements to theé handbook. Establishing -relation-.

!

shipé among institutional publications is indeed a vé\ugi‘al,e

contribution to thejcolkege communication system. "

. . 4 AN
Descriptions of Institutiobnal governance organlzations
and, their work, eég., faculty senate constitutions,
assembly by-laws), are more frequently prowded Hand-

books from Broward County and Miarmi- Dade (South

'Campds, Florida), Otero Junior College (Coloraddj, alnd

Butler County Community College (Pennsylvania) all

carry these references. Some documents in the coliection

combine differentiatihg styles of the handbock and pollc'y

»

manual. For example, the first two sections of the

Mar‘y.mo'unt palos Verdes College (California) Handbook

’

for Adminlstration and Faculty (1982) contain the by-laws

_of the Board of Trustees and the éollege administration.

"j’

This p/oHcy material is followed by procedural information

In areas of "practical fun;:tio,nlng“ that is written in less
‘ )
formal language.
Maintélnlng accuracy of material whil‘e ‘assuring a

reasonable readability leVel is a diffocult {pyy(em particu-

larly In policy manual-_writing. A brte xplanatory note

following the most complex section is jone technique to
(.
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EXPA%D ED.,_UC'ATMAL INSTRUCTIONAL

’  COMPONENTS

. ‘
b

Handbooks qnd ‘manuals for two-year college faculty

seiﬂdom emphasize  curriculum development and tﬁ\e

,‘(~

instructional prodeéss. With few exceptlons, cur‘ren\'F
. ‘ hadiy

documents deal almost. exclusively with admln]strativ;‘,\

rules and regulations and ‘dutles, responslﬁillties and\

4 o . 4

.

privileges of the employee group addressed. information \

eXchange on Instructional Improvement and other aspects

of faculty development 'are normally missing. A most

important linkage is thereby lost. Some institutlonps

Include such material as appendices, but these are apt to

remain unnoticed In the myrlad of regulatory items.

Material as lm.porta’nt as institutional purpose, curriculum
dc’.ivé'lopment, instructlonal Improvement, opportuhi‘ties
fol‘r* staff development d ., other dimensions central to
maintaining quallty prdgrams and -services should be
prorﬁlnently, not secondarlly, located In handbooks and

;

manuals, ' . :

14
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Two alternatives are obvious; to. place development

mdterial in the- body of documents, or LQt:wprepaf'e a -

separate publication focusing on learning and.instrdction,

The first alternative is more frequently followed in

A |

: i
publications for part-time or adjunct facuity who may

?ener‘ally - be underprepafed in curriculum’ developrnbe»nt:

and pedagogy. . far example, the Spoon River College

(illlnois) Part-time Faculty Handbook (1978-79) is pri-

"marily devoted to facilitating successful teaching. Manu-
als for the same grou‘ps in two Arlzona colleges, '\;avapai
and Western Arizona, haVe sections on working ‘v;llvth
adults.  The North Country Community College (New
‘York) Adjunct Faculty Manual (1981-82) has a sectlon on
&;Techniques for Teachers ‘of Adults." ‘T‘hﬂe‘ Merced
College (Callfornia) Part-time Faculty Handbook (unda'ted)
contains 'maéiarial on ”‘I‘ﬁe Learning 'Process’ and "Methods
and Technlques of Teaching," and the Glendale ‘College
(Arizona) Vlisiting Faculty Handbook/(1981-82) has sec-
tlons on objective bBullding, lesson Qléﬁﬁng, and motiva-
tion. ‘, The Marshalltown Community Collége (lowa) Faculty
Handboo‘k (1981) Is used as the vehicle to exchange

instructional materlals with the faculty. Issues of Innova-

tion Abstracts from the Natlonal Institute for Staff and

15
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Organiza.tional ‘Development, .North Amerlcan Consortium
are added reg'ularly to the loo;e leaf ‘do,cumt;nt.

An unusual example of separate publications for
faculty development was «produced by the Cémmunlty
College of Vermont. " The entire Staff Manual (1979) is
devoted to the co‘llege's unique community and com- /

petency-based approach to education. While not a de-

finitive "ho

e

EI A

to do it" document, it is totally commltted to
ns, e.g., determining objectives ~and

relating funch
outcomes, in developing curriculum and teachlng - to
peséurces 63‘ the college. A final sectlon on staff de-

b . e
velopment lists specific skills to be perfected and how .

the college can help in improvement and assessment. An

]
b

anictated bibllography on adult .develo'pment and learning,
competehce-based a’v‘nd ”E;(pe;‘ientlal ‘ Iea]r‘n‘ir;,g, §ﬁudent‘
support, curriculum  and  Instructlonal develépmenc,
concludes this remarkable document. Rules» and regula-
tldns are given In a separate manual.

The Handbook for Educatlonal Planning (1978) of

the Community College of Phlladelphia Is afso exceptional.

. Steps involved In effective course planning are dlscussed.

Minimal, Intermediate, and fully-developed levels of

- /
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Aruitoxt provided by Eic:

‘for developing and improving new career and general
N v

- Adminiétrators/Managérs .

course development are described, and procedures {ollow

.

4 -
education courses. Copies or abstracts may be obtained

from ERIC under the ED number 206 354.

o

.o

DEVELOP éPECIALIZED DOCUMENTS

I3
The sample incl\uded a number of speclalized hand-

byoks anM manuals addressed to particular groups, &.g.,
variols Kinds of administrators and managers, counseglors,

instructional and service speclalists, and students.

Examples wlll be given and briefly described.

.

several of the Callfornia documents are prepared
expressly for jthe management team. Products of col-

lective bargaming and the massive accumulatlon of State

o ) )

- Education Code citatlons, these are baslc guldes to

policies and procedures for managers as distinet from
collective negotlation “sponsor‘lng” groups. Differences
in policles and responslbliities of certificated and classi-
fled‘managérs have, In part, resulted from unionlzation.
These variations cause differences In relatlonships betwagn
managers and employee groups. Precise definitlons of

.

certificated and classifled managers should therefore be

17
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cited Initlally ahead of secuo/

I

"on rlights, responsi- L
bilitles, entitlements, and conditions of employment. |

&

Statements on ethics, administrative decision méking, and ‘
die prc{agess should also be pro}n}hently located. -

D'iff'éren(;es in working conditlons, qompéhsation,
and compehsatory time in managerial positions are»’ad’di-
tional justif‘iCations.for separate handlt.agioks for admlnis—-.k
trators and man'age‘rs.‘ These and other considerations
are n\eml’cioped in the Cazenovia College (New York)
Executive and Adminisn’}"ator Handbook (1977).

The Hahdbook 85 Chairpersons (1980) published by
Los An eles City College is:,g‘the only one of Its kind In : 2
Fbirggllectxonf The Initial SLaLemenL prepared by the
President of Los_ Angeles -P\ierCe College on "What Is a
Dgpartment' Chalr?" is a vall;able_re_::c’/lew,a of role and
responsibliity. - : -« S

Ar'\ot;h‘er"" type of nia_nagemént ‘Spe’CAla”St manual In the
sampling is WOrth noting. The Informatiop and Guidellnes
Manual for Grants and Projects Develépment (1977) from
Harford Communjty Colilege (Maryland) was written for
employees assigned to monltor educatlonal, admlnis.tratIVel,h
tralning, and research activities sponsored by external

publlc agencies, foundations, c0rporatl6n~s, and other

institutions. The manual describes items that should be

)

Included in a project proposal, e.g., college procedures

RIC . 20
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* for approval and submission, services and assistance
‘0
|

available from the college, administrative procedures for

sponsoned projects and ’“programs,.,and‘ general information
. ? . - . .

pertamﬁn‘g to .compensation, direct7and indirect costs,

»

cosL sharing, and other subjects relevant ‘to, externally
ll.

funded- m,tivitles . This material tdken ‘from the abstract

ERIC numbeér 146 959. ¢ o ;

Handbooks for Colu‘nselors

Handbooks an‘d manuals for guid'anee personnel tend
to. be speclallzed; for counselors of t“he handlcapped,
r‘ac;iullt studeani and other constltl'uents. Manuals ico‘f' a
highly technlcal nature are prepared for admlsslons and
records personnel, and_\o‘th.erslas‘sociated with the '"book-

keeping" function. )

Considerable attentlon Is currently being given to
working with the handicapped and documents for
counselor/advisors have appeared. One of the most
comprehenslve of these Was released in 1978 by the SLate
Universi&.y of New York Coordlnatlng Area No, 4. [The

publlcauon, ermlled Guidance’ Servnces for tne Physlcally

Disabled Two-Year College Student: A Counselor s

Manual, outlineslthe role. of the counseling office In

Aruitoxt provided by Eic:

repare,d by the Cléaringhousé for Junlor Colleges staff
p . . . . o

may bb'e obtyned, along with the full document, ynder_thé'

/
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recruiting handicapped students and preparing for them,

Speclal admissions and reglstration Services Are detailed.,
%

In succeeding sections, contributions of the faculty
towatd successful orientation are outlined, and the roles

of the ﬁnanc’ial aid _ division and health and placemeht

'L

C

of‘nces ‘are ldenti led Other -sections ’ieal with phystcal

‘

education, recreation, repreSentati_on in student gwe’ry‘" ‘

]

ment. Extensive resource lists and’ bibllographles are
also Included. This valuable document Ts also avajlable
from ERiC under the ’ED number 167 490, .
References: haQe been made to extensive sectlons on
f.adult students, particularly In parﬂ—tlme or ad)unct’
faculty h:;ndbooks. Scant attention is given to a bur'geon-
e
ing group, the international student. Many two-year
colleges, parti;:uarly community colleges, enroll hundreds
of visa and allen students. Several: Miami-Dade
(Florida), Montgomery {(Maryland), , Central YMCA
(llllnois), San Jacinto (Texas); Compton (Ca(fornla),
Northern erginia, and Pirﬁaa\ (Arlzona) have more than
500 internatlonal enr‘oHees.3 -All  have counsellng
speclallsts who deal prTmarHy or exclusively with foreign
students, but virtually none have handbooks for this
group. Wastage of efforts, confusion, and neglect of

opportunities are almost certaln to result.

ERIC 20
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. Orientation booklets are avallable to students, but

[

l'ewer‘vef’orf counselors.
llandbooks l‘cr Insiructional and ‘Service Speclallsts
lnsnrucuonaL SpeClallSLS assoclated with continulng o -

&
- @ ' 4 B

. education are Better rgp;esanted. in _the sampling of

Byt .

handbooks and manuals than counselors. For ewample.,
C.oastlme Communlw College Call l‘ornla) publlshes hand—

_books for Coordlnaled Instructlonal Systems - Course
Learning Managers (1978) and Emer‘[l.u:, Faculty (1980)..

The former offers log'lstlc‘al material pertlnc;nt to C.1.5.

course processing,” including an explanation of the Testing

’ Prescriplive Feedback System (TPF), the Servlce assocl~ ,

| aLed wnh ewamlnauon preparpnlon and sLudenL f‘eedback \
“The latter contalns a rather extensive blbllography of 'V
gerontology together with sectlons on teaching Lechnlque:..
Northern Ploneer Communlty College (Arizona) clreulates

a Program Coordinators Handbook (1981-82). Program

coordinators called team leaders in declsion making are

asslstants to divisional heads and appear to have broader

Y

responsibllities than the conventional department deans.
: ¥
Open campuses or campuses without walls are in-,
¢reasing In ‘number. As special segments of tradltional

institutions, these units” usually have ,only part-time .

L

- ?
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.

in»s'tr'uctOrs who ilive and '\A:lork in fthe -community . Ad-
ninistrative ' staffs are ordinarily “minimal{ -and "students -

services curtailed. Handbaoks for the instpuctional staff

' .

of '-"openj_'colleg.,es“'" ér_e’.obvi,ously ‘different. " The F'aculty
. o . | g . . . o ' IS ‘
; '-‘-'4.."Ha'ndbqot<;’ (undated) for the Ol;p.en Campus’ of Valencia = .-

- Community College. (Florida) is an admirable example.
L5 lege: . .

Ty
porr ot

- Particularized s;ectic'ms include faculty and.student per-

. L .l - .
formance crite.'ria which - in' comtinuing education differ
considerabfy fr}om ‘those for -reguiar faculty .and the
" academic istudent body, and a variety:of forms for the
. . B . ! N :
) . | P ~

" open campus faculty.

B

. ) . . \ .. . ;.' C ) N
Institutions with non-traditional instryctional com-

ponents should well consider developing handbooks for
~ specialists assigned td\thatenvironrﬁent’..
. 4 . s .
Manuals for ~Service personnel are also advisable.
. e : o ' ’ .

Services required to supporvtl" the proliferatién of -progra'ms,

¢

o iz i . .
. for new publics have-greatly expanded empioyee groups

in community colleges. While much common information is
! T - . - N

exchanged in -bulletins, e.g., material related to. fringe

benefits, grievance procedures, = and other standard

v
o

clauses. of "contractual agreements, each’ support organiza-

-

, ‘tion would necessarily have its own set of working rules

and 'regulationvs'. These documents additionally provide

0

. - opportunities for the support staff to relate more closely

ERIC

Aruitoxt provided by Eic
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to the paqrent;“o;‘ganlza’l:ion,-'arvcl at the same ‘time, to

N - - . b
“i=have their own organization. - .

N

Mamcopa Communjty_ ‘College  District (Arizona)

publlshes _a series‘ of _policy manuals, for support.
E SpeCla|IStS ;' ‘employées in_-maintenance and-.operations,

; food services, and crafts. A staff development committee
‘ ' | .
suppor‘ts each group. Membership .includeos district "and
" . v P

college admlms‘trators The goal of the committee is to

,:upgrade general knowledge and job pe'rfo_rmance. Fi-

~“hancial assistante is avallable for job related semmars as
’

B v

‘well ancademlc upper d|V|S|on *couré'es

.

The Maintenance Staff Handbook (1978) of Lees~ .

\

McRae College (North Carolma) is one of several for

- ‘ N

service p‘ersonnel .

‘

.

.o (", !
" INCLUDE MATERIAL ON NEGLECTED TOPICS

s b

and manuals deserve greater attention®’ institutional

. N N N
vsfesearch, and articulation and transfer.
S .

tnstitutional Research

while institutionel research is occesionally menploned
'as.-a legitimate function of two-year colleges, the values
of a 'syStem for evaluating and improying programs,
_ instruct‘lon,‘ and managerial efficiency are not of'te'n diven

space. The Sheldon Jackson Coliege (Alaska) Staff
i IS .

S T <O

'

Two topics given scant recognition. in handbooks

23




Handbook- (1980-81) Iis one of the few to stress thé-

N

importance of a well-organized research program. In

introducing the college research policy, the presideﬁt

»

insists that'while the primary function of the college. is
the promotion of learning, research should be supported

that .contributes to Iearnipg and .enhances the learning

“atmosphere. The relationship of recent research qn the
’ o ’

cultural -aspects of instruction to better understanding of

students at the college is listed as an example of a type

.of investigation to 'be ‘encouraged. Faculty . are - also

P

. - v o »
encouraged to develop -elementary research projeéts in
-two-year degree programs. Aquaculture (spaw/ning~and

. ‘ . . i

rearing of salmon, the important industry of the region)
4 . - A .
is’ j/llusftra'tive of an ongoing program with research

requirements. In the president'sv words: "All of the
4 : )

above types of research would seem reasonable in light

of tfie purpose and goals of the institution, but decisions

" . i

would neeclii to be determined against the primary goal of

~the institution which is instruction.“4 : 4
’ Articulation/Transfer . '

! Articulation (services for trarjsfe_r-bound students)

and i transfer  (exchange of credits, courses,. and

curricula) are virtually .unmentioned in faculty handbooks

’ . a ‘)
O B ) ) ~
ERIC

Aruitoxt provided by Eic:

regarding the extent of sthe time, money, and energ_y"'
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"~ identical excerpts from the University Board of Regents.

E

Aruitoxt provided by Eic: B .

3
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and'-manua’;ls. In fact, only two of the 313 documents
collec;eﬁé for this review COntafn’a aiscus?sion of the
topic:%ﬁw Both are products of Clark County Community
CoI‘Je,gve A Nevada). Thev regular Fa'culty‘-Handbook and

/

L ’ ! . .
the part-time Faculty. Handbook (both 1980-81) carry

policy‘gov?rnir'w’g transfer be‘tm/e,e‘n the four university
community colleges and t:h)ré two universities. One other
source; the I‘owa Lékes Commynit'y College Procadure
Manuz'il' (undated) has . information on tr'ansfer,]speci-
fically, a form for recording approved transfer credit é)n
a student's permanent “record. !

| A simiiéf paucity of material on thAese vital responsi-
bilities was noted in earlier studies by. the author.
Cé)mmunity collegeb ‘I“eaders are reminded of the critical

o x

importancg"—’of strong academic and vocational transfer
programs, and a'gain,' tweiity years later, are .adfonished
to add this topic to documents designed for faculty,
counselors, and students. Thesé* omissions are possibly
symptomatic of a general neglect of taransrer education
that community colleges can ill afford.

what information on transfer is ap'prop‘?'ja"te for
faculty and staff handbooks and manuals? In addition to
policies governing transfer, actdal agreements with

)

25




including equivale

.heavily used senior Institutions are certainly justified,

se |lists and applications or

uses of such courses at the senior college. Discussion

_of articulation services for transfers;is vital infdrmation

for prospective baccalaureate degree-bound students,

e.g., orientation seminars, special “counseling and fi-

nancial ald. G‘raYnled that’ such material is more Iikgly to
, " v [

be found in catalogs, the entire area of articulation/

transfer is badly neglected in documents published by

i

both two- and four-year institutions.
v f

4 ) [
MAINTAIN AN INFORMAL STYLE AND , ,

PRESENT STRAIGHTFORWARD EXPLANATIONS ,

Handbooks and manuals for the general faculty or
support staff should be written'in a less formal, less

rigid style than those prepared for specialized segments.

Whenever possible, policies should be paraphrased or’

simplified with clear’and straightforward explanations for

a ge%ral population. Questions to ask include: What
instructions need to be provided? How can the informa-

tion be -clearly and accurately presented? How can the

material be made more interesting and personal for sake

of acceptance? and What is the most attractive and

’
a

usable format?

o
O
E ;
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These vignettes llustrate in‘formality, simpllfication, .

clarity of. presentation, and selectlvity of material.,, Thel .+

'."980 faculty handbooks .from Whatcom (Washlngton),
Northern Nevada, and Daytona Beach (Florida) are
recognized for Informal wrlting\ and personal s'ty-le[ e.qg.,

use of personal pronouns. The St. Louls Community

!
(';olle‘ge - Meramec Faculty Manual (1981-82) offers briefs

» - N ! ) ' "
+ of policies andovprocedures, and the Broward Community
. "‘

College (Florida) Faculty Handbook (1979-80) Is intro-.-

duced as a quick, unofficial reference to policies and '

general op'e'ratlng guidellnes. Abstracts of regulations
along with full pollcy statements are Included lm
Pollcy Handbook (ubndated) of Itawamba Junjor College

(Mississippi).

' ) -

s+ Only controliing >ar‘\db precedence-taking pollclés and\
dor:uments arle -placed In the Austin Community College
(Texas) Faculty Handbook (1981~8é). The Wenatchee
Valley Community College Policy and Procedure Manual
.(_1979) contains brief summaries of staﬁutory, polldy and
> regulatory sources. It lIs notjintended td be Ieg;ally.
lr{terprjetive or cpmp'rehensiv_e, rather a qulck overview
qf‘ the authorlty -source for employee ,groups.. The
Columbus Technical 'Institute (Ohio) ‘Facult$® Handbook
(1981) Is referred to as'a practical guide, and restricts
Q

ERIC__ ﬁ :
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© around these guestions.

the' number of .policies référencefi. The ]ntrqductlon to
Lhe SanLa Barbara City College '(Californi.a') l'Fa;culty o
Manual (undated) indicates that only items are carried
that directly concern the faculty -an.d these are presented
in a C:ompleté b\_JL" concise format. New Items are first
appr‘oved by the Académtc Senate,

Organlzation and presenLaLlon of material are also
important considerations for improvlng readability. ~For
examplé, the Faculty.H‘a‘ndbook' (1980) of Paducah C?m_
munity College (University of KenLucky Sysu;m) lIsts on

the Inside cover the 13 most asked questions by new

Faéulty, and the brief sectlons that follow are organized

[

Other Format Matters.

Color coding Ist a simple but effective technique for,

!
identifylng particular document sections. - Of th‘éXaHous
A

pu.bllcatiﬁons described In this paper, policy manu ‘Ls are)

invariably the largest, most comprehensive, and most
difficult to Interpret. The best exampies in the collection
’ LY

of color coding, Indexing, and other format features are:

Policies and Procedures Manual ‘(third ‘revision 1981),

. Oscar Rose Junior C‘ollege (Oklahoma); Faculty Handbogk

(1980), Black Hawk College (tHlnois); Deihi College

Handbook (1981) State University Agricultural and

ERI!
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Technical College (New York); Faculty Handbook (1980) . ¢
Lees-McRae College (North Ca,rollnaf); 'Pollcy and Pro-
cedure Manual (1979), Wenatchee Valley College \
(washington); and Faculty Hahdbook (undated), Porter-
vilie College (Californla}. |

Ve

thhnlques‘ for "malptaining updated dpcuments
include® loose leaf binders, pockets for holding recently

received sheets, and elevated tabs for quick Identifica- .
. : ,
tion.” Examples are too numerous to mention. “"wo, .

however, are outstanding in these respects: the San

%

Diego City College Handbook (1981—82)»and the Pasadena
City College (California) Facu]Ly Handbook (1981¢82).

oth are loose leal” blnders and have tabs for ldentll’y~

’

Ing sectlons ¢ )

Dimensions of the publications -are also- important’

’

‘considerations. For Instance, pocket size -handbooks

. . . ) . 5
have been recommended "for business and Iindustry.
o Iz
. Whlle a small size document is sometimes used for lnsLlLu—

tional collectlve bargalning agreements (at least a halF
K

dozen have been noted In California) ~ no pocket size

handbooks or manuals are in thé collectlon,

~

Photographs typifying college catalogs and recruit-

ment publications are useful In certaln documents, e.g., ~

\‘1 . ) ] ] 3«"
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. ‘orlent’z?{Ion manuals for ne* employees and student hand- ‘ .

,l

books. The two-year car;wpus_Faculty Manual (1979) of
the University ’or‘ South Carolina Is particularly effecﬁve )
In that r\eSpect. ‘ ’ ;

. [ '

Simplicity, brevity, and a lighter touch are valid

'qualities.of' handbook and manual w_rltin'g. Choice of

t:oplé§ “with particular meyr)ing to the audience, Jnd ..
., indexing, coding, graphic displays, and P|ctovia|s are -

also |mpomant editorial considerations. .

RECOMMENDATIONS

'R'ecommendatlons' emerging from this lnvestigationiof’
two-year college h‘;mdbooks and manuals. are summarized
as follows: ‘ '

ﬁ. ESTABLISH REE.A IONSHIPS WITH COLLECTIVE
BARGAINING CON’T'RACTSXND OTHER REGULATORY <
SOURCES. In stateé where unjonization is widespread,
it Is essential to clarify the relationshm between har;d-
books and“manuals and the"appropriate contracts or
contracts, This Is particulariy ‘cr‘uc‘l’al In institutions
and districts develépln‘g comprehensive contracts to avold

general confuslon and legal complications that are causing

the -abandonment of handbooks and manuals in California.



P,

are two possibillies. The latter is dp

2.. EXPAND  EDUCATIONAL - INSTRUCTIONAL

COMPONENTS. Evidence cited in the second section. of
the study points toward’a purpose for handbooks that is

-

seldoh acknowledged: to offer materlal on learning and

instruction.  Enrichment of the traditlonal [hformation-
centered handbook, or publication of :a/separate document,
. B . -

propriate strategy

where bargaining agreements may have superceded or

_invalidated policy originated by the board of trusiees.

3. DEVELOP SPECLALIZED DOCUMENTS. Hand-"

books prepared for special glfoups is one of the striking

‘changes noted in the -twenty year period since the

il

“author's  flrst inVeStlgatiOn$ of these p"ubH,cat;lons.

ERI!

Divevrsiﬁcatfon of two-year colleges progr’éms and services
has nec;ssltated thls expansion, particuiarly lﬁ compre-
Hensive community colleges. Qocuments specifically
written for counselo#s, Instructional and service
specialists, and administrative/managerial groups, e.g.,’
departr%fent &halrs, ’supplemem tlhe orlginal concentration
on full- and part-time faculty, non-certificated emp|0yee§‘,
and students. Improved Inner-group’ commu’nlcatio;n, and

clearer understanding of institutional misslon are two of

the resulting assets.

Ju
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.4, INCLUDE MATERIAL ON NEGLECTED TOPICS.

Institutions, districts, and systems are urged to provide

rirwroﬁmation, i.e., policles and regulations, on two

'neglected toples:  Institutional research, and articulation

and transfer. Bbth areas were almost totally absent iIn

the documents examined. Examples of appropriate in-
formation were‘pro\\l}ided in the t'ourfh section. _

5. MAINTAIN AN INFORMAL STYLE AND
PRESENT  STRAIGHTFORWARD “EXPLANATIONS. A
number of suggestions were offered to i'mprOVe clarity,

.

precision, usabllity, readability, and- appearance of

I

handbooks and manuals.

FINAL WORD

Handbooks and manuals produced by two-year
1]

colieges are hlghly indiwduaHZed documents. Orginially,
they were prn%marily mf‘ormat]onal and served as communi-
cation’ links between the various const.]l.uencles of the
institution. Some \A}l’ters/ editors are now adding sec-
tions .on improving instructlon and effective ways to
serve sLudean Greater pr}orlcy n preparatlon should,
In the f“uture, be g]Ven o’ these compdnén‘ts, and to

material that complements and supplements other publica-

tions. ‘ A
_— s

(O

RIC " .
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