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INTRODUCTION

This manual includes policies and procedUres on a variety of subjects of
interest to the Faculty. These policies and procedures are' established by
varibus'decision-making bodies at iiartwick: The Faculty, faculty committees,
the Boarcl: of-Trustees, ,and the Administration. Sometimes policies are de-
tesrmined by outside agencils, such as, The Regents of the University of the
State of New York, the Stat6-Educatfon Department or the State Legislature.
The'se various bodies, of course, have the right to make modifications in

- -areas of policy under their jurisdiction; changes will be reported to the
Faculty in supplements to the Faculty Manual aS they occur.

I

Each faculty mem r should keep the manual up-to:clate'by inserting
the supple-reel* in propriate places and removing out-dated materials.

I

Carol A'. Hawkes ,..
Vice President for Educational Affairs,
and Dean of the College
July 1975

I
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CHAPTER I THE BOARD OF TRUSTEES

The corporate authority of Hartwick College is vested in the Board of
Trustees of 25 members. The Board Consists Of .three alumni of Hart Wick'
College, three-residents of the City of Oneont8 or its immediate 6?iviroris,
three parents of students in the sophomore, junior and senior classes, one.

.from m each class and sixteen members at large.
(Article, I, BylawsOf Hartwick College, hereinafter referred to as "ByLaws.")

The. Board of Trustees establishes and maintains the policies under which..the College operates, oversees its financial affairs, and elects a President
who hOads the College Adminittrs4tion.

Provisi is' made.for members of the Board., Faculty, staff arfd students
to serve on c mmittees of the-Board of Trustees. (Bylaws, -Article VII., Section 1)

CHAPTER II THE PRESIDENT..

The President is appointed by the Board of Trustees. He is the chief executive:
officer of the College and has the responsibility for the administration of the
College. Under the direction of the Board of Trustees', he shall have the general
powers and duties of supervision and management of the property and *fairs of '
the Cllege, including the educational activitie4 of the College arid all the other
°Modes and staff oiihe College shall be directry accountable to him.

In the event of the bsence of the President, the Dean of the College acts
in his stead as chief cjfficer. (Approved Board of Trustees, October 4, 1974)

..olHAPTER III THE DEAN OF THE COLLEGE AND
VICE PRESIDENT FOR EDUCATIONAL

t , AFFAIRS

The Dean of the,Coillege and Vice Preyident for Educational Affairs reports
directly to the President of the College. The responsibilities are:

A. The overseeing and coordination of all educational programs of the
college.

B. Long -range planning in the area of educational policy and curriculum
development and working with the Faculty, appropriate Faculty com-
mittees, the Office of Institutional-Research andAhe Financial Offices
to these ends.

C. Working with the Faculty and Staff in matters relating to their professional
responsibilities, to include an active role in encouraging and assisting
them in the maintaining of high levels of professional competency.

.

G
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D. Recommending to the President it 5 areas related. to hiring.of., professional
staff, Promotion? tenure and salaries.

1
. .,

E. Coordination of th
ment, Finallie-ial Af
active ccimmunicatton wit

responsibilities of the office with the areaS of Develpp-
irs, and Public Relations, tcb inclu maintaining aiV";

the community:-at-large regarding educational
iptivities and polVes of t11e college as requested by community origanizaJ
tions,the.Presiden. of the College,, .o'r the offices of Development and
PubliC Relations.

Participation in planning the annual budget of the college and coordinating
with the Office of Financial Affairs expenditure of funds in areas affecting

_the jurisdiction of the office

'G. Delegatipn of responsibilities of the office as maybe deerried necessary.

Cairy out additional responsibilities as may be deemed nece
. Piesiderqof the College.-

. .

sa,ty by. the

. To assume the responSibilities of the President of the College in h s
xalbsence.

J. 'Serves as art ex-officio member of all facUlty committees.

K,. 'In cases of short-term absences to reconithend to the President the person
to assume the responsibilities'o the office,

CHAPTER IV CHAIRMAN OF .THE FACULTY
.

He shall. be electied in the spring and take office the hollowing fall of even
numbered years, He will be elected froin among the full-time' teaching faculty
for a term of two mars with one c.nsecutive re- election possible: The holder
of this 'position will assume half-time teaching and-half-time adminilstrative
responsibilities for the duration of the office.' Funds will be made available
to.provide tea ping replacement for the Chairman in his/her de-
partment.

In the implementation of established college policy., the Chairman of. the
Faculty will be respotsible to the Vice President fof. Educational Affairs; in
the developing of new policy, he will be responsible to the Faculty.

The resources of the Office of Educa tional Affairs will be available to him
in carrying out his duties. Shoufd his respqnsibilities as Chairman of the
Faculty require his involvement during the summer, appropriate financial
arrangements will be made.

rt
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The Chairman of the Faculty will assume the following respOnsibilitiesr

, A. Chdit all Faculty Meetings.

B. Arrange, in consultation with the Vide President for Eduoational Affairs
and the FactIlty council, the agenda for Faculty .Meetings

C. Serve as Chairman, of the Faculty Council..

tr. Meet regularly with the Vice President and Deans to discuss ed,ucational
policy, curriculums, etc.

E. Meat regularly with the President's Advisory Council.

F. Serve as ex-officio member of all faculty committees.

G. Coordinate an annual review and evaluation of the work of all faculty,
committees.

H. May serve as intermediary at the request of a member of the faclty,

,o

administration, or studerrt body in a grievance case.

(Appro.veti by the Board of Trustees, October 4, 1974)

HAPTER V

r.

FACULTY MEMBERSHIP AND AUTHORITY

Faculty membership is specified in the Rules of Procedure' of the Hartwick
College Faculty, (refer to Chapter VIII, Section 1).

Subject to other provisions' in the College Bylaws, and to th'e ultimate 'authority
of the Boarilopif Trustees, the Faculty shall have the responsibility to set academic
standards, mddify the existing curriculum) develop new courses of study, and
fix requirement for graduation. In all other matters pertaining to the acade4,lo
interests of eCollege, the Faculty shall have the authority to make recomme'rida--
tions to the President, and .through him to the Boatd of Trustees. (Bylaws, Artidle VIII,
Section .2 tas revised. February, 1975)

The Faculty and Board of Trustees have both endorsed the "Statement on .Govern-
ment of Colleges and Universities" as prepared by the ArRerican. Council on -Educa-
tion, t e American Association of University Professors, gnd the Association_of
Govern ng Boards of Universities and Colleges.

tiWhen a member of the Faculty accepts an appointment from the Board of Trustees,
hethe.reby contracts to-conform to all regulations adopted bythe Faculty and Board.- .

Membei-s of the Faculty are expected, as part of their noreial work, to serve on
such committees as the President .or Faculty may designat&, and to give of their

°time freely to students: Teachers should post publicly a regular schedule of con-
ference hours so that students may know when they are available for coupsel and
assistance.

Eff
..
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CHAPTER VI
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FACULTY DEPARTMENTS

The Faculty consists of seventeen academic departments:

Art
Biology and Geology
Chemistry
Economics
Education
English
History

Modern and Classical Languages

Nursing
Philosophy and Religion
IThysical Educatidh
Physics y ,

Political Sciehce
Psychology
Sociology and Anthropology

-42415po,intments to the chairmanships of departments are made by the President
of the College in consultation with the Dean of the College/ effective for peridds
of .three years. The term of office usually extendi from April 1 of the year ,pf
appointment until March 31 of the year in wh,ich theg.term of 'office expires / An
exception may occur in the event that a new faculty member is appointed as a
depattm4t phairman in which cage his 'term begins withthis date of employment
at te college which is usually September T. The principle of rotation may be
employed.

Respohsibtlities of chairmen -of departments:

A. To 4upervise the instruction of the department.

B. To recommend course changes to the:Division.

C. To hold regular departmental meetings..

D. To supply departmental material an courses to the Dean cif-the College
for the college catalog.

E. TO cooperate with the Dean V the College and division chairman in
seekixig, interviewing, and evaluating candidates for the departmental
staff, and to make recommendatiOns to the Dean of the College for sub-
mission to the President.. r

F. To cooperate with the Dean of the Collegets assigning flosses, balancing
the size of the classes, and coordinating the timong sections of .the ;
same course.

To prepare a clepartipental budget, which is given to the DeOn of tfie College
for gubmtsgion to.the Diifector of Business Affairs and Budget, who in turn
submits it to the President.

H. TO'submit requisitions for needed departmental expendable suppli4s and
instructfonal equipment:to the Btsiness Office, and to arrange for any
part-time ,student help.

v
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I. To approve, after consultation with the,departmental staff, books, and
materials for departmental courses, and to keep the Bookstore intbrrried
of these requirernents.4.

J. TO approve and- submit requiiitions for new book puechases for the Library
'through the Library Staff.

.41
t

e 0 NK. To supervise the organization of Course sylla and theirzevision, and
when requested, to submit a copy pf eabh.course syllabus to the officP
of the Dean of the Cbllege.

.. , .

L. To take an annual inventory of supplies and equipment.

M74 To submit repqrts to the Dean of the College upon request.

To review and eva-luateperiodically members of his department for the
purpose of making recommendations for promotions, tenure and separation.

4.0. To adviSe and coitzsel students in his de artment,. He may-assign studentS
to faculty merribers n his department for dvising and counseling purposes,
but the ultimate responsibility is his.

.

When members of the teaching faculty are assigned to administrative duties,
the tenurea-infin i tothe teaching faeulty, is' not applicable to the administrative
functions.

CHAPTER VII , CHAIRMAN OF INTERDISGIRLINARY
AND NON-DEPARTMENTAL CIRRICULi;

The Chairman is appointed by the President of the College in cons tats n
with the Dean of the College, ordinarily, from among the full-time Ha ids
teaching faculty. He w teach departmental courses but will be ex cted
to teach interdisciplinary courses as well. However, hfs total teaching load
swill be reduced by one course per year, as is the policy witdepartment chair-

. men, he will receive an additional yearly Stipend similar to Mat received by
department chairmen, tind he will normally be appOinted for a three-ye'ar term.

.

Th@ chairman'.s specific duties shall include the-following:

A. Tq supervise the offering of interdisciplinary and non-departmental courses
(does notVclude divisional courses).

4

B. In Conjunction with the Committee on Interdisciplinary and Non-Departmental
Curribil+a; to,formulate a- theory of interdisciplinary study, and to develop
a sound program of interdisciplinary study based upon that theory.

o 1 ,

C. To/recommend course changes to the Committee on Interdisciplinary and.
/ Non-Departmental Curricult and to the Divisions. e

/V, :To serve as chairman of the Committee on InterdisciplinLy and Non-
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Departimental Curricula.

E. To supply material on Interdisciplinary tours? to the Dean of the College
for the college catalog.

F. In consultation with the Dean cif the College, the Committee on Inter-,
discipliriary and Non-Departmental Curricula ,. and the. appropriate division
and deparitment chairmen, to make staff assignments for interdisciplinary

;courses./

To

e-

G. To wov-k.With the Committee on InterdiAciplinasy and NOn-Dep6rtme.ntpl
(purricula in preparing a budget and in distributing funds to the, various
interdisciplinary courses. .

H. T9 gikrove and submit requisitions for new book puratiaset through\he
library staff. it

...,.

.
-Ii, To submit reports to the Dean Of the College uponreqUest.

# To review and evalVate periodically faculty members' work in inter-
/ ) disciplinary teach"in.g and to have a nice in recommendations regarding

- -,/.? promotions, tenure decisions,and sal e .,'N---.,'
i

7 vdi

I? K., With the committee, to review regularl t e opeption of program and'
of his office, and to recommend changes in: the light of experience. V

CHAPTER VIII
a

(Atiopteciby the ,Board of Truslees , February'2,-197.3)
of.

HARTWICK COLLEGE FACULTY
RULrOF PROCEDURE

'Indl des. Revisions to June 1-975

Prea Mble "-

4

The Faculty of Hartwick College, Oneonta York tinder thg atitharity,
vested in it through the Bylaws of the.College, shall conduct-its, business
according to the following rules of prOcedure.,

. :

Article One i'
.,.. :,

.11'embersiiii)

S tion 1. -- As prov.ided in Article:1/4,14 Seation 1; of the HartVipk- College
Byl , "the Faculty shall cons s't,''6f Fresidenk.,fhe Dean'of the
the fu -time Members of the instructionfil staff, and such others aro- cieemett
in exce tic_ rlal cases, appiopriate.bY the Presidenf.." ,These,,cth9rs'a :Dean.
of Special .Peograme, Ass.ociate Deanof SpecialPro-grams, Coorci.inator
Institgtional Research, Director of Museums and.prOfessional:meitibers of the
Library staff. -
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Voting members of the Faculty consist of furl time members ofithe teaching
faculty including persbns on 'pave and.furl time replacements serving for an
.entire academioryear, members of the professional Libraty stabf, and adminis-
teatofs designat,ed ty the iresitrent as member b-f t e Faculty. ExnUded from I;
voting memberiip are persons servinefor-orrry , or '0:No-tern-is, of an-acade-Mro° '
year and part-time teachers: ,/ -

,.

Article Two

Officers

Section 1. -- The Chairman of the Fac61t7, shall preside over meetings
of the Faculty or des.ignate a replacement to preside in hig

.Section 2. -.The Registrar .of the C011ege shall serve as .Secretary to the
FaCulty. The.Seci-dait.to the F.9culty shall keepminutes.of all meetings.-
Minutes shall be.kept on file by theSecretary-and available for
inspection by all Members of the Faculty. and Board Of Trustees.

tatiele THree

"Meetings
.

Settion 1. -- The Faculty shall hold at least two regular meetings during
each ten -week, term of the academic Yder.. The President, The Dean of the
College or the Chairman of the Faculty may call'special meetings oLthe
Faculty. "Won _written requemt of at least ten members of the Faculty, a
special muting of the Fatuity shall be called by tir President, the Dean
of the College,or Chairman of the Faculty.

.1Section To transact Jo.ut Ines s at a meeting.of the-Fa,culty, a quorum
shall be present. A. quorum. shall consist Of fifty voting members of the
Faculty as defined to Article One.

Section 3. --. Agenda for meetings of the Faculty shall be prepared by .

the Chairman of ,the Faculty, in consUltation with the Dean of the-College and-
Faculty Colincil:, The Faculty Council. may', by majority vote, include items
of bu'sine s on the agenda. Buttinieag not included or r4eth6 agenda ray be
introduced om the floOr by ari9 ember of the FaCulti uncial: New Etusiness
at any regui 'meeting.

. Section.4, -- Except in cases of special regulatiO s having been,adotited
in theseRuLes of Procedure or at official meetings o the Faculty., business

shall b transacted in accordance with Robert's Rul of Order. (

cot on -- Special regulations pertaining to the cpnduct of faculty meetings.
Proxy votes ma;y4not be cast duiring faculty meetings .,

(Faculty Minutes, May 9,'1969),
r

B. Faculty Meetings dui-frig the academic year will be held every two weeks
on Mondays, from 5.00 p.m. to 6:30 p.m.

-( Facuity Minutes., Novcrfnber 1:1975.)

*



G. W ever a motion to adjourn or to lay.on the table is maffeit shall I*
..In order o.for objections to, made, the time to be4no..more than one minute

rand,for,.rebutta1s to be made td theobjectioris, for no'more than one
- additional minufe.

(Faculty Minutes , &bruary 4,' 1974) ,

D. Procedures fOr faculty elections utiliz'inthe eccles-i-asticak ballOt:
I

A majority vote is-required for electibn on any ballot:

Frrstallot On the first ballot each faculty member ma/ vote 'for
one person fpr each position to be filled, but may not cast'more
than one vote for any one candidate.

SedOnd balldt. -- The second ballot shall.consist of the names receiving
r the highest nuffibef olEvotes on The first ballot so that -there are three

times as many nominees as there are vacancies remaining. The
Oumerical rqs-ultS for thege nominees on the first balfdtshall be
rannounced before prOceeding to the second ballot.

r

bird ballot, The thilOallot sh811 be the samt as the second except
',that there shall be twtcely nominees as there are Naancies
remaining..

fourth and succeding On the fpurth and succeeding ballots,
the name of the per,son receiviro, the feweqt.n'tinib,er of votes in the

N third and sec7eecting ballots shall be: drdp'Ped until. an election occur,s
tp.r each vacancy.

. ,
'(Adopted March 4, .1974, Faculty Minutes)
(Revised May 13, 1974, .Fadulty Minutes)

Article Four

Faculty Qrganizationk,0

`Section 1. -- Academic ,departments bf the Faculty shall be organized intoa

three drvisiotis: Humanities (Art, English, Modern and Classical Languages,,
Music, Philosophy and ReTigion), Physical and. Life"Sciences (Biology and
Geology,.Chemistry, Mathematics, Nursing, Physics),and Social and
13ehavioral Sbiences: (Economics, Ecrucation, History, Political Science,

'Psychology, and Sociology and Anthropology).

. Divisiops are responsible for (1) considering curricular matters which
involve more than'one department, (2) establishing requirements for
majors within a division, (3) reviewing Proposals for adding and
dropping courses to avoid duplicdtion and overlapping, (4) making
judgments concerning programs deemed'essential for the liberally

'tieducated student and recommending such judgments to the Faculty'
Concil and to the Faculty. '

Q.)
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b. Members- of each division shall elect a chairthan and a vice-chairman-
from ambit4 the senior professors, prbfessors, and associate professors,ins.the division. A faculty member,shalfbe.eligible to serve inThrediatelyuponformal notification that 'he or sale has been promoted to the rank ofassociate professor, or higher. Election shall, by by-secret ballot withoutnornina ions. A majority of votes cast shall be necessary for election.A di:vi con chairman shall-be elected for a two-year term in March of even-numbe ed years. He or she shall serve from April 1 of the'year electedthrough March of the second year. A aivision vice chairman shall be.elect d in,the same manner as the chairman for a two -year term in Marchof od -numbered years. Ile or, she shall serve from April 1 of the yearelect d through March of hesecond year. Neither the 'chairtnarrnOrvice chairman shall serve in his or her respectiVe office for more thantwo Consecutive terths.

c. The-duties-of the division chairman shall be (1) to act as-liaisonbet een the members of the division and the Dean of the Collegein eking and receiving recommendations affLting subject fieldswit in the diviSio4 and (2) to assume leadership in helping thediv sion to discharge its responsibilities as stated'above. (Nothingin t e statement oduties of the division chairmarr is intended tode rive any member of the Faculty of the ight to discuss with the -De n of the College or the 'President any matter affeCting the member's.,du ies or personal idelfare.)

,d. The duties of the-division vice chairman shall be (1) to serve in the.absence of the division chairman as presiding officer of the division,(2) toassume the position of chairman for the balance of the term' if theciairnian should' vacate His offiCe, and (3) to advise the chairman re-, garding divisional matters. If the position of.vice chairman shouldbecome vacant; a- riew vice chairman shall be elected by the divisionto'serve for the balance of the term. A vice chairman elected to serve,fora portion of a term shall be eligible for election, 'as vice chai,rmanto tWo subsequent and consecutive terms.

e. Each division shall hold'at least one regular meeting during each ten-week term of the academic year. Upon written request of at least five
' members of a division, the chatrmanashall call a.rneeting of the division.-Minutes shall be kept"and copies sent to the' President, Dean of theCollege, Chairman of the Faculty and Secretary to-the Faculty. TheSecretary' to the Faculty shall keepon.file, minutes, which shall beavailable for inspection, by any member of the Faculty or Board ofTrustees. ,

Section 2. -- The Facult4Council 'shall consist of the President, the Deanof tie college, ,the Chairman of the Faculty (Chairman), one tenured faculty memberelqcted by each of the three' divisions, and three faculty members elected by theFaculty at:large. A faculty member shall be eligible to serve as a divisionalrepresentative immediately uporLformal notification the; he,or she has beengranted tenure.
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The term of office for membership on the CoLiticil'shall lie Otlo
Elections shall be conduOted in the month of March; the election of membes
by the divisions shall take plac.e in even-numbered years, and by the Faculty.
at-large in odd-numbered Years. Terms shall begin on April 1. A member.

- shall be ineligible to serve more than two consecutive terms. The Council
shall elOct froma_mong its members a secretary who shall' keep minures of
all meetings`. 1

The Council shall hold at least three meetiri,gs during each ten-week tdrm.
_ of the academic' year to discuss interdivisional problems, committee reports,

,curricular matters, academic policies, and long range academic planning. .

The Council shall act upon recommendations from iiivisions, departments, and
comitteesiregarding changes in curricula and shall recommend. to the. Faculty
pi.opo'sed changes in graduation requirements. The Council shall advise the
Chairman of the Facul'fy in the preparing of agenda for meetings of the Faculty;

Article Five.

Standing Committees

Section 1. There shall be the following standing committees and such
othert as shall be established from time to time.

Academic Standards
Admissions and Financial Aids
Athletics

:Committees
Convocations
Faculty Salaries *and Budget. °
Individ,ual Student Programs
InterdiscIplinary and Non-Departmental Curricula
Library
Planning Council

"X.Student Affairs **

Teacher Education
1

Section 2. -- There shall be six faculty members on each standing corn'-
mittee, except for the Committee on Teacher hducation and for the Committee
on Interdisciplinary and. Non - Departmental Curricula during the Fall and
December Terms. Members-of the "administration without faculty status shall
be ineligibleto serve on standing committees; although they may meet,with
committees in an advisory capacity with the exception of the Vice President

'for Planning and Development who shall be-a voting member of the Planning
Council. Each faculty member of a standing committee,excepUforNthe Planning
Council and the Committee on Interdisciplinary and Non-Departmental Curricula,
shall be elacked for a two-year term. No member of the faculty sl-iall be eligible
to serve .on the same standing committee,4or more than two consecutive terms.
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Terms shall be.s ggered so that three new members are electel each year'
according to the' ocedure described in.Sections Three, Six and Seven. 5ach
member s tdrm hall begin at the opening of the Fall Term, except for the Com-
mittee err Interdisciplipary and Non-Departmental Curricula, In the case of
the Committees Interdisciplinary and Non-Deparp,tmental Ctr'ricula, each,
member's teprdshall begin the opening of the Fall Terin and shall expire
at the end bf the 'Third beceiriber Term following election.'

Each standing committee shall elect from among its members a chaiman
who shall serve in that capa'city for one year except in the case pf the Com-
mittee on Interdisciplinary and Non - Departmental Curricula the chairman 1.8
appointed by the President in accordance with a policy adopted by the Board'
of Trustees on,February.2; 1973,. ( e,e Chapter VII).*

4
1)

The President, Dkan of the Colley and Chairman of the Faculty shall be
ex pfficio members, of all Stantling committees. The Registrar'shall be an ex
officio, non-Votirp advisory member of theCornmittee on Academic Standards;
he shalL coordinateAhe work of the Committee and' implement its tlecisions.

No member of the professional library staff shall be cht irmarr of the OOm-2
mittee on Library, nor shall any meinber of the Department of Physical Education
be chairman of the Comm-thee on Athletics.

Section 3: 4_ The Coemittee On Committees shall be elected in April of
each year. Each division shall_elect one member to the Committee. . The
Faculty shall eject the other-three members at large: Election shall be by
secret ballot, without nominations. A majority of votes cast shall be necessary
for election. 0 week prior to the. May meeting of the Faculty, the Com-
mittee on Committtees shall publish a slate of candidatestOr committee
memberships which are to be filled.; Al the May meeting,. orn.inations May,
also be made :from tSe floor. Election shall be by written ballot; a.majority
vote of those voting shall be necessary for election.

-Section 4. The Chairman of the 'Faculty.Committee on Committees shall
transmit to the Chairman of the Boardof Trustees nominations for'faculty
memberships on Trustee committees. The Faculty:44hall each fall, no later
than Nove,mber 1, select its list of nominees at a fac'ulty meeting., The Com-
mittee on Committees shall each fall draw up a slate of candidates for faculty
positionS on trustee committees consisting of one and one-half times as many
names as there are faculty places to fill. Thig slate shall be publised at
least one w'e,ek prior to the meeting of the'F'aculty at which the election is to.
take place. Nominations may also be made from the floor. The Factiltphall
elect a slake consisting of .one and one-t(ali times as many names as there
are faculty places to fill.

(

Section 5. -- The Student Senate may elect two students to serve for one-..

year terms on each of the following committees: Acadefnic Standards, Admissions
and Financial Allis, Athletics, 'Interdisciplinary a,nd Non- Departmental Curricula,
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Library,.:Planning Council, and Stud ,ent Affairs: The!Student Senate may elect
fOur

students to serve for one-year terms on the Commi,ttee on Convocations..
The term of students on these committees shall coincide with facultyterrns,
which begin with the fall term. (See Section Two) Student members shall have
alb Of the rights, privileges and responsibilities of faculty committee members,
including the right,tg vote. Two officers of the Student' Senate shall serve ex

:1.officio non-voting mimbers ofthe above'committees.. Student positions on
faculty Committee's mTst be filleeby October 1; if a,given position is not
filled by the Student Senate by that deadline; the position shall remain vacant
until' the next F911 Term. In the event that a vacancy occurs during the term
of office, through resignation, withArawal from college, participation
in off-campus, programs, and,s0 3n, the Studerit Senate shall have an/opportunity

.to fill that vacancy for the balance of the term of office.

Section 6-. -- The ComMittee on Teacher Education shall consist of six
elected members and the Ckiairma of the Department of Education who shall
serve ex officio.

'.
Section 7. The Planning Council shall consist of the President, the

.
Dean of the.College, the Chairman of the Faculty, the Vice President for
Planning and D,pvelopment, one faculty member elected by aach of the three
divisions and three factilty members ejected by the Faculty7rom a slate of .

six faculty members nominated by the Committee on Committees, and two;
students. The termof office for membership on the Cduricil'Shall be two
years; elections shall b,e conducted inlhe'month of May; theelection of
members by the divisions shall take place in odd-nuMbered aneby
the Faculty 41-large in even-numbered years; a member shall be ineligible
to serve more than two consecutive term..s. .Each Member's term shall begin
at the opening of the Fall Term..

444.

'Section 8. Each standing committee shall'hold at least one regular
meeting during' each ten week term of the academic year. Additional meeting's

ay be called by the chairman or shall ibe called upon ritten request of .at
least three committee members.

'

Section 9. -t- Standing committees shelfl deal with matters coming under
their jurisdiction as set forth in the faculty Manual'. Each committee shall
annually review its statement of responsibilities and functions and report to
the Faculty any recommendations to modify functions 'and responsibilities.

4

Section 10. -- Written minutes of all committee-meetings shall be kept.
Copies shall be sent to the President, Dean of the College, Chairman of the
Faculty and the Secretary to the Faculty.' The Secretary shall keep minutes
on file for.inspection by members of the Faculty and Board of Trustees. Each
standing committee shall report to the Faculty at least once during each academic
year.,

1r'

v
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Section 11. -- In the event of a vacancy on a standing committee, a
candidate to comzlete .

the unexpired ten-1'1 shall be nominated by the Com-
mittee on Cotrunitteis for consideration by the Faculty at its next meeting..
Members of'.the Faculty who complete such an unexpired te,i=m,shall be
eligible for election to'a full term.

,,Article Six

Special CommitteesA

Section 1. -- Special committees may be appointed by the 'President in
consultation wi0; the Doan of the College.. Special committees may also be
established by .vote of the Faculty. The President and Dean of the Colleqe,
shall be ex-offreld members of all special committees and shall be sent
minutes of all meetings.

Section 2. The Committee on Appointments, Tenure and Prorriotion which
is an advisory committee. to the President, shall consistof th'e,Dean 6f the

.College (Chairman), Chaic,man the Faculty(ex-officio), and four tenured
members!of the 'Faculty who hold the rank-of senior p'rofessor,or profeSsor.
A faculty Member',shall be. eligible to serve immediately upon formal notifica-,
tiop that 'he or she has been promoted to the rank-ofprofessor. The term of
office of this,committee for a member of the Faculty shall be two years and.
no member of the. Faculti shall be eligible to serve on the Committee for more
than, two consecutive terms. The Faculty shall elect two of their members
each May by secret ballot. A majority of,votes cast shall be necessary for'
,election. At all time there shall be on the Committee a representative from
each divisio'n of the faculty (Humanities,' Physical and Life Sciences, and
SoCial'and Behaviora'rSciences),.and elections shall be condpcted in such a
manner as to achieve this.requirement. In the event of a vacancy, the faculty
shall' elect a candidate at the earliest opportunity:,

"!.

Section 3.'-- The Committee on Appointments, Tenure and:Promotion shall
receive recommendations for promotion, tenure and severance in writing from
the t hairfnen of all instructional departments. Chairmen shall consult with
tenured members of their departments before making recqmmendations. 'The
Commigeei on Appointments, Tenure and Promotion shall meet with the President,
and consult with each chairman before making final decisions. Each chairman
shall be apprised of Committee' decisions concerning his department prior to
decisions being announced. If the President vetoes a Committee's decision,
he shall explain to the Committee is reasons for his decisitructors
wh6se contracts are not renewed are to be given reasons, if they request them,
in confidence, by a member of the Committee if if has voted for severance or
by the President if he' has reversed a Committee decision to retain-an instructor.

tThe Committee on Appointments, Tenure and Promotion shall from time to
time review pdlicies. and procedures fo' recruiting and appointing faculty as
well as administrative members whose.positions pertairi'directly to academic
affairs. This statement applies to all faculty positions, department chairmen/
and administrative' positions such as Dean of the College, Deaeof Special
Programs, Associate Deep of Special Programs, the Registrar, the Director. of
Admissions, the Director of Libraries; the Director of-Musuems, avid the

1G
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Dir Audio Visuals.
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itc
vacancies for the above positions occur, the Committee shall be

d by the Dean of the College or the President. Members of the Com-
shall be consulted if possible when candidates are under consideration.

ittee members may submit recommendations concerning candi ates to
Department Chairmen, Chairman of the Faculty, Dean of the C liege and/

the President.,
r.

Article Seven

.Amendments

Section 1. The Faculty may amend these Rules of Procedure by a majority
vote of the meTbers if the proposed change has appeared on the published agenda
at least five days pfior to the meeting.

Section 2-. *The Faculty may.amend these Rules of Procedure by ,a ninety-
nine pefcen't majority at any regular meeting. ..

(Rules of Procedure.Adopted by Faculty,
April. 22, 1969)

4.

CHAPTER IX 1 NOTIONS OF STANDING COMMITTEES ,

- Committee members are elected by the FaCUlty in dceorda n c e with the,Faculty
Rules of Procedure: Members of the,AdmirOstration without faculty membership
do not serve as regu'lar rnembers of comThittees;however, they frequently meet

'with committees in an advisory capacity,.

The President and Dean of the College and Chairman of the Faculty are ex
officio members of 'all committees and receive notices of their meetings and
minutes of their proceedings. Minutes of me'etings,are also gent to the
Secretary to the Faculty (Registrar), who keep's a per.manent file.

( When standing committees of the.Faculty make policy decisions ,in behalf
of the Faculty, these decisions shall be published through campus mail.
Publication is constried as notification of the. Faculty,.

When a faculty member believes that the Committee has exceeded its
authority and/or raised questions of principle which should be further evaluated,
then the faculty member may request that the matter in question be placed on
the agenda of the next faculty meeting. This 'request must t-be made within ten
days of the publication of the decision. The-request for inclusion on the Faculty
agenda should be made to any.of the following.'

President of the College Secretary to the Faculty
Dean of the College Secretary of Faculty Couhcil
Chairman of the Faculty

(Faculty Minutes, April 6, 1970)
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A. Academic Stant lards

The Committee on Academic Standards shall act for the Faciilty in matters
pertaining to the evaluation and credit system and the student's'ielationship
to this system, and shall develop and aelend policies and procedures per-.taining to.this general area, examples of which are:

1.' Considering students for academic dismfssar. j
2. Considering faculty requests for grade changes.
3. Acting as the representative Body of the Faculty -to authorize individual

exception's to specific college policies such as:
a. final year is residence rule
b. meeting of area'requirements for graduation;
c. waiving standard requirements for attendance at other institutions

for"credits
4. Considering and implementing policies-on transfer ot gradesi'honor

points, etc. -

5. Eercising jurisdiction over types of tra,viscript entries. Nothing in this
statement shall be construed to beauthdrizing the 'Committee on Madernic.
Standards tdhalter grades or to change faculty policies.

6. Reviewing academic policies pertainkg to class standings and.othdr
statistical grading information.

The Committed shall review.acaderrfic regulations and shall recommend -to .
.the.,Fac-ulty cMnges in Faculty rules (or "regulations") concerning the
evaluaiiori and credit system, graduation requirements, and related
matters.

(Faculty Minutes, January 18, 1g71)

The Committee on Academic Standards shall implement the following
/ y .faculty policy: 1

i .-.;

..A student should have protectionpagatnst prejudicial and capricious
grading. The,following policy is. established for reviewing complaints
about end-of-term grades: the stwlent shall first consult the professor
involved; if no agreement is reached; the student 'may then bring his
case to the Committee on Academic Standards. The Committee shall
serve as a review board, and if a change seems justified, the Co
mittee shalle empowered to recommend to the professor a change
of grade. , 1 , 4.

.
, (Faculty Minutes, May 14, 1970)

B. Admissions and Financial Aids

The Committee serves as a liaison betWeen the Director of Adm1s6ions
andthe Faculty. Recommendations, suggestions,.and ideas relating
to admissiQn are considered by the Committee. Goals, policies, and,
procedures are established by the Committee iri consultatiOn with the
Director of AdmissiNQns,



-16-

Tile Director of Adrhissions implements policierihe Committee is avail-
.

able to assist- in policy interpretation.

All requests for readmission,are received and reviewed by the Director of
Admissions and his staff. Petitions asking to return froin voluntary with-
drawa1,or acadei-nic dismissal are acted On by the Eommittee.When dis-
cussing cases, the Deari of the Collegeor his representativeffre:quently
meets With the Committee,

The Committee has a similar liaison function between the DireCtor: of
Financial Aids and the raculty. Recommendations, suggestions/ and
ideas relating to Fina.'nciaL Aid are considered bc, the Co'rnmittee.'
policies and procedures are established by the Committee in consultation
with the Director of Financial Aidsanq the Vice..Zresident for Financial
Affairs .

o

./The Director of Financial Aids implements policies; the -Committeel,s'
-available to assist in policy interpretations

Athletics-
, ,

. The Faculty is,rets,Ponsiible for d.etermlhing policies and prOcedures
through thg e'orprnitte-e' on Athletics. The President of the College has
final responsibility for execution- and enforcement, Including control
over the athleticbildget,

(Board of Trustees, February 4, 1956)
.1p,

Thp Faculty, through the Cornmitte\on Athletics, in cooration with
the Chairman of the Department of Physical Education, shall:

1. Determine policies and procedures governing the Iiartwick *intercollegiate and intramural athletic ,program. 1/4

'2. Make revisions in athletic policy whenever these seem required.
3. Receive from the Chairman of the Departmentof Physical Education

in the latter-'s personal appearance a written report- on the athletic
program in each of the ten-week tents. This report shall be received
as information.

4. Encourage and promote high standards of collegfate athletics and
scholastic achievene

Statement of Athgtic POlicy at Hartwick College

Intercollegiate and intramural athletics at Hartwick College are an integral
part of the physical ethICation program and, as such, of the overall educational
program of the institution. Intercollegiate athletics serve as a laboratory in
which students'may gain practical experience as participants and observers.

The aims.and objectives, of the program are:
1. To provide an, opportunity for participation iniornpetitivp situations

'where athletic skills can be utilized and further developed.

it
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2. To provide opportunities for increased health and bodily p'Dowess through
9e development of strength, endurance and neuromuscular coordination.

The athletic program involves. intercollegiate and intramural sports for men 'ta,nd women. The athletic program is competitive in contrast to required ph caleducation.

This prograibis,meant to have a consquctive 'influence on the students andnot to e x h e m for the benefit o f t teCollege or the Alumni.

,Hartwisck athletes are to sated like all other Hartwick srldents as toy.
admission, academic an so al requirements .. Recruitment and financial
aid to 4thlet0 must be ept withirf the philosophy of the institution.

(Faculty Minutes, April 6, 1970)

D. Committees

.See Article ,Five, Sections three and four, in Faculty Rules of Procedure.
It,.

L., ,

E. ConvocatiO
,

The duties and t.esponsibilities of the Convocations Committee triclude the
plannirig, the promotion and executionof cultural activities of the College
such as lectures, demonstrations, festivals. of arts, etc,, subjectrto
certain budget limitations anal in cooperation with the various departments
as requested:

F. Faculty Salaries and Budget

TheCommittee on. Faculty Sal ies and Budget meets with 'he President and
other members of ,the Administrat n to advise regarding matters which have
financial implications for the College. Of'particular concern to the corn- ,mittee are:

1. The College operating budget
2. Guidelines for fac ty increments
3. Plans for hi. ing faculty, administration and staff.

.(Faculty Minutes, April 9, 1973)

The F,aculty has recommended to the Chairman of the Board of Trustees that
the, chairman of the Comcittee on Faculty Salaries and Budget serve ex officio
on the Boards Committee on Finance.

The Faculty has further recommended to the Chairman of the Board of Trustees
that another designee of the Committee on Faculty Salaries and Budget be
appointed to the Board's Committee on Long-Range Planning.

(Faculty Minutes, October 27, 1971)



G. ndividual Student Programs'

The Committee on Individual Student Programs shallact fat the Faculty
in establishing 'policies and procedures for indi'vidually designed, student
programs for the degree. It shall act on proposals from students to
establiSh their al/h. special educational prOgrams,, which may involve

.

rl.oclifications of the graduation require'ments.
!(Faculty Minutes, September 30, 1974)

IH. Iriterdisciplinary and Non-Departmental Curricula
b

,

, Thefunction of this committee is to.promote and encourage theNvelop-
ment of interdis'ciplinary courses, regardless of When they' occur. Specific
functiorrs include:

1. TO solicit suggestions foc`interdisciplinaryoicourses frcfrnsall segments
of the college community.

2. To recommend to the Faculty Council specific interdisciplinary courses
to be offered for credit.

.

3. To prepare a budgei to be "given to the Dean of the College for submission
to the controller.

4. To distribute its fund's to the various interdisciplinary courses -in accord-:
ance with their needs.

5. To work with the-Dean of 'the College and Department, Chairmen to find
appropriate _staff for interdisciplinary courses . .

6. To evaluate inteedisciplinary, courses and modify its offerings if the
evaluation so indicates.

7. To coordinate activities during interim terms.

I. Library

J

The Library-Committee recommends poticies regarding the ope ration of
the Hartwick College Libraries. The Committeeserves.as' liaison be-

.tween-the Faculty and those members of/the AdministratiorOincluding,
The Director,of the Lipearies) directly respOnsible forthe Libraries.

, ,

Planning ourrcil.

The functpns of.the Plann,ing,Counpil shall be as follows: '
1. To propOse, and review immediate and long range goals, programs, and

priorities. of the .college r
. .

2. To 'propose guidelines for the allocatiori. cif resources
To Is'ugge.serne.ns to'adhieve the goals of the College...

4 To work with the Committee on Long.Ttange iPlanning of the Board of,
. .

'Peustees.. . .
.

.5.. Towork:.'wiih _appropriate: acfrni:nistrative'offiCes, other faculty committees,
and the faculty-gt7large ih'developing the on-.going master planning re::
quired kiy,.the Pew Ydrk ,State Regents. .-

-
.

2

I
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In an effort to'promote communication throughout the college community,
meetings,of the:Planning Council shall be announced to the community in
advance and shall be open to anyone wishing to atte.nd.' Agendas, when
possible, shall be ArriOunced in advapce to the college community. In
an extraordinary case in which a. closed meeting sharl be deemed necessary,
an affirmative vote by three-fourths of the voting members .of the Planning
Coubcil,shall be' required toe hold a closed meeting. Members of the college
community attending regurar meetings of the Council shall be entitled to
speak to issues under consideration.. Only the follOwing shall be entitled .,

to vote, however! The faculty memlqers and students elected,to kthe Council-.
the President, the Dean of the College, the Chairman of the Faculty and
the Vice President for Plann-ing and Development who shall serve as 'ex- ?
officio membprs in accordance with Section 2 of Article Five of the Rules
of Procedure.

(Faculty Minutes, December 10, 1973
Amended, faculty Minutes, February 24, 1..975.

Student Affairs

The Committee is to act on behalf of the faculty according to the Rules of
\ Procedure in the Faculty Manual in regard to those aspects of student lit e,

which are not directly. academic.
,

teAmong,the responsibilities of the Committee are: ,

1. to act on requests from student organizations'to the Dean of Stude'nf
Services concerning significant changes i,n co-curricular, '8 octal, or
recreational activities.

2. TO cooperate with the Dean of Student Services in establishing and
enforcing guidelines for\disciplinary action.

3: To prepare for submission to the appropriate body or office any
recommendation which the members feel would benefit student life.

4.To review regulations which govern student life.
(Faculty Minutes, April 19, 1971)

5. The editor and business manager of any student communication medium
I shall be selected by the 'staff at a time sufficiently, in advance of the
resignation of 'an officer to permit the new persdn to make a smooth
transJtion in Assuming responsibility.,All such appointments shall be
subject to approval by the Committee on Student Affairs. When a staff
does not Take a selection, or such a selection is nit approved by the
Committe on Student Affairs, other nominees for the position may be
submitted by individual students, faculty Members, Student Senate or
other_ student and faculty groups.

(Faculty Minutes, May 16, 1973)

L. Teacher Fdt'ication

The Committee on Teacher Education acts on behalf of the Faculty .by.
1,. Drawing up recommendations for the selection of student teachers.
2. Scipening applicants for student teaching. .

3,.. Developing, evaluating and promoting the Teacher Education Programs.
(Faculty Minutes, May 25, 1972)



CHAPTER X 14 . THE FACULTY MEMBER Agi:A TEAM-1ER
AND:ADVISOR .1;, ,

A.. Attendance atyformal academic occasions
0

All faculty are required to partidipate in formal academic convocations siich
- "as the,corwocation at the opening of the College year, Horiprs Dail end.

Commencement. .On these occasions the proper cap,' hood an gown7:.,k.
'appropriate ta the highest degree must be worn. ."ArNcademi 'Costume

(--
.4..

Code and Ceremony Guide" publisheaSby the American Council on 'Education
is used by Hartwick College as ttie standard for. its convocations, at which"/academid.regalia is required. Academic regalia.may be purchased or .rented
through the flusinOss Office.

B: Academic Load

The normal instructional obligation under the 3-3 Plus system is eight courses'
per year: In-the case of laboratorysciences the load\is narmally 'Six courses,.
per year. A department chairman's load _is 'reduced by one course per year.

Occa'siOnally, as -an emergency measure, faoulty members may be r.equested
to teach anextra course during the year. Such a course constitutes an
overload for which compensation is received &t the same rate as summer
eours*s. Courses in excess of eight for the year, or six for, the year in. the
'case of the natural sciences, are considered overloads. Asa matter of
policy, overloads are discouraged. Overload assignments pre determined -

jointly by the Chairman of the Department and the Dean of the College with
.the consent of the faculty member involved. The Dean.of the College then
recommends the overload to tile President, :after which the President makes
it official'by a letter to the faulty member concerned.

No claim for overloads will be recognized a4er'the academic year for which
,the claim i made has.endeth

C. The Teacher in the Classroom
4

..Daily Clas,s'Schedule
Mast classes meet for tliK.ge7430 minute perio0 a week on Monday,
Wednesday, Feiday, or tWo;420 mintite 'perio'cls on a Tuesdey,,Thursday
cycle. There are six clasS,Periods -on MortdaY, Wednesday, Friday at
8:00a.m.r:9:30 a.m.; 11:00,a,,.n1;, 12:30 2:00 p.m. and 3:30 p.m.
On Tuesdays andThursday0t1;aSses,sare heid.ftorn 9:00 to 11:06 a.m..,
12:30 p.m. to:2:30 p.m.' , :and 2:,40 to 4:40 p.rirf

.
lit 2. Classroorris,. . '

/ ,

ClassrOoms are asSigned by the Regis' trar.of the College, who should
be consultedlefgre any change ismade either in the time or place a '

.

7 class meets.

Anyone wishing to Use a' classroom for any purpose after 5:00 p.m.
a

or
on weekends sh.ould secure,clearace from.the ,

Qirector of Social and,
'Auxiliary Activities': "1"

.2 t)

NW'
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3. No smoking is permitted in classrooms or laboratories.

4. Registration
, Current students are registered in the spring for the following fall term.Of theacademic year. Incoming freshmen and tranief-er students are
registered digit- the summer.

. A
Class rosters Will be issued at the.beginc4ng I:A each term. Only 'aud- ents

lvvhose names-aplf-)ear*bn theroster should:be'admitted to class,. 811.1ii6nts
and Faculty shoull.check with the Registrar if there are_anydiscrepanties.
Revised class rosters will be issued after the. first week of classes'i..'*., )

4,
5. Attendance

0.
.Re4ular attendanoe at all classes for which he is registered is the
responsibility of the student.

....
Each student is accountable for all work mi's'-sed because,of class absence.
The instructor may'request students to provide him With reasons for.i ,.

absence but he is under no..obligation to make special arrangements tor-/.
students who are absent. . .,.

. -

h tIrr oases where prolonged illness jeppardizes The Standing "f a studeikt-.',
in a course, he will be permitted tbAithdraw..from the mite witho4
gnalty; with the concurrence of the instructor and of.the:C*Mittee b (.4

Academic StAt 9

'6. Policy on Honesty

(faculty Minutes, May 8, 1964')

a. Philosophy: No aspect of the College is. of greater.importance.than
the maintenance of the highest le4) of academic lionesty.and integrfty,.
Faculty members, by the character of their private and4lpfessional
lives, help to set standards which students will omulatea ,MOSt
specifically,.(he tone which they set in'their incilvidualcourses can
help to establish an atmosphere in which probity'.and horiestiare
taken for granted.. Faculty members can reduce opporfunities ,for,
lapses froth this level of integrity by alert and .imaginative managing
of quizzes and examinations, as well as reports and paper repared,
outside the crassroom.-

b. P.tocedurers When, a. faculty member has evidence of cheating on
/44eXamirl@tl'ons or other ekercises iii tho'classroorn, or when he has
' vidence of plagiarism or other cheating on reports and papers pre-A
pared outside the classroom,4-ie shall immediately nOtifye student'
of the charge. The student sg'all, provided the allegation is.gustained,
reeive a zero for thci work int question.

.

c. Definttion gloating shall include copying ftom other students, use of
botks, notes or other device,'and communication of,angwers or parts
of answers during an 'examination. In the case ,of reports or papers
prepared outside the classroom, plagiarism occurs whenever a student
submits as his' own work ny,matcrial taken from others, whether printed

, .26
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or oral, withoui proper acknowledgement. Faculty members live the
responsibility of indicating clearly to their classes the way in which .- this requirement is to be fotlowed ifik a'ny particular assignment.. If
collaboratpn between students is permitted in the preparation of reports,
papers, or other assigned work, the 'faculty member assigning the Work
should\make clear to the students just how much colfaboration is permitted.

d. Penalty: A faculty member who charges a student with cheating or plagiarism
shall, immediately notify the Dean of the College .of the nature of the -qi.SOde.
When, in hiS judgment, the Dean finds, that the student did commit the
offense, he shall notify,the student in writing of the' penalty. ForPthe

.. fkrst offen me the inimdm penalty shall be a zero for the, *ork in question...
; 4'. . Tor a second offebse the student shall receive an "N" for the course and

shall 'be .indefinitely suspended from the College. Each individual infraction
shall be treated as a separate offense and the order of..offense Shall be ,..

the order of conviction rather-than the chronQlogical sepuence of commission
. 4 'of offense..-Such penalties shall be recol-ded in the stUdeht's file and, :,.

4 throu§h approPriate notices, the suspension shall be publicized to the
,

4 campus community.
. .;. e. Appeal: 'he student may ask for a reviewQf the accusatidn, the,evidence

,upon whith it is based, or the penalty. The Dean of the College, the- , - . .
# -Chairman of the Divisioniconcerned, and a faculty member nominated by

the-student shall constitute the Review Board. The Board's decision is .
1~~ final ..d , ,
L

.
0 -

.

s< (Faculty Minutes, May 10, 1965,
: . ...

q
.- amended May 8, 1968) .

7. -Audio-Visugl'Equipment
The following/types of equipment 6.re available from the Director of Audio..

",%Visuals: 1 . - -
,

Motion`picture_projectors --\' overhead and opaque projeCtOrs
film strip projectors 1 record players

. Slide projectors tape recorderS ..,4

.oi- -- . .

The proper issuing 'of eqdipment requireS one week's written notice to
avoid ConfliCts in scheduling. . Malfunctioning etquipment should be re-

.. ported immediately.' . -1

.
3., 9

Equipment will be made avail>bleo.to student groups only on, signature'of
the faculty advisor. The committee or individual responsible will be'billed
forany da-mage or breakage.

B. Final Grades
'Grades used,at Hartwick College are explained in the College Catalog.

A Protk4ion. ha's also been made for written evaluations to. be included on a ,

student's grade report according to the following policies:

1. The providing of written comments 'en the student's 'An- integral
part of a grade will be an optional procedure left up to each-instructor.

-..
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2. The written comment will be developed by each instructor as he sees
fit, including possible consultation with the student.'

.3. Comment will consist of relatively-brief, typewritten comm_ei2A.
.4. Comment will be subniitted within one week after the end of the term

to which the comment applies.
5. The instructor wi4,t identify by an asterisk opposite the student's

name on the submitted grade raster the students for whom comments
will be provided.. ,

6;,,Ansasteriskwill be placed on the computel-prepared grade report
identifying courses for which comment has 'been provided.

7. The professor will provide the comment in duplicate, one copy for
the Registrar, and one copy to the student.

8. The 'procedure for appeal concerning comments shall be the.same as' I.

for appear concerning letter gr6des, i.e., following standard appeal
procedure to, the ,Committee on Academic Standards.

- (Faculty Minutes, March 8, 1971)

Grades for all students are to be reported to the 'Registrar within 48 hours
,after the completioA of a term. 1

(Faculty Minutes, Mar.ch 29, 1971)
Jr 4

It assumed that When an instructor reports a final grade it is the result
of_his careful evaluation of aistudent's academic pesrforinance and that it
is final. Consequently, after a grade has been reported to the Registrar,
it may not be changed or corrected except by permission of the Committee
citi Academic Standards:'

9.Vaculty Off ices
Each faculty member will be assigned to an office: Allocation of office's
is made by the Dean of the College. KeyS for offices are distributed. by
the-Director of Safety and Security.

D. Comprehensive Examination's and Senior Theses
_ .

To graduate from Hartwick Co'llege, a student is required to complete an
approved program of studies either by designing his own program through
the Committee on Individual Studen.t Programs or by completing a depart-

,- mental or interdepartmental major area of concentration. A major area of
concentration should not be viewed merely as an accumulation of credits.
OppOrtunities should be provided which will encourage a student to think
broadly about his area of concentration and its relationship t other areas,
to synthesize his knowledge and experience within'his area f concentration,
and to learn the*methodologies of a discipline. A student m y achieve these
goals in a variety ofways, such as seminars, theses, tutorials, and-corn-

4. prehensive exarriinations.

Since 1962 comprehensive examinations have beqn authorized at Hartwick
College and a number of departments have given them to their majors.
Regulations pertaining to comprehensive examinations have not been sub- -

stantially modified since they were enacted in November 1962 and January'
1963.
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-Departments-which wish .to require comprehensive examinations .of all majors
in a given area of concentration may do so with the approval of the Faculty
Council.. (All major requirements are reviewed and approved by the Faculty
Council.), A

A department has the responsibility of cortstructing, administering, and
evaluating the cOmprehensivv.. examination's; a department also has the
responsibility of providing guidelines for students' preparation for ''the
examination.

comprehensive examinations are evaluated by several members of a de -'
partment: A student's work is evaluated in the following categories: -
passed with honors, passed, or not passed. The evaluation judgment is
entered on the student's transcript in the Office of the'Registrar together
with the date on which the examination was compDeted. A student may
appeal the evaluave fudgment to the. Committee on Academic Standards,
in the same way as otherfgrades.

The departthent has the authOrity' to demide Whether a student may gractuate
from the-College with a major in the department if the student does not pass
til.e examination. If passing the Comprehensive EXamination is r,equired for
graduation, the student who has not passed the exarninat)ion must be given
the opportunity of retaking the ,examination at .least twice; if passing the
examination is not required, at least once..

Departments.which wish to institute comprehensive examinations, to 'drop
them, or to make a substantial modification'in them must submit proposals
to the Faculty Couhcil for approval.. The Faculty Council fhall also from
time to time review policies and practices concerning comprehensive
examinations as followed by the various departments and may make_
recommendations for changes to, the departments. ,

4

E. Departmental Honors'

(Faculty Minutes, February 28, 1972)

A

t

student who, at the time of Phis graction; has met one of the. following
standards may be awarded his degree with honors in his major field of study:
1. Earned an over-all average of 3:5 or higher in the courses constituting

his major program and hasan over-all cumulative average of at least
2.75 or

2. Passed the Comprehgnsive Examinatibn (when offered in his department);
with the grade of A-, or honors or the equivalent; and has an ovari-alk
cumulative average of at least 2 and a cumulative average in his
major of3.0 or higher, or

.3. Submitted a senior thesis (lihen required by his ddpartment) which has
received the grade A- or honors, or the 'equivalent, and has a cumulative
averag.e of at least 2.75 and a cumulative average in his major of 3.0
or higher.

2D
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Departmental Honors shall be awarded upon the recommendatiOn of the de--
partmeNt. Suitable notice of departmental honors is to be entered on a
student's permanent re -card and also his diploma or on an appropriate
certificate. . . t

(Faculty Minutes, May 25, 1972)

Thci Teacher as AdviSlr

Amory} Ihe important functions of a teacher are those of academic .advising
and academic counseling. Faculty members must provide office hours
at regularly scheduled times and in addition provide for such 4ndividual
appointments as may be necessary.

In the academic adVi'sing and counseling process, the advisor's signature
on schedule ards indicates apprOval of program and responsibi lity for
errors. The advisor should:

1. Schedule courses in sequence to meet graduation, requirements.
2. Keep a cumulative record or checklist folder for each asivisee.
3. Help students to work up to their maximum capacity:

CHAPTER XI

A. Ranks

a

THE TACULTY MEMBER AS AN
EMPLOYEE

There are five academic ranks in the College Facility: Senior Professor, .

Professor, Associate Profesor, Assistant Professor, and Instructor. A
part-time2faculty member dbes rtot hold elny of the aboVe academic ranks.

Th9 title "Lecturer" is used to designate a part-time teacher who is called
upon to teach less than a full-time load. A Lecturer is not considered a
member of the regular faculty and is not expected to attend faculty meetings.

When 6 faculty member retires from Hartwick C liege, he may be elected
by tie Board of Trustees, upon the recommend tion of the President, to the
rank bf Professor Emeritus if he has served at Hartwick College for at feast
fifteeri years and at the time of his retirement he holds the rank of atsociate
professor or professor. When a faculty member retires from the Hartwick
College Faculty, he may be elected by tire Board of Trustees, upon the
recommendation of the President, to the rank of Senior Professor Eme.ritus
if he holds tkre rank of Senior Professor at the time of his retirement.

(Adopted by Board of Trustees, October 4, 1968)
-

B. Conditions and Terms of Employment
/

Full-time'rnembers of the faculty are obligated to be available for service to
the College from September 1 to the end of the academic year.



During a factilty member's probationary period, Hartwick College follows the
"Standards for Notice of Nonreappointment" as endorsed by the AAUP:

"Notice of elonr9appointmenti, or of intention not to recommendre-
appointment to the goverping board, should be given in writing in
aecordance with the following standards:

1. Not, later than March 1. of the first academic year of service,
if the appointment expires at the end of that ye'ar; or, if a
onetyear appointmentterminates during an academic year, at
least three months in advance of its termination.

2. Not laterthari December 15 of the second aCademid year of service,
if tize appointment expires at the end of that'year; or, if an initial
two-year appointment terminates during an academic year, at leOst
six months in advance of its termination.

3. At least twelve months before the expiration of an appointm,nt after
two or more years in the institution..."

0'

Section 3002 of the New York Education Law requires institutional personnel
to sign a statement indicating support,o; the Constitution of the United States
and New-York State. According to state 'law the statement must be kept bn -

file at the College.a'nd must be'available to public inspection and submission
J\to the Commissioner of Education at his reqUest. The statement is as follows:

I do hereby pledge and declare that I will support, the Constitution
of the United States and the Constitution of the State of New York*

' and 'that I will faithfullyfiischarge the duties of the position of
!title) accOl.kig to the best of my ability.

'C. Academic Freedom and Tenure

4 Hartwick College subscribes to "The 1940 Statement of Principles of Academic
Freedom and Tenure" of the American Association of University. Professors, a
recognized standard in the field of higher education. The Harti,vick College
Board of Trustees voted on January 18,..1949, to approve the principles and'
procedures of the Statement as stated below:

1; Academic Freredom'
a.. "The teacher is entipedito full freedom in research-and in the publication

of the results, subject tothe adequate performance of his other academic
duties; but research for pecuniary return should betased upon an under-
standing with.the'authOrities of the institution."

b. "The teacher is entitled to freedom in the classroom in discussing his
subject, but he should be careful not to introduce into his teaching
controversial matter which has'no relation to his subject; Limitations
of academic freedom because of reltigious or other Sims of the institution
'should be clearly stated in writing at the time of appointment."

c. "The College or university teacher is a c tizen, a member of a learried
profession, andan officer of an educaticndl institution. When he speaks

3
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.or writes, as a citizen the should' be free from institutional censorship or,
discipline, but his sPeciaLposiion in the community i-mposes.special
obligations.. As a ma'n oflearning and an educatipnal officer, he should
remember that.the public may judge his profession and his institution by
his utterance. Hence he should at all times be accurate, should exercise,
appropriate restraint, should show respect for the opinions of others4 and
should make every effort to ind*ate that he is not an rnstitutional spokes-
man."

2. Academic Tenure
a. "After the expiration,of.a probationary-kPerio:d, teachers or investigators

should have permanent or continuous tenure, and their services should
be terminated only for adequate cause, in the case,of retirement

-27-

fora ge, or 'under extraordinary circumstances, be-cause. ojkinancial
exigencies.

"In the interpretation, of this .principle, it is understood that the following
represents acceptable academic pradtice:
1. The precis ?. terms and conditions of every appointment should be

stated ih w tirrg and be in the possession Of both institution and
teacher before the appointment is consummated.

2. Beginniqg with appointment to the rank of full-tte instructor or a
highlikrank, the probationary period should notibxceed seven years ,

including within this period full-time service in all institutions of
higher education, but Subject to the proviso that when, after a term
of probationary service of more than three years in one or more
institutions, a teacher is called to another institution, it may be
agreed in writi,gg -that his new appointment is for a probationary
period of not more than four years even though thereby the person's
total probationary, period in t}-re academic profession is extended
1)eyond the nottnak maximum of seven years. Notices should be
given atleast one year prior to the expiration of the probationary
period, if the teacher is not to be continued in,service after the
expiration of that period.

3. During the..probationafy period a teacher should have the academic
freedom that all other members of the fadulty have.

4. Termirfation for cause of a continuous appointment or the dismissal
for cause of a teacher previous to the expiration of a term appointment,
should, if possible, be considered by both a facultycomMittee and
the governing board of t institution. In a Ll cases where the facts'
are in dispute t e a sed teacher should be informed before the
hearing in writing of the charges against' him and should have the
opportunity to be heard in his own defense by all bodies that pass
judgment upon his case. He should be permitted to have with him
an adviSor of his own choosing who may act as counsel., There
should be a full stenographic record of the hearing available to the
Parties concerned. In the hearing of charges of incompetence the
testimony should include that of teachers and other scholars, either
from his ,own or frOm other institutions. Teachers on continuous
appointment who are dismissed for reasons ,uot involving moral
turpitude should receive their salaries for tiNremainder of the

3 (..
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contract period, from the date of notification of clismistal whether
or not they-are continued in their duties at the, institution."

At Hartwick. College the att've policy is implemented as follows:

1. A teacher without previous experience will receive notice in writing no
later than December l5 of his sixth year of full-time service at the rank
of instructor.or. higher `rank if he will not receive tenur'e. He will be

, offered a terminal contract for the year following notification.

2. A teacher with one year of, previous experience will receive written
notice no later-ttian December 1-5 of his fifth year of full-ti rr service
at Hartwick Ctlle'ge if he is riot to receive tenure. He 'will be offered
a terminal contract for the yeavfollowing notification.

3. A teacher with two years of previous experience will receive written
notice noljater than December 15 of his fouirth year of full-time service
at Hartwick College if he is not to receive tenure. He will be offered
a terminal contract for the year folloVeg notifications.

9..A teacher with three or moreiyears of previous e perience will receive
written hotide no rater than Deceniber 15 of his ti ird year of full-time
service at-Hartwick College if he is not to rece-W tenure. He will be
offered'a terminal contract for the y rfollowing notification.

When considering a person for tenure he procedures below are followed
by the Committee on Appointrffents, Tenure and Promotion:

1. Contact should be made with candida(tes to dete?mine if they want to
beconsidered for tenure.. If the individual does not want to be con-.
sidered, such statement should be in. writing.

2. Each.fall, the names of all candidates for tenure that-year should be
published to the College Commuhity, therefDy inviting anyone in the
campus. community who wishes to do so to-submit relevant comments
on the Cendidalee.

3. All tenured members of the department shall be requested to submit their
written views regarding candidates to the Chairman, who will forward-
them, together with his recommendation to the'Committee.

. -9. The Committee-shall solicit comments regarding the candidates from-
other faculty members and students.

(Adopted by the Committee, IVktrch 1971)

The -folloWing policy pertains to the percutage of faculty members who may
be tenured:

1. No more than seventy -five per cent of the members of .an aademic de-
partment shall be tenured. However, if a person isreligible for tenure

1

3',
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and a Department has no room for him ,,r her, the following procedure
shall apply: f f '
a. A person who has served full time on the Hartwick College Faculty-

for the required number of years so that he or she must be considered
,k for tenure and who is in a..diapartment which,doesnot have room for

any additional tenured members, may elect to be a candidate for a
contract to be renewed annually for a term of four years to extend
beyond the normal probationary period. If an individual, elects to
be considered for such an arrangement, his'or her candidacy shall
be considered in the same manner as persons under consid ration
for tenure. /If it is decided that the individual would not r ceive
tenure even if there'Were room for hire of her under the 75t limitation,
he or she will receive notice -of separation from the College tInder
policies already established.

.b. If he or she is deemed to be eligible for tenure but -there is no robm
for him or her in the department, he or she shall be extended a con
tract which shall.be annually renewed for four years. Under such
an .trrangemene'the only items negotiable from year to year during
the four years will be the individual's salary and rank. Such an.
individual may be dismiSsed during the four-year. term only because
of financial exigency or for cause, in Which case proper hearings
will be cOnducted .

c.If a tenured position should become available during the, four -year
.period specified in point b, the individual shall be considered for
the position. If Ile or she is not awaited tenure, he or she shall

..___-) still have the opportunity of remaining at the College until the end
of the four-year period specified in point b, and thereafter no con*.
tract will be offered. r

d. If no tenured position becomes aVailable before September 1 of the
person's Lough year under the kind of contract specified in point b,
he 'or she shall be notif(ied whether another contract renewable for
four years will be issued.

. d
(Appfoved by Board of Trusteees, October 4;1974)

2 consideration may beecial given in departments in which there areit
tenured persons who are,within five years of.retirement.

3. When determining the percentage of persons on tenure the following persons
shall be incjikcled in the computations:
a. active, fill-tifne teaching faculty
b. full-time teaching faculty on leave
c. librarians4

I

4. When determining the percentage Jaf per5ons on tenure the following persons
shall be .excluded from the computations:

part -time faculty
b. administrators with faculty membership
C. temporary appointees replacing full-time faculty members on leave 0.

(Adopted by the Board of Trustees, October Q, 1972,
amended October 10, 1974) -
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. Criteria taken into account when considering a candidate for tenure includthe following:

1. Effectiveness in teaching
2. Command of one's field
3. Continued scholarly growth
4. Effective service to students and the College,

, a. Cooperation with colleagues
b. Paiticipation in departmental and committee activitiesc. Service as advisor to students

.d..CorrImunity service !/
5, PossosSion of the appropriate terminal dElgree

(Minutes of theCommittee on Promotion and
Tenure, September 21, 1970)..

Additional information regarding the granting of tenure and the Committeeis in the Factilty Rules of Procedure, Article Six.

D. Retirement

Members of the Faculty and Administrption shall retireon September 1next followi.!g the attainment of age:65.

The new policy shall apply to all piesent members of the Faculty and
Administration below the age of 60 on Sdptember 1, 1972.

3. Persons who were members of the Faculty and Administration and who-were age 60 or older on.September .1, 1972 shall be covered by ruleswhich were in effect at that time. These rules are:
a. Faculty members shall retire on September 1 next following theattainment of age 65.
b. Employment beyond age 65 may be granted by the College on a year-to-year basis hrough a written request submitted to the Presidenteach year, subject to approval':
c. Retirement becomes mandatory at tge,70.
d. The College,, at its expense, may. require medical examinations afterage 65 to determine the/capacity of an individual to render further service./4. These policies do not preclude the possibility of appointing someone whas retired from another institution .or organization or former hiembers othe Faculty or Administration who have beep retired from Hartlkick Collegefor at least, one year.

0 (Adopted by the Board of Trustees,4

February 4', 1972)

E. Outside Employment

Outside employment by faculty and administration during the academic yearis, di-scouraged the College and is subject to,review by the Presiderft of
Collevfet,

nib 35 1.,



F. Salaries

1. The following schedule represents the average facultYsompensation
(salary and fringe benefit's) for each rank at Hartwick College. for the
1974-75 academic year, as compiled and reported by the American
Association of University Professors in The Chronicle of Higher
Education, yune 9, ,19775!

Professor $21,300
Assotiate Professor 16,100
Assistant Professor 14,600
IAtruotOr 12,,400

2. Payroll Procedure
Faculty snembers are paid in twenty-four equal installmentg from

`ea September through August. Social Security and withholding tax
deductions must be taken from salary paid each pay day. Pension
'plan, health insurance, and major medical deductions are also

44 made eacli pay day. galary"checks are issued by the Bursar on
0,the 15th and last day of each month.

G. Summer Sessions Policies

Faculty personnel, may teach one of the two five-week terms in any given
summer session. Thdy will be guaranteed the salary in a contract issued
in the spring.

Course Sequence -- courses aie to be seleV.ed by the Dian of
Special Programs, in consultation with th can of the College.

9
Faculty who will not return for the next academic year may not teach in
the summer sessi-tins. ;

Payment fo summer session teaching is made at the end of each session
after the grades liavel been received by the Registrar.

ti

Salary for senior professors and professors is $300 per hour. The
salary for instructors, assistant and associate professors is $275 pei credit
hour.

H. Fringe Benefits

1 Pension Plan and Retirement
The Hartwick Collage Pension Plan is fully vested, and the contracts are
the property of the individual. The College makes available both Teachers
Insurance and 'Annuity Association, a guaranteed annuity, and College
Retirement Equities Fund, a variable annuity. All members 'of th,D,,, Faculty
and Administration are requir6d to participate. in the College Retftemerit Plan.

The Faculty member's cOntribution is 5% of the base salary. Faculty members-
may,elect.1.6 have this 5% in the form of a Tax Sheltered Annuity. Details



of the Tax-S- heltered Annuity are available in the ojfice.8f the Vice PreSidertt''
for Financial Affairs. -

The Coll6ge's coritributton is a total of 11%,.'in61-6ding Soci,a1 Security'
(currently Social 'Security is 5.85% on the first 14,100 in 1975),

To provide more flexibility in pension planning.,-TIM-CREF's rules and
procedures were changed on july.1, 1971, so that annuity premiums mat v4.
be allocated between the two plans :in any proportion.

Faculty employed before September, 1964,, have a choice of either Equitable
Life Assur e Society Insurance Plan under the Pr ion Trustestablishe43,4'w
in 194.6 or TIAA CREF..

24 Group Life Insurance
'The College provides all full time faculty and administrative employ,e6s
group life insurance./ overing Life and Accidental Death and Disni6mberment
Insurance in amounts e ual to the annual base salary, adjusted to...the:next
higher multiple of $1, 0,0 if not alreay a multiple of that amount, with, a
'maximum of $40', 000

This program is underwritten through the Prudential Insurance,Companyaof
Atnerica. A certificate of Insurance "and schedule of benefits is furnished
to each employee at the time of employment.

F

.13. Health Insurance
The Collegezovides a base health and medical program including a schedule
for normal dental work plus the addition of MSjor Medical. The.cos't of this
program for a single person is'paid for by the College. A married person
pays $15.50 with the-balance of the program being patd'for by the College.
A detailed brochure is available in. the Business Office.

-- .
i i

4. Disability'Insurance
Through Teachers Insurance and Annuity Association, Hartwick College
provides disability insurance at noexpense to the employee. The plan
provides that after an employee is totally disabled for six consecutive
months, he will be paid per month 50% of the first $1,500 of his salary
and 40% of the salary above $1500 pen month but not more than $1500 per
mpnth as long as thf disability continues. In no event will the monthly
income benefit bd' less than $50.00 ,\

.
4

/4" N ...),5,:i.

. 1711-po s e persons covered undo'. the TIAA Disajoility Program will be paid full /Jt,1salary by the Collo e during the first six months of disability, after which
time the College w 11 cease payment and the employee will be paid through
the Disability Pro am.

The College will require d request Tor disability in writing from the employee
and a physician's certificate stating that the employee is disabled.



.."
The Disability Program is based on an employee's monthly salary computed
on a twelve month basis. If a faculty member should become permanently
disabled diving a vacation {Period, (for example, a summer when he ,has
no teaching tluties) time which counts toward the initial six--:month peripd
of disability begins immediately.

During the period when the employee is paid by the ai AA Disability.Program,
the program provides (Or continuation of.his and the college's contribut.ions
to TIAA-CREF retiresinent program)

The porti-m of the rrionVhly income and the monthly waiver benefit payable
by TIM during the_period of continued disability will be increased each
year`-6-y 3%.c6,mpounded annually, beginning with the first..dayof the
calendar month next folloWing 18 rrionths'Of continuous total

*Adopted December 1971)
.,.

5. tition (:redit Program
The tuition for children of full-time faculty, .adminisffation and administrative-

< staff who attend Hartwick College is remitted. Admission standards arithe
same as for other .stildents. i.

H&twick College Facility are eligible to partiN)ate in the Tuition Exchange,
an organization of collegeS which remits tuition of faculty children. Further
inforrrrnion about TuitiOn ExclOrge is a"Ilable in the Dean's Office.

In the event children of full-time faculty, administration and administrative
staff do not attend Hartwick or a \\college which is a member of Tuition
Exchange, HartvVick wi,L1 give a rash grant equal to the College's tuOion
or the tuition of the host college, whichever is smaller.

Whether a student is benefiting from Hartwick remision of tuition or a
cash grants, any scholarship 'or tuition, up to the amount of the student's
benefit under Hartwick's Tuition Credit Program,. of whatever source or
nature, must immediately upon receipt ble]given,to Hartwic College.

Benefits under Tuition:Exchange or cash pants-will be for no more thart
four undergraduate academic years_ or the equivalent; there is no time
limitation for the remission 24Hartwick tuition.

9
Hart' k remits tuition to the spouse of any full time member of the facult
adn inistrakion or adMinistrative staff without any limit.

Notice shall be ,given one year in advance of an impending request for
remission of tuition Tuition Exchange or a cash grant. Prior notice is
not nernssary to receive remission of Hartwick tuition as a part time
student ri,,t rooming at the College.

,
All requests are initiated through-the office of the Vice President for
Ilinan-ial Affairs.



These benefits will not be...rduced except under extraordinary circumstances
because of financial exigencies. Shoilld Hartwick College's philosophy -6

change, benefits under the Tuition Credit Program may be lowe4ed by estab-
lishiN another program for new eligible employees, and by attrition.

(Adopted by Boal-d of Trustees, May 8, 1970) ..
.0

. 11 .Tuition for Children of Deceased Tenured Faculty-and Admiriistra,tors, ,
c ;.

., .
If a tenured-member of the faculty or an administrator with five or more
years of Service at Hartwtck Col-.,ge dies' while under contract at Hartwiek
College, his children, shall be 'eligible for remission of tuition, less any.-
*scholarShips, at, Hartwitk College . Such students would not be eligible'
to participate in. the Tuition Exchange, Program pr the program of giving cash
grants(' to students' who attend- collegeS other than Hartwick. Admission ",
standards are the same as for other students: Students wishing to live in,
college housing may do so,only if there ,are rooms available by paying
the costs' in effect at the time:"

(Adopted by Board of Trustaes, February 4, 1972)

6. Research Grants
J.

a. Purpose and Procedure
Research endowment funds have been established by the 'Board of
Trustees and President of th'e College. The funds are administered-
by a joint Board-Faculty Committee.

The Research Committee wishesto encourage research and, if possible, .

publicatiOn by members of the College faculty. The Committee is pre-
1Da4 to provide funds for Worthwhile projects add to assist faculty In
obtaining funds from outside sources. Applications for such assistance
should be submitted to the Dean of the College (twenty copies) and
should include the- following information:.

N

(1) Applicant's name
(2).Perional data, including education, professional experience and

publications.
(3)Title of the proposed research project
(4J "General significance of the project. (Since the application will be

,reviewed and evEluat,u1 by people outside .the applicant's field,
every effort should be made to explain' this in language accessible
to the layman.)

(5) Plan of procedure, stated as completely andspecifically as po&qbl,
including dates when,the project is expected to.-begin and end.

(6) Other sources and possible sources of tsupport for the prbject.
(7) Other information which might help the Coqimittee evaluate the project.
(8) Bibliography .,

(9) Budget. Itemize this as completely as possible, diskguishing
between expendable ite-ms and permanent purchat-es.°

.1)

1'



These appliCa ons mustbe submitted by the 'following dAtes:
For the ctober.meeting by September 15
For the bruary meeting by-January 15
For the y meeting by April 15

tu be invited to appear before the Committee to explain
his eguest:

he
the
to th
withi

It

It May
b. What

Greg cis May be a
great ve activity
In Ow past, supp

'a grant, made, it is,epected that the project will begin within.
ear. At t end of the 6;roject, ally unspent surplus must be returned

oritteb, but it is nQt necessary to spend.all.the money *anted
ear. If the project turns out to conticue beyond, the year,

*ports should be su.bmittse .1-11 time for 'the 'Committee'sproglss
eet+ng.

can be cov edh .

rded to support independent scholarly researo r other
ithout:restriction as to discipline or area Of Snt reg,
aoltas been given'tp, such projects ps the follow g:

"Changes \I Egg Identity Status in Freshman Year_"
"Prody.ctiorr of Single Concept Film Loops in Physics"
"Hilbert SpacegOver Hyperoomplex Numbers"
"Analy.sis of Musical, compositions of Iiendrik ArAriessen"

;111."Government,and Politics in RendissanceaVene"
"Vis'ual Aids and Teaching QT Ceramic's"

4.,A complete list "of the grants w)-:11 have been made is available the
Dea,?.'s Office; These listings, 'of ckursa, do-not constitute binding
precedentsbut they will give some idea of the variety of Projects
which may be approved.

11,
Money may be granted to'pay, wholly or in part, for suchAeths as
materials, eguiprriera, clerical and technical assist9nce,- tilvel, and
living experiSeS away from Oneortta. Money may be provided as salary
supplement for ordinary living expenses only when outside sources re-
cibir° .matcriing grants fromuthe College, and ri 1in grants made entirely
from Ha'rtwick funds. As a rule:, money will not granted for tYpi.ngt

,and preparation of rnenuscripts, thouch excemion--might be made for.
helping with very heavy demands of a large-scale project, .

.

It should be pointed out t1-111t funds are lithlted. It will sometimes be
possibleto`provide only partial support (seed money', foi' instance, or

,finishing--up mo )'even for all nwble. expenses of.a. goodaprojeet,
c., Publication

onect-will:not be granted to pay for expenses of publrczatlon;.
except in ,the case of fees charged by learned journals. Where_wx-crePtion
is made to this rule, the grantor, must agree to reimburse the College for
'money 'so granted out of profits (if any) carted by the publication. A forth
specifying th,r4precise terms of this agrelethent Will bb provided by the .

College. Essentially, the grantee gets his own.costs back firs,. Then,
the CAllege gets.its grant money refunded. Finally., any further proceeds

'are divided between the College and the grante'e in,a proportion to be agreed
n.,

40 1
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d. Acknbwiedgements
.,Publications brother PubliccoernmunicatfonS resulting from regearch

supported by Hartwick CollegeshoUld'duly acknowledge that support.
e. Further education . . .

.In general, the ComMittee will not support research or other work toward's,
advanced degrees or the further formal education of the appliCarit.

1. Student Research Help - ..
.

. . ... ,
The Committee will provide funds for stipends and room and bOard,for a .

few students each summer to do researchl.n.conjunction with a member
of the faculty. Since this reqdires special budget arrangement-se faculty
members contemplating projects Involving such student help mtt-st submit
plans- indicating the nature Of: the .project and a tentative estimate of the
number of students required to the Dean of the'College by Septemiier.15.'
At its October meeting,.te Committee will ettermitrie ho4v many stipends
wilt be available and which projects are to be approved 'for the following
Summer. ByApril 15, final propoisals must be submitted to the Dzan. t
These proposals must contain the 'names of the students for whom stipends '..
are requested together with :staternents by each of the Students.explaining
their own educational aims in taking part ih the'research project.: At its
May meeting, the Cojrnmittee will make a linal,determination,'which stlidents.
in which projects are to be granted stipends. ,

. Whether and hOw much academic credit should'be granted to students
taking part i n such research projects (in which case', preSumably,
Charges for tuition will be made) is not in the,proyince of the committee,
and 'appltcation for such credit should be made through other appropriate-
channels..

(Adopted by the Board of Trustees, Committee
on Research, May 4, 1972)

7.. Members4,ip)in Profess ional' Societies.
. The Colleg<will pay the dues of full time faculty t.letnbers'in one professidnal

society in their majOr field. Dues slips are sent to tYie Deamfthe College
for approval. Every full time faculty. member is expected to be a member of
a professional society which publishes a journal.

Attendance at Professiorial Meetings
To encourage attendance and participation in professional meetings, the
CoHege -will aid in paying expenses of faculty merhbetS'who attend such
rrreetingS according to the following policies:

Full expenses shall; be paid if a faculty member is requested by the
Dean of the College to represent the College at a professional meeting. r

b. Three-fourths of the expenses shall be paid Per meeting if a faculty member"-
attends a professional meeting for his own benefit. There shall be
es.tablished each year,- depending upon budgetary limitations, a limit
to the amount @f money which a faculty member may draw upon for that
year. The limit per faculty member shall be 1/1/2% of the total budget
item for professibnal meetings, the current-figure is available in the
Dean's Office.



C. Full ekpenses shall be paid if a fa4culty member presents a paper,
serves on a program, or serves as a stata.dregional or local officer
in a professional" organization. There shall be established each year
a limit to th'e amount such a faculty member may draw upon for the
year. That limit shall be--12% of the budget item for-profeSsional

's meetings. No pers-on shall ordinarily be eligible to exceed a total
of 2%, combining points b and c. The current figure isjavailable
in the Dean's Office.

d. If more money than the limit is ne,eded, the faculty member rrfay apply
to the Dean of the College for additional funds. His decision shall
be. based on the importanceof the meeting, frequency ith which.
the individual has drawn upon the fund, distance of t e meeting,,
and availability of funds. ,

The authorized forms for expens'es for professional me ings may be
obtained from the Dean of the College and must be sub iteed to that
office for approval. Notice should be given to^the Dean in advance
of travel to professional meetings.

(Faculty Minutes, yebruary 10, 1970)

9. Moving -Expenses
Hartwick. College will ssist, persons moving to Oneonta from a distance
'of mdie than forty miles to assume an administrative or teaching position
by paling 75% of such persons' moving expenses Or $250, whichever figure
is the smaller.. Mov.ing expenses are those incurred by hiring a common

carrier and cover personal and household gooCls. Th policy does nof
_cover pdrsonal transportation such as airfare, bus fire or mileage f
persOnal Car.

Promotions

In the promotion of faculty merribers/and the-granting of tenure, the President
receives recommendations froM the Faculty Committee on Appointments, Tentfre
and Promotion. The Committee receives. recommendations throtigh the Dean of
the College from the Department Chairmen concerning promotion and tenure of
faculty members.

Advancement in rank or,administrative promotion is not merely a matter of routine
or seniority. It shall be based primarily on merit.

Every faculty member below the rank of professor shall have his services
petiodically examined with a view to promotion.- The evaluation of such
service shall be in terms, of teaching competence and effectiveness, command
of one's. field, scholarly growth, and service to students and the College and
possession of appropriate terminal degree.

Part-Wm° positions, and certain non-instructional pds.itions, are not to be
.governed,.by .the established promotional policy. Policy relative to such
positions is to be developed by the admidistration, subject to the approval
of the Board of Trustees.



Every faculty member has the right to".take up miestions of pronfotion and
, tenure directly wi the President of the College.

.4,
.

a

1)

1. Sick Leave
Sick leave credit is earned at the rate of one day per month except
during periods of leave without pay. This adds up to 12 days per
year. Thesecredits begin to accumulate as soon as the employees
begin work a'nd may accumulate to a maximum of 6 months exceptiat'
no emplbyee is considered as having less than 12 days credit, when he
starts to work. 'All sick leave credits are earned. In cases of using
advanced sick leave, these are earned (repaid) after the employee returns
to work. A-physician's medical report may be reqUired for absences
extending five days or- more.. Sick leave,m-ay not be taken in less than
half day unrts.

(Became effective. July 1, 1'958; amended December 1971)

2. Leave of Absence
Leaves of absence, without pay for one year or less, are, encouraged
by Hartwick College where such absences contribute to the faculty
member's growth and professional advancement.

Requests,for leaves.of absence must be 'Th'acl6 to the President of the
College and approved * the Board of Trustees Committee on Education.

When planning leaves of absence, the faculty member makes known his
objectives, in writing, to the Administration.

The faculty meMber shoUld work wi.;th the Administration in seeking a re-
placement during the contemplated period -of absence.

The College. guarantees the job security of the, faculty member duringhis
leave of absence..

No more than one faculty member from any department may be onleave
at any one time.

3 Sabbatical. Leave
For the purpose of eng6ging in serious study in his "own or related field
or to complete research in progress, a sabbatical aleave4\nay be granted
to a- member of the Hartwick -College Faculty.
a. A faculty member is eligible for a sabbatical leave if

(1) He has served full time at Hartwick College for'at least six years,
. .excl4ding time on leave of absence.
(2)He has served at 1 ast two years immed.iately prior to a sabbatical,

leave.
'(3) Hp has been under tenure at Hartwick College for, at least one year.
(4) He normally 4.ds the terminal acaderpic degree appropriate to his



b. Salaries and Fringe Benefits
(1) A faculty memberl`may be granted a sabbatical leave for one ten-

week term. For that academic year he will. receive his full base
salary, plus fringe benefits. If the term selected is the Fall Term,
the December Term may be included in that leave period.

Q).A faculty member may be granted'a sabbatical leave of two ten -.
week terms. For that academic year he will receive three fourths
of his annual base salary, plus fringe benefits. If the terms
selected are the Fall and Winter Terms, the December Terth may

-..,la4included in that leaye period.
(3)A faculty member may be granted a. sabbatical leave for an entire

academic year at one-half of his annual baSe salary, plus full
fringe benefits. -

c. No outs-ide employment by attfaculty member on sabbatical leave is
permitted during the regular academic year, 'although he is enc)utaged
to ap'pl4t#to outside sources for financial grants to aid in research or
to enable him to travel.

d. Salary payment from Hartwick College is proportionately- reduced in
ti theevent thata faculty mem r receives a grant from an outside source

which, when combined with is Hartwick 'College salary payment,
provides him with living exp ses in excess of his base salary. This
provision refers only to liVing expenseS and not to financial grants for
research and travel.-

e. A faculty member is expected, to return to"ulartwick College for .at least
one year after completiOn of a sabbatical leave..

f. Usually no more than one member of a department may be on leave. at
9one timci.

g. The number of sabbatical leaves which may be granted during one
academic year is conditional upon the avaVability of funds and re-
placement personnel." The instructional program of, the College must
not be ady.ersely affected by the granting9if sabbatical leaves.

h'. Procedure
(1)A faculty member who desires to be considered for a sabbatiCal\*

leave shall write proposal according to the folloWing form:
(a) Applicant's.name
(b) Personal data, including education, professional experience,

and publications
-(c) Purpose of the leave'
(d) Expected results from the leave
(e) Plan of procedure.in terms as complete and specific as possible,'

incloding dates when the leave is expected to begin and end.
(f) Other sourcof support for the' leave
(g). Other information which will help the Education Committee of

the Board of Trustees to evaluate the request for a leaYe.
(h) Date when the Committee will receive a detailed report of the

results of the leave -
(2) l'ifteen copies-of the propo'sal shall be .submitted for his ConOcleration

and recommendation to the Dean of the College by November'l of
the yea'r preceding the year for which the sabba4cal is requeAted.



Additional copies of the proposal shall be sent to the President
Of the College and the department cha,irman for their consideration
and recommendation..

(3) The proposal shall be suonittedto the Joint Board-Faculty Committee
on Education for final decision.

(Adopted by the Board of Itriustees,
February 7,, 1969)

4. Leave'for Reason of Pregnancy
Pregnant members of the Faculty. and Administrative Staff may take a
leave of absence, without pay, beginning with the term nearest to the-
fifth month of pregnancy. They will receive accrued medical leave
plus continuance' of fringe benefits.

K. Faculty Resignations

When a faculty member decides that he will not return to Hartwick ,college for
the next acaclemic year, he should discuss .'fie matter with his department
chairman and/or the Dean of the College. A forrnal letter or resignation
should be addressed to the President of the College.

Letters of agreement are issued on March 1 of. each year and are due back in
the President's office on April 1. If a letter of agreement is not returned by
April 1, it will be assumed, that 'the faculty member does not plan to return for
tee next academic year (beginning September n'and that he,has in effect
resigned. In such' cases , facult members are requested to state in writing
that they do not plan to return.

0
If a faculty member has signed a letter of agreement and subsequently wishes
to leave the College before that period covered by the letter has expired, he
should arrange to discuss the matter with his department chairman,' the Dean
of the College, and the President. A'formal request to be released from his
letter of agreement shopld be addressed to the President. Only in unusual'
circumstances should a faculty member ask to be released from his letter of
contract,. He reminded of the following statement of ethics prepared by the.r
Association of University Professor;s: "When considering the interruption or
termination of his service, .he (the teacher) recognizes the effect of his
decision upon the program of the institution and gives due notice of his
intentions." The Statement on Recruitment and Resignation of Faculty Members
defines 'due notice as,"no later than May 15 or 30 days'after receiving ribtifi-
cation of the terms of his continued empltynlent the following year, whichever
date occurs later." It recognizes that emergencies/maNccur, in which case
"the faculty member May ask the appropriate officials of his- institution to
waive this requiremen but he should conform -to their decision."

L. Nepotism

No person,who otherwise meets the qualifications for a position on the
faculty or staff of Hartwick College, shall be excluded from consideretion
becaUse of a relationship by blood or marriage to any member of the faculty,
staff or Board of Trustees.
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No position on the faculty or staff of Hartwick' College shall be filled until
appropriate measures hve been taken to bring the vacancy to the attention
of potential applicants who are not related to members of the faculty, staff
or Board of Trustees. However, temporary, part-time positions, and full-
pme positions which need to be-filled on a temporary basis to meet an
emergency due to, illness or some other extraordinary contingency; may
be filled without giving formal notification to perSons outside'the Hartwick
corrimunity.

In any case involving a decision concerning the hiring, promotion, tenure,
dismissal, or salary of a specific employee of Hartwick C011ege, no relative.
(by blood or marriage) of that employee shall participate in that decision.

(Adopted(Adopted .by Board of Trustees, May 1972)

CHAPTER XII HARTWICK COLLEGE LIBRARY

etailed informationnformation about requesting books and other library materials is
contained in the Hartwick College Faculty Library Manual. COpies ofother
publiCations with informa'tion about Hartwick's library and other libraries in
the region and boo" and periodicals request forms are available in the library.

CHAPTER XIII
11

STUDENT LIFE

A. General Statement of Policy of Hartwick College with Reference to Speakers .
and PTrform s Appearing on the Campus by Invitation of Rvcognized Student
Grous

.

HartwijbCollege adheres to the following guiding principles in dealing with
the matte* of spedkers and performers appearing on the campus' by invitations
of recognized student groups:

1. A s )eaker or.performer may appear on the college campus on invitation
ex nded by a duly, recognized student organization, regardless of whether
or not his point of view is congenial to the College.

.2. In issuing invitations, student organizations are expected to keep in mind
that the purpose of such visits is to contribute to the aims and objectives
of Hartwick College. The prime rAponsibility for ensuring that this pur-
pose is served rests on the spons ring organization.

3. All engagements shall be scheduler through the Student Services. Office.
The Convdcations ComMittee may be consulted on matters. of publicity.
(See C Below)

4. An institution and its student body arc associated in the public d with
views expressed on its campus. Sponsoring organizations, ther fore,
should exercise care and prudence in their choice of speakers and per-
formers.

5. The invitation to outside speakers or performers must always represent
the desire of a recognized student group.

4G

I
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B. Policy for Scheduling and Arranging for Events on the Hartwick:Campus

1Between the hours of 8:00 a.m. to 5:00 p.m., cla'sgrooms in all buildings,
the'Slade Auditorium, the Saxton Lecture Hall, the Binder Physiapl Education
Center and the Center for the Arts are scheduled through the Registrar's
Office. After 5:00 p.m..these areas aPe scheduled through the Director

,of Social and,Auxiliary Affairs. .
2. When placing 4ems on the Calendar, the Director of Sobial and Auxiliary

ANrs will ins re that academic departments or campus groups are apprised
of activities already scheduled with which there is or may by a conflict of .

time, place or auclience. T

a. Persons who control and direct activities planned for the Yager. Museum .

will clear the proposed events with the Director's Office before any
.public announcements are made.

bit Persons who control and direct activities planned for the Binder Physical
Education Center will clear the propOsed events with the Chairman of
the Department of PI ysical Education before any public announcement
is made.

3. The sponsoring Hartwick agency for any campus event and more particularly
those held in the. Slade Auditorium, the Saxton"Lecture Hall.,. the Binder
Physical Education Center and the Center for the Arts are primarily re-
sponsible for' the conduct of the event'. The sponsor will insure the
following items are accomplished through the Director of Social and
Auxiliary Affairs at least one week prior to the date:
a. Notify Director of Security of time and place
b. Notify Maintenance Office of time and,place

.

c. Notify proper authority of equipment or personnel required, such as
electric pointer, projectionist, microphones, etc. With respect to
other locations, similar arrangements will be made by-the sponsor.

d. Insure that-items 1,2, and 3 are accomplished and equipment is in
place. prior to the critical hour.

e. Authorize either. Security or Maintenance to open buildings, start
elevator's, etc., based on dates and.times approved.

4. The sponsoring Hartwick Agency will provide Public Relations with details
of press releases, etc., at least one week prior to the date".

5. The sponsoring group will see that equipment used for the event is com-
pletely removed from the classroom, or auditoriuni immediately after the
event to insure the facility being ready for use by the next group,

(Approved by Executive Council, Maya_24, 1968)

C. Regulations of Hartwick College Regarding Conduct on Campus and
College Property Used for Educational Purposes

fi
In compliancewith Article 129A of the Education Law of New York State,
Hartwick College Board of Trustees, at a regular meeting held at Oneonta,
New York, on October 3, 1969, affirmed and approved the action of the
Executive Committee in amending the statement and regulations listed below

op.The National Commission on the Causes and Prevention of Violence in
its report stated: "Our Colleges and universities cannot perform their
functions in an atmosphere that exalts the struggle for power over the
search for truth, the role Of passion over the rule of reason, physical



confrdntation over rational discourse."

Hartwick College exists for the free pursuit of truth and for the intellectual
rid moral responsibilities of its Students. Every member of the Hartwice
ollege.Community s,tudents, faculty, trustees and administration

have the responsibility of safeguarding the freedom of all to lear'n by
preserving orderly conditions for the extrcise of that freedom in the
classroom and on the campus.

'The rights of free Oeech and lawful assembly are fundamental to both
the democratic process and the Academic pr ess. The right of all
members of the Hartwick College Community express'their views
freely by word or action is recognized -proyi n that the obligatio'Fi
to maintain upon the campus an atmosphere co diicive to academic work
and freedom and to respect the rights of all individuals is observed.

ArisaC't by an individual, or group of individual's, which obstructs
teaching, research, administration, disciplinary proceedin9s,.guest
speakers, recruiting on campus by industry or the government, or any

,authorized college activity will be subject to disciplinary action.

Conduct by any individual, orgroup pf indi(viduals, students, faculty,
or visitors, which infringes on The civil',, personal or property rights
of others will not be tolerated. This includes anSraction which, by
use of force, obstructs the educational program and other college
activities, illegal occupation of college buildings, destruction -of

1college
property, or the property of others, or impedes the free flolk-

oftraffic anywhere on campus.

Violators of these regulations will be subject, if students, to the range
of disciplinary action under the Student Court or by appropriate college
officials, extending from warning through probation, loss of college
granted financial aid, to suspension-or expulsion. Faculty or other
college employees will be subject to stspension, termination of
empliyment, or other appropriate action. The seriousness of the
penalty will depend upon the matter of the disorder, the extent of
property damage, and the degree of injury, to the rights and persons
of others.

Visitors, licenseeS, invitees or others on c'dmpus.who violate these
-regulations will be requested to leave the campus. Upon their failure
to do so, they shall be ejected from the campus by the use of. police
or other civil authorities if necessary.

The decision whether or not to seek an injunction of a civil 'court or to
:call in the police or other civil authorities will he made by-the President
or his desillitoce. He shall, when time and circumstances permit, consult
In advance with representative student, faculty, trustee and administrative
staff-Lmembers.



D. Statement on "Teach-Ins"

1. College and university authorities, should permit such meetings to be
held in college auditoriums if the rooms are not otherwise engaged and
if .a responsible organization is in charge of maintaining order.

2. Debatp and discussion should be presided over by a moderatonwho has
standing in the _academic community, and who 'assures that opportunity
will be given to both sides to be heard.

3..The "teach -in" will not interfere with the regular operations of the
universityVfaculty.members will see that classes are rriet as usual,
and students will attend classes and perform their other academic
duties. Participation in a "teach-/in" cannot be considered a valid
excuse for aence or neglect of academic responsibilities.

4. Students and faculty will be expected to conduct themselves as civilized
citizens., and police action will not be invoked unless there is wanton
destruction of property, physical violence to participants, or open
incitement to the overthrow of the 'government by force.

(Recommended by AAUP; adopted by Faculty
January 3, 1966)

E. Entertainment of Students

Entertaining of student groups in faculty and administratiVe homes,'as
well as picnics sponsored by faculty members', is encouraged. Department
Chairmen are especially urged to entertain majors (particularly seniors).
from time to time.

The chairman should control the funds from his department budget and .'aliocate
them accordingly and judiciously regarding the entertainment of students.

Bills should be submitted to the Director of Business Affairs and Budget promptly
and all bills should 'be.specifically itemized.

CHAPTER XIV

A. Purchase Requisitions

BUSINESS .PROCEDURES

Each department should have a supply of purchase requisitions. When
materials, .supplies, or equipment are needed, a blank should be filled
out, showing the quantity, catalog number (if any), a description of item (s)
desired, and the name and address of suggested vendor or, vendors. The
requisition should be signed by the chairman of the department, who will
forward-the requisition to the Business Office. When the requisition is
approved, the'Business Office will prepare the purchase order and mail it
to the vendor. After the merchandise has bccn received, it will be for-

,warded to the department ordering same, to be checked.

The bill will also be forwarded to the department head for approval. The
department dhairman.shsould eU.Qk the quantity, quality, andprice before

4 9 41
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A approving same. The bill must then be returned promptly to the Business
Office for payment.

The Business Office maintains catalogs which may be used in planriing
purchases.

Absolutely no purchases are to be made by anyone without going through the
proper channels and business procedures'. If purchases are otherwise made,
bills will not be honored by the'College and goods will be returned or the
individual making the purchase will be responsible for payment.

B. Maintenance Requests

When alterations or repairs are needed, ;a written request should be subniitted
to the Maintenance Office.. Requests will be taken care of in the order of
their receipts,- except in an emergency.

C. Mail

. All members of the faculty are provided dVith mail boxes:'

Inter-office envelopes and stationary are to be used for messages within
the institution.

'OaD. Faculty Secretaries

There are faculty secretaries to take care of work required by the Faculty.
Work should be submitted well in advance of when it is needed; Saxton
Undergraduate Fellows and laboratory_ assistants are not to be used for
secretarial purposes.

fir

CHAPTER XV DATA PROCESSING CENTER

The College,Data Processing Center, located in the basement of Arnold Hall,
is open weekdays from 9:00 a.m. until 10:00 p.m. The General Automation
18/30. System features 32K, 20.M words disk, 10M words tape, and accepts
Fortran IV, Assembler, and RPG.

A variety of statistical and scientific subroutines is available. Faculty or
students with projects in mind are urged to consult with the Director of Data
Processing and Systems during the planning stage.

Test scoring and evaluation service is alsc) available to faculty. Please make
advance arrangements with the Operations Manager.

50



CHAPTER XVI SOCIAL ACTIVITIES
S.

The master registry of activities is ma-intained in the Office of the Director
of Social and Auxiliary Activities and includes; social functions, organizational
meetings, field trips, concerts, convocations, athletic activities and any other
organized function requiring-the use of college facilities' or including college
personnel. See Section XIII above.

.fe

CHAPTER XVII MOTOR VEHICLE REGULATIONS

All parking and4?f1i c rules apply to studynts and Hortwick College employees.
A full statement of motor vehicle regulations May beound in the Manual of
College Policies. All faculty and administrative personnel are urged to Inow
the regulations and are required to abide by them.

ol
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