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THE FACULTY HANDBOOK

OF

EASTERN ILLINOIS UNIVERSITY

As a compamon to the By-Laws and Policies of the

Board of Governors, the Faculty Handbook provides

present and prospective members of the faculty an intro-

ductary understanding of the purposes of the university

antl an idea of the general rules under which the uni-
versity aoperates.  New faculty members, especially,

will find that the handbook contains answers to nmiany

common guestions about university policies and procedures.

Charleston, Illinois

1r7d
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\ MISSION AND SCOPE OF THE UNIVERSITY

The primary role of Eastern Hlinois University is to offer to qualified
students a strong, comprehensive undergraduate program in the liberal arts and
sciences and in professional areas. Con.plementing and building upon the under-

‘gl'adual.v curricalum, the gradaate school provides programs of excellence at
the niaster’s level in selected Tields and at the specialist’s level in education,
As a regional center, Fastern [llinois University devotes its resources, services,
and cultural opportanities to a large arca.  These contributions are directed
toward encouraging citizens to make wise vhoices and decisions which will im-
prove the general weltare and betterment of the geographical arca.

Since Eastern [llinois University is a relatively small senior state-sup-

“ported university, it emphasizes quality as a chief operating principle.  The :
tradition and philosophy of “infinite riches in a little. room’ demands academic
excellence on the part of facalty and students--facalty selected for their conmipe-

: tence in teaching and dedication to scholarship, students selected tor their

| intellectual promise and desire to benetit by a university education.  Fuarther,
such a philosophv 1= fostered in an atnosphere of mutual respect that is gener-

atetd by a cohesive residential caripns which promotes close teacher-learner

”rl'lillll.(bnhhl})h~_Eind which vhallenges and encoarages the masimam in individual

t self-developyent, achievenent, and falfillnient.

The vhiefmterest of this amiversity 1= m=traction, | Its printary amny is to
develon the nunds of students--to help students learn how to think and reason
tor thenselves, to enconrave stadents toward ~self-discovery, and to challenge

Sthe development of theyr 0l vidual taleats. The ultiniate purpose of this uni-
versity is to produce broadly edacated responsible citizens who ave prepared,
thronul a-sactations and knowleduee camed both in and out of the classroom, to
serve anl to lead oo free society, )

e

e
Acalenio excellence and protessional Competency demand that the facualty
be contiman (~ by engaced onothe Dree parsadit of knowledae through examanation
of the past, re-ponsiveness to the present, and openness to the tuture, Re-
~earvch o andl the Tiscovery of new knowledee, on the part of both facalty and

stirlents, o~ onsvlered rral o the anaversay' s caltural and intellectual

develanir ent,

Iv
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. PROFESSIONAL DUTIES OF INSTRUCTIONAL STAFF

At sometime during the first three class meetings of any class, the

instructer should accomplish the following:

a. Explain to stadents the objectives of the course and how the
particular couarse fits into the total curriculum and leavrning
process at the university,

b. Tell students how they will be v Caated and how the final
course grade will be dcterminesd- -weight ol term paper,
final exantination, eote.

«. Amplify the attendance policy to explain that while grades

are not awarded on the bases of attendance and abscence,
absence fram class van have academic consequences.  Fs-

- plain that the student who absents himsell withowt compel-
ling reason is held responsible for the instruction which he
niisses and has no grounds on which to request extra-class
instruction. When a compelling reason such as illness or
official university business causes absence, the student should
request and receive from the instructor help in miaking up
what he has missced.

d.  Notify stndents of the location of his office andsthe redular
hours during which he will be available for vonference in
his office.  Esxplain how stadents may make appointnrents,
Ihe instractor should reserve a reasonable mumber of
office hours daring which students may seek s advice-and
counsel,  He shonld post a schedale of these bours for cavh

semester an his office door,
.

¢. I spedial tatoring services are avatable i the departnent,
venlain to ~tudents how to take advantase of this opportanity.

In matters of grading the instractor has these daties:

d. Correct and retarn stelent tests and papers promptly.

b, Plan evaluatons'<o that by mid-<emester he has sulficient
evidence apon which to hase a grade deternination. At noad-
seniester, =hould the =tuwdent’s work be judeet D oor F

quality,"the m-tractor <honlbd personally wirn the -tadent of

fas re.ariogs soclemn =tatas in the course,
'
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¢, Be vigilant to avoid the award of grades on any basis other
than acvhitevement in the course. ' -

L Scrupalously and dceurately report prades onlall his students
by the deadlines established cach semester for mid-semester

vrades, if appropriate, and for final or semester urades, .
e, Base requests for grade changes only upon actual miscalcu-

lations or mistakes in marking.

3. Iixcept for emergency reasons approved by the chairman of the depart-
ment, instructors should mieet classes as scheduled, including final exam-
ination periods. If an instructor plans to be absent from class he is ’
expected to arrange with his department chairman that the cldass is met
and taupht by a competent instructor or, that special work is assigned ’

“for the class during his absence. In any case the learning process must
not be interrupted.

Should a student request a special final examination time for himself
or request to take the final examination with another section of the
vourse taught by the instructor, the instructor, considering the merits
of the casce and especially the matter of whether or not the student may
be overloading his schedule, may grant the request. Unless approval

is obtained from the chairman of the department and the appropriate
dean, the instructor must give his individually arranged final examina-
tion during the calendar period scheduled for final examinations. When
any individually arranged final examination i given, the instructor is
responsible for arranging the examination and for reporting the student's -
srade with the proper section. In any cvase, the instructor must also
give the final examination in his course at the regularly scheduled time
unless he has the approval of the Dean, Student Academic Sv'rvic_es.

4.  In no case should an instructor discuss the merits or demerits of another
teacher with students,

5. Assignnients should be made keeping in mind that the student has other
- lessors which he must prepare and other instructors who have an equal
claim on the students® cffort. A good rale of thumb is that the ordinary
50 minute class should require not much less than or any more than
100 minutes of student preparation.

. Instructors who are teaching courses in the general education portion of
the curriculum should remain.aware that these courses ave Lo be taught
as general education, not as courses in a particular major,

7. Instructors should spend a' few minutes in cach class during a semester
notifying students of the continuing problem of mutilation of periodicals
and reference books in the library and asking their cooperation in-solving
this problem. It should be pointed out that in preparing reading assign-

ments and term papers the same materials will undoubtedly be used by a
number of students. Therefore, it i1s important to all students that
materials remain intact and available.

. a-
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ORGANIZATION OF THE UNIVERSITY

Fastern lllinois Universily is one of five state universities (the other four
are Chicago State 'niversity, Governors State University, Northeastern
Illinois University, and Western Illinois University) under the general
jurisdiction of the Board gf Governors of State Colleges and Universities,
to whom the Pres:ident is fxndll\ responsible for the operation and welfare
of Eastern.

The Board of Governors is given authority and responsibility for deter-
mination of policy and for the general administration of the institutions
under its jurisdiction. . The Board publishes a bulletin entitled "By-l.aws
and Governing Policies. Copies may be obtained from the Office of the
President. - ‘

The Board has providerd that the adminis*ration of each university be the
immediate responsibility of ity President, who inturn presents monthly
reports to the Board on the operation of the university.

I. ADMINISTRATIVE DIVISIONS

.

Eastern’s functionally organized into four areas, each headed by a
Vice Dresident: Academic Affairs, Student Affairs, Administrative,
Affairs, and Business Services, '

ACADEMIC AFFAIRS

College of Arts and Sciences

Department of Botany N

Department of Chemistry

Department of Economics

Department of English

I)eparfmenl of Foreign [.anguages

Department of Geography and Geology
PDepartment of I'istory

Department of Library Science /
Department of Mathematics

Department of Philosophy

Department of Physics

Department of Dolitical Science

Department of Psychology

Department of Sociology and Anthropology
Department of Speech-Communic ations
Department of Speech Pathology and Audiology
Department of Zoology

ERIC -0
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" Division of Life Science

School of Education

Department of Fducational Administration and Supervision

Department of Educational Psychology and Guidance

Department of Elementary and Junior Figh School and Special
- Education v :

Department of Instructional Media

Department of Secondary Foundations and Special Education

School of Business

Department of Accounting

Department of Business Educationaland Administrative Office
Management i '

Department of Management

Department of Marketinyg

School of Fine ..rts

I)eparl.mﬁt:n»l.' of Art
Department of Music’

Department of Theatre Arts

Schouol of Health, Physical Education and Recreation

Department of Health Education
Départment of Physical Education
Department of Recreation

School of Fome Economics

Department-of Home Fconomics
Department of Home Economics Education

School of Indnstrial Arts and Technology

Industrial Arts Education
Industrial Technology

(;raduate School

l.ibrary Services

Continuing Education and Comimunity Services

Audio-Visaal Center

Stndent Academic Services

Acadertic Advisement; Records; Registration; [extbook Library

-ty

o
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STUDENT AFFAIRS ‘
Admiissions, School and College Relations; Career Planning and
Placement

Student Personnel Services: Personnel Deans; Counseling and Testing
Services; Financial Aids; Health Services;: International
Students; Student Activities and ()r'ganizalions; University

"'nion; Veterans' Services; Security.

Student Frousing: Residence Hlalls; Res“idence I'all FFood Services;
' Married Student Apartments,

ADMINISTRATIVE AFFAIRS
" Computer Services
Institutional Research
Non-acvademic Services
Budeetl Officer

BUSINESS SERVICES
Accounting :
Payroll ~ '
Purchasing oo
Service Enterprises: (Mail, Centril Stores, University Vehicles,
Central Receiving, I'elephone Service) '
Physical Plant '
Internal Auadit

OFFICE OF THE PRESIDENT
Athletics \\
"miversity Relations and Alunni S(‘xl\'ives

I, FACULIY GOVERNMENT
Several statements in “By- Laws anl (Joverning Policies” stress that the
. faculty shall participate in the decision-making process,  This partici-
pation is accomplished formally at Fastern through the Faculty Senate
and the varions committees, councils, and boards described below.

FAGCULIY SENATER -

fhe Facalty Senate is composed of fifteen faculty members elected by the

faculty to participate with the administration and teaching facnlty in matters
of policy.  Facilty members eligible for election to the Senate are those
not members ol major o nittees,

ERIC - 10

Aruitoxt provided by Eic:




ERI!

The Senate may consider any-matters of concern to the faculty and make recom-
mendations to the President or the faculty. The Senate may act upon problems
initiated within the Senate, presented to the Senate by one or more members of
the faculty, or referred to the Senate through the administration.

UNIVERSITY PERSONNEL COMMITTEE

The Personnel Commit.ee consists of four members, cach of whom serves a
four-year term, the first year as an alternate member. The Faculty Senate
conducts the election of the members of the Personnel Committee, who are
nummated and elet.ted By a vote of the faculty in essentially the same manner
as are the membc/y ot the Faculty Senate. ’

The C()mmltl.ee represents the faculty in those phases of administration -which
pertain to procurement, promotion in rank and salary, tenure, leaves, recog-

nition, and dismissal of teaching and administrative personnel. T'he Personnel

Committee 1s encouraged to consult with the Facully Senate, particularly on
matters which involve the formulation of policies affecting a large number of
the faculty,

COUNUIL ON FACULTY RESEARCII
The membership of the Council on Faculty Research consists of the Dean of
(iraduate Studies and Research (Executive Offiver) and six members to be

‘elected from the faculty at larpe for three-year overlapping terms.

The Council reviews University policies with respect to faculty research
and recommends changes to apprépfiate agencies and officers when it finds
changes desirablé, The Gouncil considers all proposed research projects
submitted to the Director by faculty members, determining which projects
are to be forwarded, through the Director, to the Provost for final con-
sideration, and especially noting any proposals which call for released time
for a faculty mombvr and are subje¢t to ultimate consideration by the Presi-
dent. : !

i

- !

Cov \( ILS AND COMMITTEES RELATED I‘O I'I‘E‘(I(‘RRI(IUI,(‘}\I |
The Council on Academic Affairs consists of nine faculty members; elected
by the faculty at large for three- year ov erlapping terms, and two students,
The Vice President for Academic Affairs (Exceutive Officer) is anex officio
member of the Council, without vote.

) :
Responsibilities of the Council relate chiefly to changes in undergraduate
ufferings, requirements, and academic standards,
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The Council on Graduate Studies includes three members of the graduate
faculty elected from the College of Arts and Sciences, three members of
“the graduate faculty elected from the Schools, and two graduaale stwlents,
The Dean of Graduate Studies and Research is the exccutive officer, with-
out vote. The Vice President tor Academic Atfairs and the Dircctor of
Library Services are ex officio members withoat vote.

The ‘responsibilities of the Council relate; chiefly to changes m graduate
offerings and requirements.
i

.

“ The Council on Teacher Education consists of ten clected membersand two
ex officio members withont vote. Fach of the following elect one represen-
tative to the Council: Department of Elementary and Tunior Tigh School and
Special Education; School of BEducation; School of Business: School of tlealth,
Physical Education and Recreation; School of Home EL'()nonli("s; School of
Industrial Arts and ’:I‘echnology;-(,‘ollage of Arts and Sciences (sciences and
mathematics); College of Arts and 3ciences (humanities); College of Arts
and Sciences {social studies); and School of Fine Arts. Two students also
serve on the Council, one with 2 major in elementary and junior high school
education, dnd one with a major in secondary education. Ex officio members
are the Provost and Vice President for Academic Affairs, and the Dean of
the School pf Education ({Executive Officer).

The Cf)xunc'il has responsibilities related to admission to teacher education
and specific requirements in teacher education ¢urricula, both graduate
and undetgraduate,
b - -,
Curriculum Gommittees are established within each school and college.
. Members of these committees are selected by a process delermined by
each unit, They serve the usual functions of such bodies, subject to the
jurisdiction of the above-named councils. ’

COUNCIL ON IINIVERSITY BUDGET

.+ Members of the Council on University Budget include the President; Vice
President for Academic Affairs (Chairmani; Vice President for Business
Affairs; Vice President for Student Affairs; Vice }’resid_ent for Adminis-
trative Affairs; Faculty Senate Budget and Finance Conmmittee (three
members); one representative from the Faculty Personnel Committee;
two representatives from the Student Scnate; University Budget Officer,
ex officio: Controller, ex officio.

! .

“The function of this Committee is to assist in determining the overall re-
quested budget for the University. The Committee assists in reviewing,
analyzing, and approving the establishment of the percentages of the total
budget which shall be allocated to line items or to the different areas. of
the University under the authority of the various vice presidents.

N
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COUNUIL ON U NIVERSILY PLANNING
The membership of the Connctl on T niversity Planning consists of the Viee
Prestvdent for Admimstrative Affaies tChairman); Vice President for Acadentic
Affairs; Vice President for Business Services: Viee President for Student
Affarrsi Dean of the Collese of Arts and Sciences: Dean of the School of Eda-
cation: Dean of the Schoal of Health, Physical Educatign and Recreation; five
members of the faculty appointed by the Falalty Senate; and two membe rs
selected by the stdent vovernment. Fhe Director of Institutional Rescarch
avts as sceerctary. > -

-
Lhe function of this Conactl is to give < onsideration to sabstantial changes in
direction and new programs, the implications for the Unive reity of official
act= ot the State of Hlinois affecting higher edacation, population figures and
enrolliment }n‘(:j\'v.'l;inl]h for the aniversity as a whole, possible growth in re-
search and public service programs, and land utilization for new buildinugs
anl changing atilization of existing buaildings.

COUNCIL OF INSTRUGHIONAL OFFICERS

Ihe membersing of Lhe Council of Instructional Officers consists of the Vige
President for Academic Affairs (Chairmani; President (Viee Chairman;
Dean of the Collese of Arts and Sciences: Dean of the School of Education:
Dean of the (iraduate School; Dean of the School n[‘[’;usinuss: Dean of the
Scvhool of Bealth, Physical Felacation and Rec rvutinn;i)can of the School

of Hlomie Koonomics; Dean of the School of Industrial Arts aned lechnolouy;
Dean’nf the School of Fine Arts; Director of the Audio-Visaal Center;
Director of University Libraries: and Dean, Student Academic Services.

IFhe prime interest of this Council, broadly stated, 15 continuing considera-
tinn of the objectives of the antversity and an assessmient of the extent to
which the objectives are beme net. Of central concern s the improvement
ol instraction. ’ .

SITDENT-FACULLY BOARDS

[he Stadent - Facnlty Boards dre basically policy-forming boldies.  hey ,
shoald consider recommendations fron all soarces for alteration of policies
as they sce fit.  All policies <hould he in alivnmuent with general aniversity
volicv.  Anv changes should be discassed with (he proper aniversity official.
Lhe ‘Boards shoall also enconrage Cooperation among common arcvas of the
university. The mmembers should be actively interested in the arcas of
general responsibility of the Boavd, It 1s the Board's, responsibility to see
that student money is <pent in the best possible manner. The Board shall
also beaware of all Apportionment Be- Laws and be responsible for their
enforcement,

Sl0-
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The Faculty Senate appoints faculty members to the Student-Facully Boards
and gach year designates a facualty co-chairman to serve one year, prefer-
ably\a member with prior experiences on the Board. The Stadent Senate
appo\mgs student members to the Student-Faculty Boards and cach yeor also
designates a student co-chairman to serve one year, preferably a student

£ with prior (;?ffe-r-bggue These provisions also apply to appointments or
replacements when vdcancies occur.
An advisor of a Board is, an ex officio non-voting member. Principal stu-
dent employees of the Boardy (e. g. editors) also are ex officio members,
Ex ofg'icin non-voting members are as’foll()ws:

. Apportionment Board Internal Auditor )

. - Dean, Student Personnel Services

. - Director, Student Activities and

Orpganizations .
, Executive Vice President, Student
. B()(jy ‘
Communications-Media Board Director, Student Activities and
. = Organizations ‘

¢ Publications Advisor
Forensics Advisor

Fo Radio Advisor
; Executive Vice President, Student Body
Health' Service Board Dean, Student Personnel Services
' Ibirector, Student Activities and
Organizations
Director, Health Service
Executive Vice President, Student
Body
Intercollegiate Athletic Board Director, Student Activities and
C * Organizations

Director, Athletics

Faculty Representative .

Fxecutive Vice President, Student
Body

Performing and Visual Arts Board Director, !Student Aclivities and

’ O‘rganizations

Dean, Schgol of Fine Arts
(‘,hairman,\‘ Art Department
Chairman, Theater Arts Department
Executive Vice President, Student

Body

ERIC 14
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Publications Board Director, Student Activities d
’ ‘ Organizations
Publications Advisor - .
Executive Vice President, Student
. . Body

Sports and Recreation Board Director, Student Activities and
Organizations

Director, Intramurals

Advisor, Women's Recreation

\ : . i Assoctiation
\ o , Exccutive Vice President, Student
! ( Body
. \ “ '
. \ : :
Traffic and Safety Board / Dean, Student Personnel Services

Professor, Driver Education

Chief, Security and Traffic

Executive Vice President, Student
Body '

~

COMMITTEE ASSIGNMENTS ‘

\ o ,
Faculty members participate in the decision-making process of the University
by membership on ad hoe committees, as well as through the formally estab-
lished committees, councils, and boards described above. Committee assign-
ments are in addition to teaching loads but do not interfere with teaching duties,
Most committee appointments are made by the Faculty Senate,

i -12-
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PERSONNEL POLICIES AND PROCEDURES ,
Note: Detailed personnel'porlicies and
prucedures are covered in a separate
document, [’erm)nnvl DPolicies and
Procedures. ” ]

ACAD EMIC FREEDOM

he Board of. Governors approves the statement of principles by the Ameri-
_an Association of University Professors on academic freedom and academic
tenure. It believes that institutions of higher education are conducted for the
common good. The common good depznds upon the free search for truth and
its free exposition. cademu freedom is essential to these pyrposes and '
applies to both teaching and research. Freedom in research is fundamental
to the advancement of trith. Academic freedom in its teaching aspect is
" fundamental for the protection of the rights of the teacher in teaching and °
of the student to freedom in learning. It carries with it duties correlative
with rights.

The teacher is entitled to full freedom in research and in the publication

of the ‘results, subject to the adequate performance of his other academic
— duties’; but research for peumlary return should be based upon an under-
' standing with the authorities of the University.

The teacher is entitled to freedom in the classroom in discussing his sub-
ject, but he should be careful not to introduce into his teaching contro-
versial matter which has no relatlon to his subwct

The nnnersuy teacher is a citizen, a member of a learned profession,

and an officer of an educational institution. When he speaks or writes as a
citizen, he sheuld be' free from institutional censorship or d15c1plme, but
his special position in the community entails special obligations. Since he
is a man of learning and an educational officer, the public may judge his
piofession and his institution by his utterances; hence he should at all times
be accurate, should exércise appropriate rebtralnt. should shdw respect )
for the opinions of others, and should make e\.ery ‘effort to indicate that he |

is not an institutional spokesman. ) e
. a
, ;

1
v LEAVES OF ABSENCE
All absences from duty must l)e reported by the chanman of the department .
to the appropriate vice presldan through the dean or dlrector.

-
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Emergency Leave. When an emergency arises and it is neces<ary for a faculty
member to be absent from duty, the department chairman shoald bé notified.

Sick Leave. A faculty member 15 entitled to a non-camulative leave, with fall

pay, for injury or illness in each year-of his service, including his first, of
twenty calendar days and is entitled to further sick benefits as follows:
Extended sick leave of ten calendar davs with fall pay for cach completerd year
of service, the unused portion of which n any year is cumalative withh no maxi-
mumi,

University sick leave is available only daring the period of academic employ-
ment.

Upon recommendation of the appropriate department chairman and subject to
approval of the President, a faculty member who has vomipleted at least three
full years of service may be granted sick leave with full pay for a period (in-
cluding annual and extended leave) sufficient to enable him to reach, but not
to exceed, the date on which disability benefits under the Unive rsity Retire-
ment Systemn will be available to him. An cmployee aranted such an arldvance,
but who because of illness or retirement is not able to return to work, shall
have the obligation to repay this advance cancelled,

Maternity I.eave. “The Board of Governors may place a pregnant faculty

member on materrity leave either apon her own request or apon the recom-
mendation of the President.  This leave may commience ‘at such time and con-
tinue not more than six weeks after delivery, Maternity leave =hall be withoat

‘pay; provided, however, that if thdpregnant facalty member has completerd at

least three academic years of continuous service at Fastern before the date
upon which maternity leave beuins, then she shall be entitled to not more than
30 consecutive calendar days of leave with pay, and maternite leave with pay
shall not be counted against her sick leave,

However, if the individual usesup the mc'».tvrmty leave as provided by Board
policy, and if her condition is such that additional time off 1s medically advis-
able, then she has a right to this time off, up to the limit of available sick
leave.

Military leave. ILitaves of absence for military sepvice will be granted

according to law.

A member of the National Guard (or any reserve o omponent ot the Armed
Forces) who is called to temporary active diuty in casc of civil distnrbance or
national disaster may receive a combined wage from the anive rsity anrd the
military cqual to, but not exceeding, his salary for that period. I the daily
rate received for temiporary active daty exceeds the. daily rate of the cnmiplovee
from the nrnivursit\;, he may elect to aceept the higher rate, in which case he
shall receive no \‘nmpe'knﬁxlmn from the University. The amount of campensa-
tion received for temporary active Adaty shonld be reported to the Pavroll Office

14
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within thirty Hlayve aftlr release from temporary daty. Appropriate
adinstrnent to ol et #he anoant reveived ~hall be made on the next
regnlar pavredll,  Lérporary active daty =hall not be deduacte:d] from

the tine allowesd fgr reanlar nulitary training periods,
;
R )
Fanvral T.eave. dneral leave with pay will be granted for a pe riod up

Lo thirers deovs forine fanerd o f o ommender o the immediate fammily or

household, and #dp to one day tor the funeral of a relative ovutside the

aumediate bon=choeld,  Any leave bevond these ainonnts mav be approved
ny the chinrman Of the departizent arl charved against acoare] uni-

veratty =10k leave,

Memher- of tmneliate family ave: bashand, wile, mother, father,
brother, =ister, children, niother-n-law, father-in-law: or any rela-
frve wothan the first Adesree biving mna Hoasvhold,

Defition of relative: aant, unele, mece, nephew, in-laws other than
de-cr bed above, cousins witiin the fivst desree, arandpavents,

Fary Dty e delaction i salary will be made tor a taculty member
s . N . ’

Whnekas been sranted a leave ufabsence Tor jury or withess.

Leave Withoat salary. Doder cortain circatbstances, leaves of absence
cave e ithionl saldrly

Sthont salary are sermassable and shonld be regaested through the
chairtnan of the denartment and the appropriate dean or director. A
Generally, suct Leases may be cranted when there is assurance that the
vaiated s on cin eitber be absorbed or that a suitable replacement
can be —evared; and when the nniversity will benefit by the experience

cained by the per-on on lean e,

[RAV L , \

Whoen u Senlty meinher wishes o travel at the ewpense of the university,
Be 1oast il a reguest on cdeta Dwitho the chaermian of the departiment or
other nranediate ~amerssory cffeer, e chatrnan of the departinent

or other saneroieors offnoer o regared to lear the trasel ten with

Phee Divecesy o Dires tor of the abpr o priate alehoy.
R . H t

Foaten-ion travel oo clntineetered by the Direator S Continging Blduaca-

vl e o by sersooe

Farntonee- o the apiver-ity traseline on iftoral miversaty business are

o Lo eeernnt e thae tae

A tran-partation.

“
If the ;):“ somedrr coe calls tor 3,0 beyvond state Hnes, -ach reguests
ot ] e ke e b Wadeance -0 tiat they mav be foewarded to
Lhey offpe e ftihe aunranriate v ioe nre-. Jent a6 dayvs= in advance of the
prono-el e oo
Comt oo transnortation on onlee Do s tate tr e, ~
B R
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Business Offsce no Laer than 30 lavs after travel was completed,

Requests for reunbarsement tor travel taken, mast be submitted to the 1
|

EMPLOYMENT OF RELATIVES «NEPOLISM,

When the emnlovntent of nmiore than one membdr of a family oceurs, the rela- ‘
tionshin ~hadl be soted fnthe Presclent’s FEeport to the Board,  {he relation-
ship will also be noted when tenure is recommended for any fac ulty member
if another member of his fannly i enloyed,

N
When two miembers of the facalty e the same department ma rry, and one
cames ander the .~11pt'rlzx,~1un of the other, then one mast acoeept reassignment
to another departnzenty 1f no assienment is available or possible, then one must
recivn, even if both have tenare, 1 his s not ta be effective if both members
of the faculty, who are i the same departnient and marry, were on the statf

brior to the date of adoption of this provision (Febraary 25, 1003y,

QU ISIDE ACTIVITIES AND EMPTLOYMEN] :

The aniversity encoiirages estra professional activities which vontribate to,
ihiviclual and institetional developnient and or provide needed comnanity
services, 1fosnhoa ‘i‘.‘.l!!l‘s do not substantially ainterfere with the specific \
centractaal resvonsibhilities of the individaals involved., Furthermore, the
nniversity cwlorses the princaple of appropriate incentive for <uch activities v

the form of oromotion, saldry increases, and released tinie. Y
N EY

Accentans e of teaching emploviment in another institution, howes or, ts dise
conraseds ST anproved, sach teacning is subiect to the ~ame linntation as
Testra-nay o estension teaching that 1=, two canrses not lasting over one
s estor cach iay e taeezht an a siven adadeniice vear. E-Zlhplu\nu‘nt as a
coteadtant or notier Capacitios oay be accepted as long as there is no

mterference with the reaalar performance of duties and i approvals of the

'

fearman, dean, ol Vive brestvlent are secared. ) |

CEACTING 1N PROED CONTIL NG EDTCATION AND COMMUNITY SERVICE
PO AN

oo favalty vensber wisbios U0 teach i e Contonadng Flacation and Commoun-
Wy Service Preoorant, ceorsst st receive the approval of the chatrnan of
the departnent and then the ashroval o the office of Continning Eduacation aned
Corramty Sersnior A facalty iember iray téach manather Aepartment a-
Lo s e s the bpproval of the Clhadrnam of that departmient. The Divector

of Contiang Frbocation anel Comomanity Service, works woth the chairman of

the denartinent ancb the dJoan of the civen Schocl or Colleve, - .
Lhe esten-toe e gy o tav not be part of the faculty member’ s teach-
e Too b It = veradissable to ten botwa estension coarses darine the acadensic,

Vear o estra ey Cs o teach s con-titate s an cverloads Facnlty members
’ - )v'. ' N

\ . , '




Faculty members who receive extra compensation for teaching in
the extension programare paid on a monthly basis, with the pay
.added to their regular paycheck. :

B o .
“The university will employ its own staff first in the Continuing
Fducation and Gommunity Service Program bat may also employ
qualified outside personnel. '

i

SUMMER EMPLOYMENT

It is the general aim of the university to provide summer employ-
ment to those staff members who want it. Courses are programs-
med for summer teaching and qualified staff members assipned
when it is reasonable to assume that satisfactory enrollments will
be obtained.

Since the enrollntent in the summer is less than that during the year,
the size of the stafl needed is smaller. For that reason, the various
departments rotate summer teaching assignments following general
policies.

17~
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INSTRUCTIONAL INFORMATION

ADOPTIION OF NEW COURSES

Proposals for the dd()ptmn of new courses may originate with any source--de-
partment, council, mdlvldual faculty member, or administrator.. The pro-
posal is first considered by the school or department in which the course
would be taught. If the proposal receives departmental approval, it is for-
warded to the curriculum committee of the College or School and then to

the Council on Academic Affairs or the Council on Graduate Studies. If the
proposed course tundergraduate or graduate) is to be required for teacher
certification, the prnpchal is lhun sent to the Council on Teacher Educa-

tion. ’

-

All cight items should l)e answered in the following format for new course
proposals:

1. Gatalog descr iption in the sl\le of the university Latd].()L., showing:
[a) course number, by title, (¢) credit, (d) semesters to be offered
e} short title--not to exceerd 15 characters, including spaces

tf) course des scription--not to exceed four lines, (g) plmeqnnltv(ﬂ

2. Rationale:

a2, Purpouse of and need for the course.

b, Justification of the level of the course.

¢.  Required or elective; specify programis) or majoris) in Which
the course is to be counted. If the proposed course causes a
change in a spevified major or minor, a proposal to change the
major or minor is required. ' :

d. Date to be effective (if not approved before 1 Noveniber of any vear,
the course should pr()bablv not become effective until the vear follow-
ing publication of the next year's catalog). :

3, Outline of the course, specifying units of time re. 2., weeks) to be de-
voted to the difféerent items of content.

4. Implementation of the course:

a.  Name of staff member(s) to whoni the course ‘;5 to bhe assianed
initially.

‘b, Texts and sypplementary materials to be usoed.

¢. Special projects or laboratory experiences to be involved and
an estimate of cost regruirerments,

18- ’ .
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svistimg coirses,  Catalog statements of relaterd existing
i Phiia y )

Ji

. Sinularity

vourses should be cwnnined carefully,  Whenever this exan ination
sugpests a possibility of duplicaton of course vontent, d ng Wocourse
proposal should be discassed ith the appropriate deans, directors,
department chairmen or cur rienlant committees. -A written stitement
of the reaction to the proposal rovealed by this discussion should be
submitted with the proposal to the Counail.

w.  Junior colleges. Does the department reconinend acceptance of

transfer credit from a junior college in this particular vourse”
7.  Date approved by the department.

8. Date submitted to appropriate curriculum conunittee,

ACADEMIC COUNSELING

All new freshmen and certam transfer students wre assigned an academie
advisor in the Advisoment Genter.  This advisor assists the student in the
selection of courses appropriate torthe student's declared major.  The goal
of the Center s to provide the new student with a foeal point for contact on
academic matters during his first few terms in college after which he will
be transferred to an auademiqud\'isur in his major du'partnwnl:

Depértmcntal faculty members become academic advisors upon nomination

by the chairman of the department, subject to review and approval through the
Office of Registration. Advisces are assigned to departmental academic advisors’
by the departnient chairman. Facultly members not serving as academic
advisors may be assigned to-assist in routine duties on registration days. .

TEACHING LOAD

The normal teaching load is twelve teaching units; adjustments are made
for lab courses and graduate courses.

CLASS ATT ENDANCE

Academic instriction at the university operates under the principle that
class attendance is nmecessary to the complete learning process, Thercfore,

students are expectad to attend their classes unless prevented by illness, an
official university activity, or other urgent reasons. :

. X
If the student is absent from class for a legitimate reason which is estab-

+

lished through the University Health Service or the Office of the Dean, Student

Personnel Services, the instructor should afford the stndent a reasonable op- \
portunity to make up work missed, including examinations. When the absence
is unexplained, no such opportunity need be afforded the student.

~19- :
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A stwdent who s abeent fron: class, for whatever reason, is held respon-
sible for the class anaterial covered during his absence and he 1o expecterd
Lo tura in all the eNermen, peapers, ctoo, assigned for sabmission during
the course. Powever, the nstructor will mot use the mere fact of absence
as a factor in determining a final voiirse grade, since such evaluations
are based on achteverent and are expected to measare learning--not
altendance. £

Instractors are responsible lor keoping in their classbooks accarate
recards of the attendance of all members of the ir classes. T'he attendance
record of anv stadent shall he sithbmitted to the Vice President for Academic
Affairs; Office of the Dean, Student I'e rsonnel ‘n‘l\'lu's. or Dean, Studemnt
Academic Servie s, Hpon request

If a student is absent from a given vlass for more than five consecutive
sessions or establishes a pattert or record of absences which becomes a
mallvr of voncern to the instruct ir, the instructor will notify the Office
of the Dean, Student Personnel Seevices, of the student's abs sence record,

requesting that inquiries concerning the reason for absence be made.
LA LI ARRIVAL TO C1.ASS

Inthe event an instractor is not present in the classroom at the time the
class as schedaled 1o begin, the stadents will wail ten minules, and if at
that Gimve the instractor bas nol arrived, the stadents mav dismiss then-
selves.

TEXTBOOKS

Fexthooks for courses inthe curriculum include hasic texthooks, reserve
books, supplemientary texthooks, and workbooks. Basic lvxll)(mks anz
reserve books tincluding copies of supplementary testbooks) are supplied
by the Textbook Library. Supplementary texthooks and workbooks are
available for sale by Charleston bhooksellers including the fniversity
Bookstore but are not sold by the | extbook Library.,

Basic_fextbooks.  Adoption of a basic Lexthook for a course planned and
taught by one instractor is reconumended by that instractor and approved

by the chairman of the department. Texthooks lor other canrses are
l)aaud on a departmental decision approved by the department chairman.
In case there are mualtiple sections of a canrse, the sane basie textbook .

will be used in all sections,  The sumi-of the hist prices of {he approved
basic textboaks h)l' anv one . course should not excéed $20.,

N .

A separate request is required for each adoption of a basic texthook for

a particular course.  This request should indicate:
(1) For the book recornmended as a texthook: its title, author, *
publisher, course in which it will be used as a textbook,
semester needed, nutuber of copies needed, and list prive,
“20. .

i -
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. 121 For auy book v be shiscontinued as a4 basic testbook Tor thedl course 1f
the recommrended adoption s approved: its title, author, hublisher,
list price, date of adoption, awl, an case the date of .nr]npluk‘m was less
than three years ago, the number of semesters of schednled dao twith -
supporting data revarding other courses o which the book w s uselar
this i~ pertment). ‘

13y For any other book to be continned as a basic testbook for that cogrse:

s title, list price, and date of adoption as a basic textbook for that
vourse, « -
. ot B

Reserve Books., Books may be placed on reserve n Booth Libra ry for the use
of students in a class daring a semestoer only if they contain supplementary
reading which the instractor will require duarime that semester,  The masi-
mum number of titles that may be placed on reserve for any one olass is ten, '
unless special arrangements are made wite the Director of Libra ry Services, ’
Faculty miembers (or degartimentsi desiring that cortain books be placed on
reserve in Booth Library for a given semester should first determine if the
books are available for that purpose, '

The total number of copies of a book on reserve during a semester for 4 section
or sections of vourse shall not exceed one copy for cach 15 students in the esti-
mated enrollment of those sections.  Fapected enrollments may be rounded
upward to integral multiples of 15 (8 ap to 14, 33 up to 45, 0 ap to 75, ctel)
for the purpose of determining the maxinum number of copies that may be
placed on rescerve,

If a given title or sufficient copies of a title are not available in Booth Library,
departments desiring that the book be placed on reserve may submit a request-
to-purchase to the Textbook Library, indicating the course and sections, the
total expected envollment in those sections, the number of- copics available i
Booth Library for those scctions, and the number of additional vopies to be
purchased from Textbaok Library fands and placed on reserve for those sections
The sam of the list prices of the new titles that may be purchased from lext-

book Library funds to be placed on géserve for a given class should not ese e u'l

$30.00. (For more information on'res e ryve materidls, see the “Library”
section below.)

Supplementary Textbooks.: If an instroctor considers it desirable tor his oJass
to supplement the approved basic textbooks for that ¢lass, and if the chatrman
of the department approves, the instractor may recomniend, but not re quire,
that the students 1% his class purchase certain supplementary items of low cost,
|
|
|
|

usually i paperback cditions. The sant of the List prices of the supplementary
textbook titles for one class should not exceed $5, 00, No title shall be approved
as a suppl(‘ln( ntary testhook for a given class anless it ts also approved as a

reserve book for that class.

The approved request-to-parchase form s xuhmyll(-d by the chaimman of the

department directlv to the T'extbook Iabrary, e regquest form lists the expected
2

i
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enrolliment o the - Loasiesi, the number of copres available in Booth Libravy
for reserve ti=e by that « lass, and the nonber of additional copies to be

purchasc:id and placed on reserve i Booth Labrary for that class.

Lhe instractor should not ase sapplenientary testbooks, which may be dif-
ferent rron: ~ectinn to ~ection, to viobate the primeiple that mualtiple

sections of 4 conrse are regaired to ase the same basie textbooks.

Workbooks, Dictionaries, aned Handbooks., Workbooks, laboratory manuals,
and other materials that can be a<ed for o course tor only one semester

are purchased by the student.

[iach stadent in certain English ¢lasses 15 required to have for his.exclu-
sive personal use a dictionary as prescribed by the English Department.

Students in certain classes may be encouraged to purchase handbooks for
their individual ase provided that such items have general reference value

momany different courses of a discipline,

INSTRUCHIONAL MATHRIALS SERVICHE

Varions filn,s, tapes, video tapes, tape recorders, projectors, screens,
and television equipment can be horrowed by faculty members, free of
charge, Crom the Audio-Visual Center in Booth Tabrary. Catalogs list-
ing available Shus and order forms are located in the main office of each
departiment,  Films may also be ordered from other sources--these

catalogs arve kept inthe Audio-Visual Center,

Andio- Visaal will furni=h operators af the facully member doesn't know

how to as¢ the eqapient.

he Instractional Materials Service has o production department which
dubs tapes, makes transparencies, and allows facully members to make

slides.

IBRARY B

[he tollowing = he-dule s maantamed, with ooca-onal variations:

NMonday Lhor-day =00 a.ne - 10500 e 111,
Friday : MU0 wLm. - 5:00 pong.
Satvrday p 00 aLs . - 500 pom.
Sun-lay ) » 2100 pom. - 1000 pom.

During ~chonl holitay s, the hoars \\1“ be posted on the library doors,

Books and other Libriry materials, with i few ex eptions, are loaned
to facalty members for one semester.. [hese loans will be renewed at

' 22
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3
the requist of the facalty member for g second semester. All books are subject
to recall by the Librarian,

Reference hooks and enbouand pericdicals can be checkel out overnight.,  Bound

periodicals can be checked oat for one week, .
Beoks for sapplementiry reashing iy be placed on reserve,  The loan period
on sach books 5 two hoars darine the Jay and overnisht., Cassettes,. records,
tapes, and =hde modular anits may also be placed on reserve. Requests for
books to be placed on reserve should be sent to the Reserve Room on the print-

e form, sapplied by the Librasy upon request. At the beginning of a semester,

the requests should rew i the Reserve Roont seven days before an assignment

is made; during the senestor two days advance notice is needed, assuming
that the book is inthe library, It is not recommended to announce that titles
are being placed on reverve, becanse Students inunediately rush to the library
to cheek them oat, (For more mformation on reserve books, sce the "Text-
book™ section above.

Funds tor purchase of busks for the library's regular collection are allocated
__every vear on the hasis of how muach library support is needed for the under-
’mlunj:v and uradnate courses offered in different subject fields and what the

fields are where pew prograus are betug planned without adequate library

support.  No special allocations are made to individual instructors, bul their
participation in the Library's acquisition program is most welcome,
- *
Requests for the parchase of books or fur subscriptions to periodicals should
be seut with the approval of the chairnian of the department through the depart-
ment Library conunittee or liason oificer, '
Periodical subscriptions are generally on a calendar year basis, Requests -
for new magazines arve considered when and if funds are available,

All requests for inter-lLbrary loans muast conform to the code adopted by the
Amierican Library Association.  Basically, only materials needed for indivi-
dual rescarch by an instractor or gradudte student working on a thesis will be
reguested from other libraries.  Materials intended for class use are not
hrxf;f‘(»'.\.‘u']. Generally, libraries refuse to loan bound periodicals and masters
or doctoral the-es, “Cantact the Reference Room to request an inter-library
loan, . ) '
Individual carvels nav be ased by faculty niembers and graduate students.
They are located near the Feference Roonn, and a request card inay be filled

ont ot that desk. . o

OFFICK HOURS FOR-TREACHING FACULTY

Fach instiactor shoald et a-ide a regalar schedale of office hours during
whicn he wilt be available for conferences with his students. These hours
must be advertised by posting on or near the jinstructor's office door.

L23-
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FINAL FENAMINATICYS ' '

Final examinations are held on desianated days at the end of each semester.
Each final examination will be viven at the time schedaled tor it,  Only with
the written approval ot the Dean of Stzu}c\nt Academic Servivces may a member
of the Tac iy d=e the final evannnatior nige for any prurpose other than arl-
ministering the final examanation,  No chajnges i the scheduale for examina-
tions miay be made withont the approval offthe Dean of Student Academic

Services., ]
GRADE REPORIS
v.’v

IBM provedures are used in recorhne erades. Bevause of this it s highly
important that all crades be turned in before the deadline set, as time for

~procdessing them bhetween semesters s Limitéd and the work cannot be starte
ed until all 20 Yes are n,

Phe offivial vrade appears on the stedent's grade report issued by the
Records Cifice. The Records Office wall'not release advance information
concermng orale- vwcept to deans or other adnamstrative officers who
need the mmformatoon for Jonnseling students.

. . . .
Facualty membbr- who wish to give advance anofficial information regarding
vrades carnel by “tidents n dany =oemester may release grades to students
aftercthe Lour at which crades :.i;pk Adne in the Records Office by any means
he chooses =0 lone as the nn'l‘lm"l'»'prv'luvt.\ the student’s [)l‘i\'ilt‘\'.

A sradle of Inconplete 1By mav not be siven simply bevanse a student is late
m ocompleting worl, but onlv when nrevented from completing ccguirements
of the conrse bocain<e of illness or other sumilar canse.  Before giving such
a vrade the facaltv mewsher ~hionli read the detailed statenient in the catalog
and Should be aware of the nrocedares for making up incomplete work and
cetting a srade,

Final crade- _annot bhe chanced withont obtaining the approval of the appro-
priate academ o oclean, wiich will ot be aranwed anless a Ademonstrable

srror s e~tablisbhied,  The reguest for the change of vrade mast be in writ-

ing and senta o he anuropriate academa ean,

\‘1 ) .
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FACULTY BENKIFIIS, SKERVICES, I~'A(III‘IIII'ZS.

ORGANIZATIONS . v
Eastern has active chapters of the following organizations on campus,

The American Association of University Professors.  Active membership
in AAUP is open to teachers and rescarch scholars holding faculty status.
Membership application forms cvan be obtained from one of the local offi-
cers, or from the national office:r AAUD, 1 Dupont Circle, Suite 500,
Washington, D. C. 20036, : ‘

The Illinois Association for PPigher Education (IAHE) is a special unit of
the Illinois Education Association (IEA). To join, fill out an applivation
obtaiped by writing the Exccutive Secretary of IAHE, 100 Fast Fdward
Street, Springfield, Illinois 62704,

INSURANCE . t,o

- 3

All employees of the University working half time or more for six months

or more are cvovered by health insurance which is state-paid., Also state-

paid is life insurance coverage for balf the annnal salary of the employee.

This insurance is mandatory and administéred by the Illinots Department

of Personnel. '
: .

Employees may, as an option, parchase the other half of their annaal

salary coverage in life insurance in the amount of $2, 000 for spouse and

$1, 000 for children.

Dependent health-coverage may be secured from the same company as the
employee's health insurance, on payroll deduction with three options avail-
able. Golden Rule Insurance Company also offers a group plan for depend-
ent health-coverage.

4
Ar uptivsal term life-insurance plan is available to all employees from
Northwestern National Life Insarance Company at a 1ods()nablc cost for
both employees and dependents.

Information on any of the above prograinic may be obtained by calling the
Payroll Office.

.
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 RETIREMENT SYSTEM ' ,

A new employee will be rvqnnrv] to partic 1;)(110 in the State T'niversities
Retirement System after thi yee years af continuous vmplu\ ment. You may
elect to begin partic lpdtmn_nn the first day or after one or two years of em-
ployment by filing a notice of election to purticipatu with the I'niversity.
This election must he filed nol muore than thirty lavs alter the first day of

- employment if you wish to participate immediately, or prior to the end ot

the first ur second year, if yvou wish to defer participation until such time.

If you do not elect to participate beginning the first day of employment, yqu
may, at a later date, make an additional contribution to receive credit for
this pf'ior period, if );()11 were a full-time and continuous employee. If vou
were employed less Lhan full-time, yvou will _n_(il)g} permilled to make an
additional payment to receive credit for Lthe prior period.

Applications for membership in Lthe retirement system and additivnal de-
. . . . . V. v . .

ta’” 4 information may be obtained from Lthe Vice Prestdent for Basiness

S lces.

TAX SHF‘I TERED ANNUITIE '3 . g

~ A faculty meml)ur may arrange with the Payroll Office anid one of severaly -~

approved companies to have a limited antonnt of his salary paid monthly el
toward the purchase of an annuity.  The amount so designated is exemfit .
from federal income tax until it is withdrawn, presuwmably after retire- S
ment. ’

Continental Insurance Company, Prudential Insurvance Company, Massachasetls

-Mutual, Northwestern Mutnal, and TIAA-Cref ave the five approved companices

through which facuity members may purchase annuilies. Information on I'TAA-
Cref may be obtained at the Payroll Office; for informalion on the other fouar
companies, the individual must contact the company ilself,

To enroll, the faculty member must C‘umplvtv application and deduction cards,
both of which must be approved by the Board of Governors betfore the annuity
is effective. The first enrollment 1s irrevacabte for one vear. ™ Once eoroll-
ed, the individual is permittéd one change per year.

EDUCATIONAL BENEFITS

A faculty member holding the rank ot instructor, assistanl professor, asso-
ciate p‘r()fussnr, professor, execulive assistant, or a faculty assistant, mav
audil or enroll for creditiin any course for which he has the prerequisite,
with exenmiption from tailion and fees, subject to the following resulations:

v

«
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A faculty member, or i fa ulty assistant, ona full tinve contract may
enroll for two courses 15 sem hes) in any one term, subject to approval
by the Vice President for Avademic Affatrs.

A faculty member on a part-lime contract ora faculty assistant employ-
ed-for at least one-half time may also enroll for two coarses (8 sem hrs)
in any one term, subject to the same approval.

Each faculty member who wishes to enroll for eredit in a course must file
with his department chairnian a ~tatenient ontlining the extent and goals of -
his proposed program of studies.  The department chairman will forward
the statement with his recommendation to the appropriate dean oridirector
who forwards the request to the Vice President for Academic Affairs for
final approval.

P ) : ) . A
In the case of a faculty member with a master's degree, any cre-lits which
he may earn in a department which doees not offer a sixth year program
may not be included in the one-year of graduate work beyond the master'
{or sixty semester hours l)uy(md a bachelor’s) required for tenure and pro- .
motion to the rank of assistant professor, except when such courses are
acceptable and transferrable to an institution offering sixth year or doctoral
waork as part of the approved program. Such graduate credits which may
be earned in a department as a part of a program. leading to a sixth year
or doctoral degrece in an appropriate academic discipline may not exceed’
more than one-half of the credits in the one-year graduate work require-
ment, : "

v\

HEALTH SERVICE, ACCIDENT REPORTS
The Health Service will treat accidents and minov injuries which oceur on
the job. All employees receive Workmen's Compensation; thus if a faculty
membeT is injured during working h(mrs all medical expenses will be

paid by the state. )

+

“If an accident occurs, the emiployee should first report to the Health

Service for medical attention. There he will fill ont an accidept- report
form. As soon as possible, the person himself or the PPealth ber\lc ©
should call the Office of Non-Academic Pe rsonnel, and angpther ac c/»(dent—
report form must be completed.  All bills should be sent to the Oﬁ'iuc of
Nonh-Academic Personnel. )

Faculty members and their families may receive.certain immunizations

for travel from the Health Service, but this is the only msLanu- in which
faculty families can receive medical attention, \

House calls will not be made, of course,
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CSECRETVARIAL SERVIECES

Fach departnient has a civil service secretary. Larger departments are sap-
i plied with alditional civil service secreta rial help dvcording to need. If an
office needs another sceeretary, a short note of reguaest shoald be sent to the
Viee President for Academic Affair~. Alter his approval it s forwarded to the
Vice Presadent for Administrative Affairs. The Oftice of Non-Ad (vlvﬁi‘i‘f""}’fersnl1-
nel will then send the appropriate forms to be completed,

Student help is also available, sabject to need and to budgetary limitations,
Each department has its own budaet and can hire students. If a faculty member

‘ wiild like to hire a student worker, he should consult the chairman of his de-

‘ partmux':l.. If funds are available, the department chairnian pr the individual
facalty mendber may call the Director of Financial Avls, who wilt send quali-
fied persons to be interviewed.  The stwlent hited muast be a tull-time stadent
anrd have at least a 2,00 grade-point average. IUa faculty nrvember wishes to

Chire a student who has not applied through Financial Aids, it is his responsi-
bility to very that the student’s academic stauding s adequate.  The employtr
himself, rather than Financial Aids, does the hiring.  After a student has been
selected, o Stodest Employment Assignment and Authorization Form must be
completed and <iuned by the fiscal auent.

DUPLICATING AND PHOTOCOPYING SERVICES
Duanlicating Services s located in the Stelent Services I"nxil'lin:v. It offers a

variety of daplicating methods spirit duplicating, muneosraphine, and off=et
printings.  Lunited daplicating <ervices are also available in Coleman Thall,

OFFICIAL NOTICES IN THE FASTERN NEWS
e Office OF " minersitvy Relations conducts o progran: of Official Notices in

the Liastern News throgah the purchase of elvertising space,

Items to be consilered for nablication as Ctfieral Notices may be =ubmitterd to
the Office of " niver-ity Relatons.  The notices should be briet and deal with
siomfieant pattor= of interest to the aniversity comnoanity,

i

A}
) MARTIN T THER £ING, R, P NIVERSIEY UNION FACITITIES
.
Taion Doonrs. S aviay teroneh Pharscday, Fronacn to That pon g Fridav

00 . G P2 e, s Satarchay, sooo e, to Pl ann,

DBookstore. Iones are =00 g, too~soun poae, Mondas throneh Freodaye Sap-
plenentary bk regaeste, for Classes, oy be handled thronah the bhookatore  x

Nianader,
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Scheduling,  All scheduling reqaests (other than clas=room facilities) are
handled through the Arrangerments Office in the Union, Requests for meet-
tng rooms, conferenge housing, "finin\_: facilities, ete. should be addressed
to the Director of Arvangsements.

Check Cashing Service,  Choecks ap to 20y muay. be cashed at the west end - -

of the main hall trom 00 acns, Lo 4030 pon., Monday throagh Friday,

Cafeteria Facilities, -Lunch is served daily from 0o «om. to 100 ponr
(except Saturdaysy, and dinner ix served, Monday through Thursday from
5:00 p.om. to 615 pom, There is a Friday buffet from 3:00 poni to 7:00
p. . Coffee and donghnuts are available weekday mornings,

Recreation.  ['welve howling lanes and =i illiard tables are open Lo
[reredaiion
facalty dse. Bowling is 3,30 a line, pool 41 per hoar,

PARMING PERMILS

R one Ean apply for a parking permit at the Secuarity Building.  The price is
currently $20 per veav, A designated parking lot, as close as possible to-
the faculty momber's place of employvinent, will be assigned.

MAIL SERVICE
The University Mail Service, which perforims only limited service and
does not operate as an official United States Post Office, is located in
the Service Enterprises Building.

Because of the heavy volume of nniversity mail, staff members are re-
quested to have personal mail, <particularly magazines and packages,
sent to their home addresses, ¢

CAMPUS MAIL REGULATIONS

v

.S, Mail And Campus Mail Must Be Kept Separate At Pick-up Points

Campus Mail Should Be Sent In GREEN or MANIIL.A Envelopes
Only And Must Show Full Name :And Department of Addressce

I, Intra-Campus Mal
A. Acceptable Mail

1. Inter-office communications concerning university business,

20
Q
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2. University rlv}mrtmvnt viraulars,
3. Cirenlars and publications of authorized honorary and pru-
fessional societies., .
- b 1S, mail to addresses not covered by established Post
Otfice routes. .

5

Lo Unstamped confirming telegrams sdelivered to University
Mail Office by Western Union, :

B. .\{Un—iltk‘(*ptahlu Mail

1. Materal which if stamped \\ uul(l b(- pruhxhltvd by Federal
Postal Regulations.
2. Personal unstamped mail involving other than \Ynivérsily
business.
5. Personal greetings in bnlk.
t.  Literature, circulars or notices originated by non-
- University onrgantzations, .
a. Trersonal books, membership recruitment, pelitiunrﬁ,
O money S(JIik;itilti()hH not authorized by University
administ ration.
u. Election or campaign literature.
. Hens of material value.
8. Unstamped commercial solicitations,
i, Unstamped advertisements for the sale or rental of
‘personal or real property.
10, Student course projects, ) y

I, United States Mail
1. 1S, mail - not staniped - with other than an EIV

return address will not be processed by the Mail Depart-
moent. 3 :

™~

. Sealed, unstamped U, S, mail with no return addréss will be

turned over to the U, S, Post Office for disposition.

5. ULS, mail connected with research projects is to be
separately bundled and identified as to proper agency account
and chargeld to agency account. o

4. U'.S. ma-t1s not te be used for student course projects un-

less mail 1s properly stamped.

III.  Circulars and Bulk Matlings
. . ,
1. Mailings of 25 or more identical pieces which are to be proces-
sed through the U'niversity Mail Room 15 to have an open copy
of the mailing attached

TELEPHONE AND TELEGRAPH SERVICES .
University telephones may be used only for university business.
230~
o : : .
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Long distance calls for anive rsity business should be kept to a minimuan.
All such calls are to bhe reported to the department chairman who will be re-
sponsible for keeping a list of the calls made, Fach nionth the department

A chairnmian will receive a copy of the bill for the phones i his department,
Any calls that are listed which are to be paid from a special fund or account
shoald be ident e,

Long distance personal calls a re i violation of State Statutes.  If t'x'nérgum‘v 1
toll calls are necessary, the operator should be asked to make the charge to
the honie telephone, If the charees appear on the departmental bill, the

naine of the person makun.\t 1w call should be indicated on the bill, and pay-
nient for the charges should be made to the Business Office.

Telegraph service is handled i the same way as telephone calls.

USE OF UNIVERSILY AUVTOMOBILES

'

- Cars are available to the faculty for official aniversity business only. A

vehicle-request form must be completed and turned in approximately 72
hours before the car is actaally needed, - These forms can be obtained
from the Store Room in the Scervice Enterprises | \uldlnu and niust be re-

turned to the same departiment, complete with the siunatere of the chair-
man of the department,

Fhe cars are filled with vas cach morning.  The departnient is:chavged
$.12 per mile. If a facnlty member will be traveling a long distance, a
- o credit card wall be issaerd to hinm.

ITOUSING:

The Housing Office will assist new t';u~‘:1[ty members in finding hoasing in

Y the community. Students are siven preference in rentals for the niversity
Apartnients. owever, after all married stadents have been accommordated,
University Apartinents will be rented to fag ulty members for a limited time.

If all these apartiments’ “re rented and a faculty member needs a roon for a
few days while looking for ap apartm®nt or a house, he may rent an avail-
able room in one of the residence hallx,

RESPONSIBILITY FOR T'SE OF BFILDINGS AND FACILITIES

The various bhuillings and facilities of the aniversity are available to stadent
groups, faculty groups, alumni, and others when sach ase JJoes not interfere

with the instructional program.

The scheduling of the use of any campas tacility, inclading food service
facility, is handled by the Director of Arrangements,
3.

whose office is in the

ERIC:
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Iniversity Union. The only exception is fhe use bf room by regularly sched-
" iuled classes. All scheduling of rooms for classes 15 approved by the Vice

President for Academic Affairs, who also determines the hours specific
“academic buildings are open for use by students. .

\
/

Key Assu,nment Cards for obtamlng keys for buildings and OffIC(_b may be ]
obtained from Central Receiving in the Service Enterprises Bm[dm;., These
cards must be sighed by the department chairman.

» . .

BULLETIN BOARDS

Campus bulletin boards which are available for general use may be used only
with the permission of the Director of Student Activities and Organizations.
Other bulletin boards are used with the permission of the department or office
or organization which has been assigned responsibility for the area.

. w32-
o . v
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CULTURAL, SOCIAL AND RECREATIONAL OPPORTUNITIES

CLUBS AND ORGANIZATIONS “

The American Association of University Women consists’of women who have
graduated from colleges and universities accredited by the association. The
main purpose:Jdf the AAUW is Lo help continue the education of its members,
through study-groups in literature, ecclogy, politics, ete. The scholarship
fund of the AAUW is used to help women {members and non-members)
further their education.

Monthly meetings of the Charleston-Mattoon branch of the AAUW (including
meetings of the various study-groups) are announced in the Coles County
Times-Courier. i Lo )
Faculty Dames is designed for faculty women and wives of faculty members.
Members may sign up for "interest groups', which include ¥nitting, painting,
crafts, gourmet cooking, volleyball, physical fitness, etc. ,i’ )

. . . i .
There are four general mceetings a year, announced in the /[fastern News and
.the Faenlty Campus Newsletter. To become a member, simply attend one

of the meetings. : /
! ' of

Phi Delta Kappa is an honorary fraternity in education, presently restricted .
to males (though there is an active lobby to make the oranization co-educa-
tional). The basic purpose of the fraternity is to improve and further edvca-

tion.

Members meet once a month., Dues are approximate}y $15.00 annually

(which includes the purchase of a monthly journall. A local newsletter
announces information about meetings and other significant matters, Any- .
one interested in joining Phi Delta Kappa should contact one of the officers
{a list is posted in the Office of the Directot of SLu;lcnt Activities and .
Organizations in thc'.‘Student Services Building).

e Student Oreanizations. A list of the many student organizations is gl\'éliléll)lo
from the Office of the Director of Student Acli\'i}aies and Oreanizations, in
the Student Services Building, Facully member
to these various groups amd may be Mavited to serve as official chaperons

s usually scrve as advisors

for socvial evenls. P

MESIC® - : B

Approsimately 125 performances a year are usually annoanced the Faculty
Yo ) )
Campus Newslelter,
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The Music Department encourages faculty participation in instrumental, or-
‘chestra, and chorus pm‘[nrmuri\ vse Interested persons should call the de-

-partment to schedule an andition,

The various instruments of this departinent ruayv be ased only be Cacalty miembers

enrolled in a class which requires practice on a particalar instrament.

r
‘

L
The University Board sponsors special concerts rapprosimately sis big-name
entertainers are broucht to the campas cach veary which are well publicizerd

in the Eastern Ne

' : / .
ART N ’i
The Paul Turner Sargent A rt Gallery in Ol Main brings to the cgmpus ex-
hibitions selected from various areas of the visaal arts.  These shows meliude
paintings, ceramics, photography, scnlpture, jewelry, prints,rtestiles <= a
collection s asually on displav for a three week period. Special lectares and
filmis related to the extubitions are schieduled from time to time.

Facalty niembers are offered the opportunity to exhibit their own works in
‘the Saruent Art {iallery. Faculty eshibits are held annually, anl mdivi-hnals
can schedule one-man shows.  Fhose interested shoald contact the Gallery
Director. ‘

Usually-two or three auctions are held annaallyi both stodents and raculty can
participate.  One aiction may be held onthe ~guare in downtown Charleaston,
the others are beld on campus.

FILAS
The University Board offers both free and Tow - ostmovies"every week Jaring
the school yvear. ’

The Fastern Filni Society presents a serie- of oat-tandine o ovies, ncbaling
foreiun, American, classic, and experimental Gilns, at nominal achiisson
prices. Films are announced nthe Fa
Eastern IRUIUER

..'1““\1 ald inthe

alty antpas T

The Film Society also present= a <hort filn, weaally of Bistorical sr espers-

mental significance, cach week daring the svmester. [hese filns are free
3

~and are anncanced on Balletin boards near the Enchish Desartnent in Coleman

Hall.

For students and facalty who wish to urobice and discaes their owre il
. . t . . . . -

fusnally = r Super % rcillimeters, the Filos Soccety offers a filinormaking

groap. Intere-ted nevsons can cantact the Inehicb Departinent,

\)4 et -3
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LITERATTRE . - i

Lhe Vehicle, a creative mazarine of atadent work, s published three times
ARILANI L

annually.

a vear a4t Fa-fern by members of the Fnulish Departinent, It includes orig-,
mal shiort stories, poetas, Adrawings, anl articles on contemporary litera-
trire ~ubmitted by writer- from all sver the country.,  The magazine, start-
ed in oo, s anrlependently financed awl has a circulation of three hundred
copres. A copy of the magazine iy be purchased for one dollar from the
English Department.

s

THEAIRE

The Department of Theatre Arvts sponsors a variety of activities,  Full-
length plays and full-length oral interpretation programs are presented
each year as public performances. Fach week a student-directed workshop
prograin ts prodnced; this activity includes short plays, skits, readings,
and demonstrations.

[he Charlestan Comanuanity heatre offers several plays daring the year,
and faculty members are actively involve:d in these productions.,

RECREATION

Bowling Leavues are open to facully and staff inembers.  One may sign up

in the Recreation Arca of the University Union,  Thé Eastern News and the
Faculty Cainpus Newsletter carry announcements of the first game.,

Poal Tonrnaments, open to facalty members, are announced in the Eastern

News; those interested can sign ap in the Recereation Arca of the University
Union. ‘ L

Lantz Building Facilitins: Facalty members may check out a locker, lock,
antl towel at the Equipment Room.  Opportunities for engaging in informal
recreational activities are provided for facalty and staff members in the
Lantz Physical Bducation and Recreation Buailding during the noon-hour

periot on weekdays when school s in session.  Equipment and facilities

are available for badminton, l)askuthgll. fitness exercises, handball, in-
door tennis, racquetball, shuaffleboard, table tennis, and volleyball.

A family recreation program for faculty and university staff is offered on
weekends (Saturdays from 7:00 to #:30 p.m. and Sundays from 1:00 to 3:00
p-1i. ). A fee of $lo for the regylar schoal year of $7 per semestes is
charged¥or memberpship in the weekend program. Fees cover all members
of the family, (-igh/yuzu'ﬁ and older. Children under this apge are not per-
mitted use of the facilities because of the hazards involved in the building,
including the swimming pool where the minimam depth is fonr and one-half
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feete A special swoimime neosran for cialdpen foar vears of ave and olley o~
provided ot the Laboratore Sobao) oo Sundayv - Seorns oo vg swan e AN chnl-
Adrem encavias in thas win perood boeef b gl aepante ] by aoparent. Activilies
condicte D are the <ame a~ those i the nwoon-hoor provrears, Lockedr a--aan-
ments for the dnver-ity persennel are available hot fansily meemmber- have oaly
termporary ase of Tocker roons while they are envaced i activities, Applica-
tion fortns and information revardiae t8 e peores are cbeatribated thponeh the
Facully Camnpas New sletter. Addee-- ngarres Co the Intramaral Offce, tele- -

e ) e ' .
phone 381 2x21.
TTORFEIS FOR ATHIEIIC CONTESTS
Facnlty mernrbers arve whinitted to foothall and basketnall eiames at o rediced
rate.  lhere o5 no charge for other atercollesiate contosts.
{
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