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present and prospeNive members of the faculty an intro-
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MISSION AND SCOPE OF THE l'NIVERSIIY

The primary role of Eastern Illinois 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-
graduate curriculum, the graduate school provides programs of excellence at
the master's level in selected fields and at the specialist's level in education.
As a regional center, Eastern Illinois University devotes its resources, services,
and cultural opportunities to a large area. Fhese contributions are directed
toward encouraging citizens to make wise choices and decisions which will im-
prove the general v.-elfare and betterment of the geographical area.

SinceEasiern Illinois 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 faculty and studentsfaculty sedected for their compe-
tence in teaching and dedication to scholarship, students selected for their
intellectual promise and desire to benefit by a university odut:atibn. Further,
such a philosophy is fostered in an atmospher of mutual respect that is-gener-
ated by a ohesive residential can:pus which promotes close teacher-learner
.relationstup,-.and which challenges and encourages the 111i0,111111111 in individual
self - development, achievement, and fulfillment.

The chief interest of this university is instruction. Its prinlary i11111 IS to
develop the minds of studentsto help students learn how to think and reason
for themselves, to encourage stulents toward self-discovery, and to challenge

:the development of the lir nd vrlaal talents. lin. ultimate purpose of this uni-
t.ersity is to produce broaillyedu. cited responsible citizens who are prepared,
through a- ,tt, tca twis and knowledge Lathed both in and out of the classroom, to
ser.0 and to lead in a free s,),.lety.

e\t. ellence and oresslonal ornpetenct: :-Iemand that the faculty
ng,tg-1 :n the !It-et. pursu-it of knowledge through examination

of the pa-t, r-oonsivtness to the present, and openness to the future. Re-
aml the ovry ,,f /1,A ldge, on the part of both faculty and

students, . c:- :tiered ',Ital. to the university's, cultural and intellectual
devel,on ant



PROFESSIONAL DI:TIES OF INSTRUCTIONAL STAFF

I. At sometime during the first three class meet ings of any class, the
inst ructpr should accomplish the following:

a. Explain to students the objectives .of the course and how the
particular course fits into the total curriculum and learning
process at the university.

b. lel'. students how they will ht -.uated and how the final
l'oUrSe grade will be deterrriiner:1weight of term paper,
final examination, etc.

Amplify the attendance policy to explain that while grades
are not awarlld on the bases of attendance and absence,
absenceLi.-um class tan have academic consequences.

that the student who absents himself without compl-
ling reason is held responsible for the instruction which he
misses and has no grounds on which to request extra - class
instruction. When a compelling reason such as illness or
official unkersity business causes absence, the student should
request and receive from the instructor help in ruaking up
what he has missed.

d. Notify students of the location of his office and-khe regular
hours during which he t.t ill be available for k'unftroilco in
his office'. ENpliiin how students nlay make appointments.
Hie instructor should reserve a i'eas'onahle number of
office hours du ring which students nia; seek hi, adv e..and
ottnsel, lie should p(41. a Sk-11071,110 of these heliS tot each

Sellletiter utl his (01.1Cl.

tb. It spot ittl tnt,,r1m2. .ere ,c,...t11.0)1i. tit the .1t.natn.ent,
.1)1.1115 in tIvionts no,,N. to take advantage of t his unit y.

L. In 'natters of the ins t rutt >I. has these 'tut

a, t:t,r re, t and Urn st t9ent te-tS and pe pr,anpt IV.

bidan t \aluat that by tind -.,,tnats ter he has sufficient
evidence upon which t'' base a rale cletirniinat ion. At n yi-
sena ,ter, the N.N..r1( i,c1:20-1 1) n,r
gnalitc.1he t ra, t..r should pc rsorially yarn the -I u-hnt
ias pre.areei- ,tatas in Ow



c. lie vigilant to avoid the award of grades on anv has is other
than achievement in the course.

Scrupulously and iiccurately report grades on.all his students
by the deadlines established each semester for raid semester
grades, if appropriate, and for final or semester grades.

Base requests for grade changes only upon actual miscalcu-
lations or mistakes in marking.

3. Except for emergency reasons approved by the chairman of the depart-
ment, instructors should meet classes as scheduled, including final exam-
Mation periods. If an instructor plans to be absent from class he is
expected to arrange with his department chairman that the class is met
and taught 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 Lake the final examination with another section of the
course taught by the instructor, the instructor, considering the merits
of the case 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 is given, the instructor is
responsible for arranging the examination and for reporting the student's
grade with the proper section. In any case, the instructor must also
give the final examination in his coarse at the regularly scheduled time
unless he has the approval of the Dean, Student Academic Services.

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

5. Assignments should be made keeping in mind that the student has other
lessons which he must prepare and other instructors who have an equal
claim on the students' effort. A good rule 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 leaching courses in the general education portion of
the curriculum should remain.awa re that these courses are to be taught
as general education, -not as courses in a particular major.

Instructors should spend a'few minutes in each class during a 'semester
notifying students of the continuing problem of mutilation of periodicals
and reference books 1,r, the library and asking their cooperation in solving
this problem. It should 4)e 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 is important to all students that
materials remain intact and available.

-4-



ORGANIZA I ION OF I IIE T'NIV ERSIT I

Eastern Illinois University is one of five state universities (the other four
are Chicago State University, Governors State University, Northeastern
Illinois University, and Western Illinois University) under the general
jurisdiction of the Board 1,if Governors of State Colleges and Universities,
to whom the President is finally 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 inrisdiction. ;Hie Board publishes a bulletin entitled "By-Laws
and Governing Policies-. Copies may be obtained from the Office of the
President.

I he Board has provided that the administration of each university he the
immediate responsibility of ity President, who in turn pres,ents monthly
reports to the Board on the operation of the university.

I. ADM/N/STRA LIVE DIVISIONS

Eastern`is functionally organized into four areas, each headed by a
Vice President: Academic Affairs, Student Affairs, Administrative
Affairs, and Business Services.

ACADEMIC AFFAIRS

College of Arts and Sciences
Department of Botany
Department of Chemistry
Department of Economics
Department of English
Department of Foreign Languages
Department of Geography and Geology
Department of Uistory
Department of I.ibrary Science
Department of Mathematics
Department of Philosophy
Department of Physics
Department of Political Science
Department of Psychology
Department of Sociology and Anthropology
Department Of Speech-Communication s
Department of Speech Pathology and Audiology'
Department of Zoology



Division of Life Science

School of Education
Department of Educational Administration and Supervision
Department of Educational Psychology and Guidance
Department of Elementary and iunior Figh School and Special

Education
Department of Instructional Media
Department of Secondary Foundations and Special Education

School of Business
Department of Accounting
Department of Business Educationaland Administrative Office

Management
Department of Management
Department of Marketing

School of Fine .rts
Department of Art
Department of Music
Department of Theatre Arts

Schtrol of Health, Physical Education and Recreation
Department of Health Education
Department of Physical Education
Dephrtment of Recreation

School of Fome Economics
Departmentcif Home F,conomics
Department of Home Economics Education

School of Industrial Arts and Technology
Industrial Arts Education
InduStrial Technology

Graduate School

Library Services.

Continuing Education and Community Services

Audio-Visual Center

Student Academic Services
Acaderrldc Advisement; Records; Registration; I extbook Library

-0-



STUDENT AFFAIRS
Admissions, Schwa -iind College Relations; Career Planning and

Placement

Student Personnel Services: Personnel Deans; Counseling and Testing
Services; Financial Aids; Health Services; International
Students; Student Activities and Organizations; University
rnion; Veterans' Services; Security.

Student Fouling: Residence Halls; Res'idence Fall Food Services;
Married Student Apartments,

ADMINIST RAT IV E: AFFAIRS
Computer Services
Institutional Research
ion- academic Services
Budget Officer

Lit sINEss SERVICES
Accounting
Payroll
Purchasing
tiereice Enterprises: central Stores, University Vehicles,

Central Receiving, felephone Service)
Physical Plant
Internal Audit

OFFICE OP' 1 HE PRP:SWF-NI
Athletics
University Relations and Al mini Services

FACuI. \ GOV :RNMF.NI

Several statements in Laws and Governing Policies- stress that the
faculty shall-participate in the decision - making process. This partici-
pation is accomplished formally at Eastern through the Faculty Senate
and the carious committees, councils, and boards described below.

FACI.1.1 Y SENA I E

the aciltv Senate is composed of fifteen faculty members elected by the
faculty to participate with the administration and teachinc, faculty in matters
of policy. Faculty members eligible for election to the Senate are those
not members of maior on mittees.

-7-
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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, each 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
nominated and elected lsy a vote of the faculty in essentially the same manner
as are the mernbei2,4;f the Faculty Senate.

The Committee 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. Hie Personnel
Committee is encouraged to consult with the Faculty Senate, particularly on
matters which involve the formulation of policies affecting a large number of
the faculty.

COIINUIL ON FACULTY RESEARCH

The membership of the Council on Faculty Research consists of the Dean of
Graduate Studies and Research (Executive Officer) and six members to be
elected from the faculty at large for three-year overlapping terms.

The Council reviews University pplicies with respect to faculty research
and recommends changes to apprOpriate agencies and officers when it finds
changes desirable. the Council 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 member and are subject to ultimate consideration by the Presi-
dent.

COI :NCII,S AND COMMIT LEES RELATED -F0 TOE CURRICULUM

-The Council on Academic Affairs consists of nine faculty member's; elected
by the faculty at large for three-year overlapping terms, and two students.
The Vice President for Academic Affairs (Executive Officer) is an ex officio
member of L he Coittliii WILhOla vote.

Responsibilities of the Council relate chiefly to changes in undergraduate
offerings, requirements, and academic standards.

-8:
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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 niembers of
the graduate faculty elected from the Schools, and two graduate slit:lents.
The Dean of Graduate Studies and Research is the executive officer, with-
out -vote. The Vice President for Academic Affairs and the Director of

Library Services are ex officio members without vote.

The responsibilities of the Council relate, chiefly to changes in graduate
offerings and requirements.

The Council on Teacher Education consists of ten elected members-and two
ex officio members without vote. Each of the following elect one represen-
tative to the Council: Department of Elementary and JunioEtligh School and
Special Education; School of Education; School of Business; School of Health,
Physical Education and ,Recreation; School of Home Economics; School of
Industrial Arts and Technology; Collage of Arts and Sciences (sciences and
mathematics); College of Arts and Sciences (humanities); College of Arts
and Sciences (social studies); and School of Fine Arts. Two students also
serve on the Council, one with a major in elementary and junior high school
education, end 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 hf Education (Executive Officer).

The Council has responsibilities related to admission to teacher education
and specific requirements in teacher education curricula, both graduate
and undei-graduate.

Curriculbm Committees are established within each school and college.
-Members of these committees are selected by a process determined by
each unit, They serve the usual functions of such bodies, subject to the
jurisdiction of the above-named councils.

COUNCIL ON UNIVERSITY BUDGET

Members of the Council on University -Budget include the President; Vice
President for Academic Affairs (Chairmant; Vice President for Business,
Affairs; Vice President for Student Affairs; Vice President for Adminis-
trative Affairs; Faculty Senate Budget and Finance Committee (three
members); one representative from the Faculty Personnel Committee;
two representatives from the Student Senate; 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.



(2()I7NkII. (:)..% 7.1\ 1'l-A..";;N17`);Ci

ho membership of t t. rs it); Planning consi,ts of the V ice
President for Administrative AtfaIrs (Chairman); Vice }'resident for Academic
Affairs; Ciro' l'Il,Hnt for Bil,inoss Sol% i,.,; Vice President far Student
Aftairs; Dean of the collo4i at Art, and Sciences; Dean of the School of FAQ-
cat ion: Dean of the School of lje;:iltE, Physical. lticatiidn and 12ocreat ion; five
mombors of the faculty appointe-1 by the 1;a`Culty Senate; and two members
selected by the student government. 1 he rector of Institutional 1(esearch
act, as secrotary.

the function of this Council is to lire tulsile rat ion to substantial changes in
direction and titw programs, the implications fur the Bniversity of official
acts of the titat a of Illinois itw, higher education, population figures and
enrolltnrnt projections for the .Itliver:-,ity as a whole, possible growth in re'-

" search and public service programs, and land atilization for nets buildings
and .11iinging utilisation of e\isting buildings.

the monibersnip of ..}, Instructional Officer.. consists of the Vice
President for Acadetiii, Affairs Whairmain; ['resident (Vice Chairmani;
Dean iii the College of Arts cinri Silences; Dean of the School of Education;
Dean of the ciraduato School; Dean of the School of'Business; Lean of the
Sch(),,I. of 1,ealth, Physic,i1 Equcittiuti an:1 Recreation; Dean of the School
of Home Economic,: Dean of the School of Industrial Arts awl Feclinolol4v;
Dealt. it the School of Fine Arts; Dir or of the Alt it) - isltal Conte r
Director of rniversity I.thrarios; and Doan, Student Academic Services.

[ha prime interest of this Council, broadly stated, is continuing considera-
tion of the obioct Ives if the un-korsity and an assessment of the extent to
%vitt, li the t are ni..ing net. (if central con.cyrn is the iinprovenient
of lust ruction.

SI.l-DENI-FACl'I.11. BOARDS

tho' Student - Vacuity Boards are basically policv-forming bo-ltes. I bey
should consyltr recommendations Irian all sources for alteration of policies
as they see fit. All policies shoull bi in alit:titpent with ;inetal university
policy. An); changes should be discussed with the proper university
the ;hoard, should also encourage 'cooperation among common areas of the

1.1.11iVC r, its. the 11101111/0 CS ,11(illirl be acti.).-elv interested in the areas of
general responsibility of the Board. It is the Board's, responsibility to see
that student money is spent in the host possible manner. 'the Board shall
also be 'aware of all Apportionment By-1,a(vsand he responsible for thei
enforcement,

-In-
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The Faculty Senate appoints faculty members to the Student-Faculty Boards
and each yca,r designates a faculty co-chairman to serve one year, prefer-
ably\ a member ,,vith prior experiences on the Board. The Student Senate
appoints student members to the Student-Faculty Boards and each yf .)r also
designatesa student. co-chairman to serve one year, preferably a student
with prior ex 44.14I.:(..!. These provisions also apply to appointments or
replacements when vacancies occur.

An advisor of a Board is, an ex officio non-voting member. Principal stu-
dent employees of the Board\ te. g. editors) also are ex officio members.
Ex officio non-voting members are as follows:

Apportionment Board Internal Auditor
Dean, Student- Personnel Services
Director, Student Activities and

Organizations
Executive Vice President, Student

Body

Communications-Media Board Director, Student Activities and
Organizations

.Publications Advisor
Forensics Advisor
Radio Advisor
Executive Vice President, Student Boch.

Healtb'Service Board Dean, Student Personnel Services
Director, Student Activities and

Organizations
Director, Health Service
Executive Vice President, Student

Body

Intercollegiate Athletic Board Director, Student Activities and
Organizations

Director, Athletics
Faculty Representative
Executive Vice President., Student

Body

Performing 'and Visual Arts Board Director, !Student Activities and
qrganizations

Dean, Schqot of Fine Arts
Chairman,' Art Department.
Chairman, Theater Arts Department
Executive Vice President, Student

Body.



Publications Board

Sports and Recreation Board

Traffic and Safety Board

COMMITTEE ASSIGNMENTS

Director, Student Activities id
Organizations

Publications Advisor
Executive Vice President, Student

Body

Director, Student Activities and
Organizations

Director, Intramurals
Advisor, Women's Recreation

Association
Executive Vice President, Student

Body

Dean, Student Personnel Services
Professor, Driver Education
Chief, Security and Traffic
Execiitive Vice President, Student

Body

Faculty members participate in the decision-making process of the University
by membership on ad hoc committees, as well as through the formally estab-
lished committees, councils, and hoards described alm,ve. 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.

-12-



PERSONNEL. POLICIES AND PROCEDURES

Note: Detailed personnel policies and
procedures are covered in a separate
document, "Personnel Policies and
Procedures.

ACADEMIC FREEDOM

he Board of,Governors approve's 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 depends upon the free search for truth and
its free exposition. Acadeynic freedom is essential to these purposes and
applies to both teaching and research. Freedom in research is fundamental
to the advancement of troth. 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 pecuniary 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 relation to his subject.

The university 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 should be'free from institutional censorship or discipline, 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
profession and his institution by his utterances; hence he should at all times
be accurate, should exercise appropriate restraint, should show respect
for the opinions of others, and should make every effort to indicate that he
is not an institutional spokesman.

LEAVES OF ABSENCE

.All absences from duty must be'reported by the chairman of the department
to the appropriate vice president-through the dean or director.



Emergency Leave. When an emerency arises and it is necessary for a faculty
member to be absent from duty, the department chairman should notified.

Sick Leave. A faculty member is entitled to a non-cumulative leave, with full
pay;' for injury or illness in each year-of his service, including his first, of
twenty calendar days and is entitled to further sick titJone:i.S as ftql()ws:

Extended -sick leave of ten calendar days with full pay for each completed year
of service, the unused portion of which in any year is cumulative with no maxi-
mum.

University sick leave is available only during 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 completed 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 l'niversity Retire-
ment System will be available to him. An employee granted such an advance,
but who because of illness or retirement is not able to return to wurk, shall
have the obligation to repay this advance cancelled.

Maternity Heave. 'the board of Governors may place a pregnant faculty
member on maternity leave either upon her own request or upon the recom-
mendation of the President. This leave may commence -at such time and con-
tinue not more than six weeks after delivery, Maternity leave shall be without
pay; provided, however, that if thcc'pregnant faculty member has completed at
least .three academic years of continuous service at Eastern before the date
upon which maternity leave begins, then she shall be entitled to not moire than
30 consecutive calendar days of leave with pay, and maternity leave with pay
shall not be counted against her sick leave.

However, if the individual uses 'up the maternity leave as pro\ Hod by Board
policy, and if her condit-ion is such that additional time off is medically advis-
able, then she has a right to this time off, up to the limit of available sick
leave.

Military Leave. Leaves of absence for military sevice will be granted
according to law.

A member of the National Guard tor any reserve componejit of the Armed
Forces) who is called to temporary active duty in case of civil disturbance or
national disaster may receive a combined wage from the university and the
military equal to, but not exceeding, his salary for that period. If the daily
rate received for temporary active duty exceeds the. daily rate of the employee
from the University, he may elect to accept the higher rate, in which case lie
shall receive no-compensation from the l'niversity. 4110 amount of conapnsa-
tio.n received for temporary active duty should be reported to the Payroll Office

-14



within thirty oft.kr release Iron, temporary fluty. Appropriate
Alithstment bit, ,` oni,auit re,.0ive,1 be rnaie on the next
re:2,111a r pay r4l. I luhp, rory t lye ily shall not be -beiut-ttl from
the Lino. reLiular military lraininz periils.

4

Funerl Leave. Lc moral leave with pay will be ttrantel for a period up
to three .1.:vs htner h I . m,-n her .t the mina"liote family or
Inap-oholl, owl .44 to one lov tor the funeral of o relative outside the
nramilat Anv leave iwyond these amounts may be approved
h; the cho;rinoti the lep.irtn.ent antl c1,or2.e al.pfithst accare.1 not-

ver -itv

Members it inumhate huntly hashoni, w'Ie, mother, father,
brother, -ister, lather-in-law: iir anv rela-
tite the lop:.ree up.; in a

Delinitnn of relot.e: le, niece, nephew, in-laws other than
de-,cr,bel above, cousms itbin.the lelzree, izranIparerits.

1 -try heL;ctpai In salary will be nuole fora faculty member
Peen ..;itonte-1 lave of absence for iartt or witness.

loatet. tit, ttl it :nalAty. tylthr ccrtain citti-unic-tances, leaves of absence
tt-ctiaait salary are 1),tr.i-h-oble requeste-I throihuli the
chairtmtr. ,:f the loportment and the rippri,priate -lean or director.
Generally, such leo\ 0- :hay ...:ront,-1 when there is assurance that the
voatei either obsorbiel or that a suitable replacement

\ can be -ecareit .ynn thin ,:niverhitY will henef,t by the experlnce
wine I by the p,r-on roi t.

I ET

%hen !rot el at the e\pense of the univr-,ity,
ust file a rep,,e-t 'Iota 1 v. ti, the ,-hoirman of the leprtment or

otl.er !ii beliote he chairman of the department
r ,1 her ,iber. rt- effi, r ilre'l to lean the travel item with

the Dean or 1 1,1, t,,r onb.r. otal* 1.0 0

r ei,1 I -1tinh-tore I the 1)
tion .a -br

rent,1* nt I:'1,tcct

Etr . a let ee- the hi tire ot.th-ial unive-rsity 'iii -into s, are
tn eheiht,t. r t rt 1011.

If the In ; tor -,tote -quh rerp,e,-,t,
h 1I he ti at they Ina.- hr ihriviir'ld to

t.t e br -. ltut :n advance ut the
t rih. 1 em.ier- ore iirt.1 to 1 i) t)tr nt of the

r.il -;e:rtotioh - -tate ,t

0



Requests for re orb;irs ement for t ravel taken, ircist be submitt el to the
Bits iness ot I n. r tt,, Liter than in 'lays actor t ra% el %%as complet

ENIPLOYNIEN-i 'R EI.A I IVES NE1'0 I ISM)

When the enipl,tvivnt. tit more than ion ntembc:r of a family the 1.0 I a
t .i:,tll 401 in tho 1 out Pep, tit the Ft, ta 1-1. 1 he relat
still, %%bit also be notel when tenure in recommeniel for any fa. -kitty member
it Another member of his faintly iiniplovel.

When two member of the IiiC,111.," III. the Sarni' "Ittpartment marry, ono
1111'llr the supeT of the tither, then (file nnist accept rassiiznment

to another departti:ent; it no assi,mtnent is available or in then one must.
rte' 1,ti, earn if both have Lenore. 1 his is not to he effective if both members
of the t.tculty, who are in the s.inie t:lepartn,ent and marry, %ve re on the staff
prior to the date alopt ion of tin, provision Itebrna n' 2,,

Oi. I 1)P: Au: 11 :S ANI) EN,I1'1.t)Y \IEN1

I lie on i% rs y etu ,1IT,t12,t`S o\tr<t PI*111111,1-1011a1 \t1,111111 tt,111riblIII` to
M11%11'111,11 and nst 1nal development and or pro% irte neetled conititHinity
services, it a. in, it !es do n, t - uhntanLially Interfere with the specific

respon,iin.lit no- of the lull% ylnals innlvi"1. .Purthermore, Lhe
et', y tilt pr,e, the ;t;..)1/1.i,t) 1. tato tncentI%-it for s och activities

in Chit tortil t,t :triititiit in, !teases, iirel eleasel time.

teat.' 111111 ellIplitV111011t in ,111,LIItt 111,-11.'1h/1 1(M, 01", IS AIS -
c II ,tpItr,Vi-I, n ich 10,1t-111111,1 IS ,1113.101 lu the

tt,t.-111114; that two C,111.Sits nut litS111.11_1, over one
sit,: it-tor c.ich (Ii ,1 4icon cd'Iontic coat'. I.:inpliivnient as It

111 t1.1.01. ,tp,tt :lien It it' hit .1, I,ttl, an 1.110I'it II.
I/1101'101'0th t' tip' 1'1,1,11,11* 'anon anti if apps' vats of the

th1 Prio- hieht re i-itsHirel.

i.:Ai :t I i't%
;PA

1;D'Hi :A I a C.': AND ' I-1. SERVICE

If t H,. 1111_.' toitt'L Ill ...IA' Crillt-11,11111.1. I' :'lttc al.1011,all'I 011111111111-
1,01- t. I', rtt,'01Vi 1110 It porn% al of the clniirti an '4

the lep.a rtnlect ;;I:tilthen ti:t napn,, lilt' 11111ti i I Cl/111,1111111111.2 11:11.111tiiLli/11 anti
Colltn-11111 !",r r. ;'e. A fac,th v trattit he n ;iv titicti It1 iinnthit r -lepartinent

a.- Le La- I '.itipro. .it the i.;iittn.,in of t hat litpitrtnient. I he Director
t t; :1! on:ticirittv tier\ ice, tviirk s w.11i the ilizitriniin of

the itiparttoont. to -lea:, of the tL,,c, Crtllette.

I Ii,' tt11.1.'/1-1.,111 r.r- 11..1V not to facIllt 11101111/rr,-1 ei15'11-
;1;, t ens itrt c;),it*-.-0; ritit2,

yr., tb 1,t 1.,11,t ;, tea, ;.1;.... -I 1! II! 1111`1111)01s

1,
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Faculty members who receive extra compensation for teaching in
the extension program-are paid on a monthly basis, with the pay

.added to their regular paycheck.

;nuc university Fill employ its own staff first in the Continuing
Education and Community Service Prktgram but may also employ
qualified Outside personnel.

SUMMER F.M1'1.0YMENT

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

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



INSTRUCTIONAL, INFORMATION

ADOI' TION (.../F NEW COURSES

Proposals for the adoption of new courses may originate with any sourcede-
partment, council, individual 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 Cotincil. on Graduate Studies. If the
proposed course (undergraduate or grachiatel is to be required for teacher
certification, the proposal is then sent to the Council on Teacher Educa-
tion.

All eight items should be answered in the following format for new course
proposals:

1. Catalog description in the style of the university catalog, showing:
(al course number, lb) title, (cl credit, (d) semesters to be offered,
le) short titlenot to exceed Iti characters, including spaces,
(ft course description--not to exceed four lines, (g) prerequisite(s)

2. Rationale:

a. Purpose of and need for the course.
h. .Tustification of the level of the course.
c. Required or elective; specify programs) or majoris) in .(hich

the course is to be counted. If the proposed course causes a
change in a specified major or minor, a proposal to change the
major or minor is required,

d. Date to be effective i if not approved before I November of any year,
the course should probably not. become effective until the year follow-
ing publication of the next year's catalog).

3. Outline of the course, specifying units of time (e.g. , weeks) to be de-
voted to the different items of content.

4. Implementation of the course:

a. Name of staff mentber(s1 to whom the course is to he assigned
initially,

b. Texts and supplementary materials to be used.
c. Special projects or laboratory experiences to be involved and

an estimate of cost requirements.

-18- -
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Similarity to 0 \ 1St Mg ..MInurse-. Cd.til00 statements of relate:to \ ist ing
l

courses should be e\alioned l arVillily. W, 110110\7er this e\an million
suggests a possibility of duplicat con of -course content,. a Ill \V Course
proposal should be discussed with the appropriate deans, f irectors,
department chairmen or curriculum l OMMittelS. -A written statement
of the reiiiiiiui to the proposal revealed by this discussion should he
submitted with the proposal to the Coutu il.

o. unio r Colleges.. Does the department reconariend.acceptance of

transfer credit froth a junior _college in this particular course"

7. Date approved by the department.

8. Date submitted to appropriate curriculum committee.

ACADEMIC COUNSELING

All new f reshmen and certain transfer students are assigned an academic
advisor in the AdvisCment Center. this advisor assists the student. in the

selection; of courses appropriate lo..the 'student's declared major. The goal
of the Center is to provide the new student with a focal point for contact on
academic matters during his first few terms in college after which he will
be transferred to an academic advisor in his major department.

Departmental faculty members become academic advisors upon nomination
by the chairman of the department, subject to review and approval through the

Office of Registration. Advisees are assigned to departmental academic advisors

by the department chairman. Faculty members not serving as academic
advisors may be assigned toassist in routine duties on registration days.

TEACHING- LOAD

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

CLASS A r ENDA NC E

Academic instruction at the university operates under the principle that
class attendance is necessary to the complete learning proiess. 'therefore,
students are expected to attend their classes unless prevented by illness, an
official university activity, or other urgent reasons.

If the student is absent. from class for a legitimate reason which is estab-
lishedthrough the University Health Service or the Office of the Dean, Student
Personnel Services, the instructor should afford the student a reasonable op-
portunity to make up work missed, including examinations. When the absence
is unexplained, no such opportunity need be afforded the student.

2 2



A student who is cti),0111 ir*,111 . hat (%(.1. rvas,,n, is held re,p,m_
stifle for the t material t ocerel Tluring hi, absence and he is expected
to turn in all the exert ises, papers, et,. issi if ntrl for submission during
the course. Poi.veyer, the instructor will not use-the mere fact ot absence
as a !actor in determining a final ,ourse grade, slut I' SuIt'll ev.cluations
are based on achievement and are t.x.pected to measure learning--not
attendant v.

hist rtictors are responsible for keeping in their t lassbooks at t trite
records cif the attendance of all ntembers ccf (hair classes. attendance
record of any student shall submitted to the Vice ('resident for Academic
Affairs; ()flit e of the Dean, Student Personnel Services; or Dean, Student
Academic Services, upon request.

If a student is absent from a given class for more than live consecutive
sessions or establishes a patter! or record of absences which becomes a
matter of concern to the instruct )r, the instructor will notify the Office
of the Dean, Student personnel Services, of the student's absence record,
requesting that inquiries concerning the reason for absence he made.

LA I . E !ARRIVAL. O CLASS

In the event an inst.:unit)r is not present in the classroom at the time the
class is scheduled to begin, the students will wait ten minutes, and if at
that time the instructor luts.not arrived, the students may dismiss them-
selves.

I' EX Fli001<S

Textbooks for t nurses in the curriculum include basic textbooks, reserve
books, supplementary textbooks, and workbooks. Basic textbooks and
reserve books linclirling copies of supplementary textbooks) are supplied
by the iexibunk Library. ,-;uppininent it ry t extbwAs and workbooks are
available for 'sale by Charleston booksellers including the Nniversitv
Bookstore but are not sold by the I C.NibOok Libra rv.

Basic I CNA 1)(Mkti. Adoption of a bast(' textbook 1.(, a course planned and
taught by one illS1 rumor is recommended by that instructor and approved
by the chairman of the department. 'textbooks for tither courses are
lbaser] on a departmental decision approver( by the department chairman.
In t.-ase !bore are multiple sections of a course, s acne baS Ir textbook
will be used in all sections. the sum-of the list prices of 'the approved
basic textbooks for any oete.course should not tXlVVC1 $2,n

A separate request is required fur each adoption of a basic textbook for
a particular course. Ibis request should indicate:

(I) For the book recommended as a textbook: its title, author,
publisher, ciinrse in which it will be used as a'textbook,
semester needed, number a copies needed, and list price,.

-



(21. For ale; book 1,, be discontinued as a hasi( textbook for that course if
the recommended adoption is approved: its title, author, Publisher,
lust price, date- of adopt tr, case the date of ,trlupticn %vas less
than three years ago, the nnnct,c r of semesters cif scheihileitusis mall
support int4 ;hail regal-dint; other courses in m..hich the book Vt. 11S1.1- tl
this ;s portmenti.

I;) For any other book to be continued as a textbook for that coil
its tall', list price, and dale of arliiptiiin as a basic textbook for that
course.

Reserve Books, Books may be placed on reserve in litmth Library for the use
Of students in a class during a semester only it they c Ont. In supplementary
reading which the instructor will require durtng that semester. The maxi-
mum number of titles that may be placed reserve for any one class is ten,
unless special arrangements are ithyle tvitr th' Director of Library Seirvices,
Faculty members (or deprtments1 desiring. that certain books be placed on
reserve in Booth Library for a given semester should first detirmine if the
books aro available for that purpose.

The total number of copies of a book on reserve during a semester tar a section
or sections of course shall not exceed one copy for each 15 students in the esti-
mated enrollment of those sections. F,xpected enrollments may be rounded
upward to intettral multiples of I`, (b up to 1:,, up to 70 up to 75, etc. I
for the purpose of determining the maximum nunther of copies that may be
placed cm reserve.

If .a given title or sufficient copses 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 enrollment in those sections, the number of-copies available in
Booth Library for those sections, and the number of additional topic's to be
purchased from Textbook Library fmids and placed cm reserve for those sections.
The sctm of the list prices of the new titles that may be purchased from lext-
book Library funds to be placed on fe;se rye for a liven cla:,s-shottli (Oct 07s.( rod
$30,00, iFor more information on-resrve materials, see the -Library-
si-ection below.)

Supplementary Textbooks, If an instructor considers it desirable for his clas,-,
to supplement the approved basic textbooks for that class, and if the chat rman
of the department approves, the instructor may recommend, but not require,
that the students (11 his c lass purchase certain-supplementay items of low cost,
usually in paperback edtttons. The sum of the list prices of the supplementary
textbook titles for one class should not exceed $5.00. No title shall be approved
as a supplementary textbook for a given class unless it is also approved as a
reserve book for that class.

The approved request-to-purchase tonic is submitted by the chairman of the
department directly to the fe\tbook Library. the request form lists the expected

-2.1
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enrollment in th, i i -tesi the number of copies available ut Booth Library
for r e , r % e L i s t . hy t h a t la awl Ow nunliw 1. of acirlitioilal copies to be
purchased plat ed on reserve in Booth Library for that t- LIS s.

the mst r ct for should not use supplementary textbooks, which may be fill-
ternt t,, t- ..alit(' th. ormc Tie that multiple
sections ,f a coarse are required to use the same bash: textbooks.

lAorkhooks, Dictionaries, and Ilandbooks. orkbooks, laboratory manuals,
and other materials that t. an he us-tr1 for a coarse for only one senister
are purchased by the ,LUC.1611t.

Each student in tdrtain English classes 1, required to have for his.exclu-
sive personal use a dictionary as prescribed by the English Departnient.

Stud.cots_in :main classes may' be encouraged to purchase handbooks for
their individual as-e provided that such items lae general reference value
'in many !-Iitterent courses of a discipline.

INS E R d. Al. MAI ERIALS-SE,RVICE

Various films, tapes, video tapes, tape recorders, projectors, screens,
and television ,quipment an he borrowed by facility members, free of
:barge, from the Audio-Visual Center in Booth Library. Catalogs list -
in;availuble f;lms and ,.,rder forms are located in the main office of each
department. Films may also be 1,rdered from other sourcesthese

. catalogs are kept in the Audio-Visual Center.

w.11 furnish operators if the faculty member doesn't know
how to use the equiptnnt.

the Inst-ruct tonal Material- Se rvit.a has a production departnient which
dohs tapes, make, transparent. Les, and faculty members to make
midi s.

LIRRAPI

the f011ov.in,..; lahilt is maintained, with a. ca -tonal N. a riat ions

Monday
ErvlaN..
Saturday
Sunday

I - 10:1)1) p.111.
:1)(1 a. 1i:ft() p.
tuft a. tr.. ;MO p.m.

3 :uo p. ni. - 111:00 p. vb.

During s, hoot holidays, the hours ill be posted on the library doors.

Books and other libra:ry thaterials, with a few ex, options, are loaned
to taculty 1110171,g CS for ono -;erhesfer.. (hese loans will be renewed at

2



the requi;--t. ,if the fa, -.Ity tarn for a second semester. All books are subject
to rei all by the Filirarian.

Reference hooks and tuili,,,und can be checkel out overnight. Bound
pormliials can be rhec ke l out cne week.

B.c,Ics for stitiplementary readinu may be placed on reserve. I he loan period
on s,icl. :s two hours during the day and overnight. cassettes,_ records,
tapes, and slide nebular units flay also be placed nit reserve. Requests for
books to be placed on reserve should be sent to the Reserve Room on the print-
ed form, supplied by the library upon request. At the beginning of a semester,
the requests .;hould reaih the Reserve Room seven days before an assi,gnment
is made; during the sett ester two days advance notice is needed, assuming
that the book is In the library. It is not recommended to announce that titles
are being placed on reoerve, because 'students immediately rush to the library
to check them oat. iFor inore information on reserve books, see the 'Text-
book- section above.)

Funds for purchase of hooks for the library's regular collection are allocated
every year on the basis of how much library support is needed for the under-

. '------i---4terduate and graduate courses offered iii different subject fields and what the
fields are where new programs are being planned without adequate library
support. No special allocations are made to individual instructors, but their
participation in the 1.brary's acquisition program is roost welcome.

Requests for the purchase uf books or for subscriptions to periodicals should
be sent with the approval of the . hairman of the department through the depart-
ment library t,,namttee liason officer.

Periodical subscriptions are generally on a calendar year basis. Requests
for new magazines are considered when and if funds are available.

All requests for inter-Lbrary loans must conform to the code adopted by the
American Library Association. Basically, only materials needed for indivi-
dual research by an instructor or graduate student working on a thesis will be
recre-,ted from other libraries. Materials intended for class use are not
he, r, ro.yo 1. erne rally, libraries refuse to loan bound periodicals' and masters
or doctoral thosi-, ',,,ntact the Deference pooin to request an inter-library

.

Individual carrels n.av lie ;.,r.1 by faculty plembers and graduate students.
Ihey are located near the Reference Room, and a request card may be filled
out at that desk.

OFFICE 1107IIS Fur I FActA,11

Each instructor should -et t-,ale a regular schedule of office hours during
whim he will be available for conferences with his students. These hours
must he advertised by p,,sting on or near the,,instructor's office door.
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FINAL. ENANIINA R

Final VNalumati,,ns are held on est4natei days at the end of each semester.
Each final examination w11 hr t.tivi.n at the time s,..-htdoled for it. Only with
the written iporoyal , t the Dean of StAnt Academic Services may a nieniher
of the"fac 111. ii-.4t the final t,-.iii,tilati4u. iiive for any pflirpose other than al-
rniniste yin:: the final examination, No t.hanges in the sdiedhle for examina-
tions mat' be male yyithout the apiuoval of the Dean of Student Academic
Services.

)

GRADE REPOR IS

prt-edure, are used in recorline :trades. Because of this it is hi:04
important that 1.1.1 i:JiiIts he turned in heltire the dtadline set, as time for

--Tiroitssini2, them httwton .-uuntsttrs iS limited and the vtirk cannot he start-,
ed until rtIJ. 1,'s are in,

[lie official rmle appear, on the student's trade report issued by the
Ret w"ls ()tfine. I he lie -arils Off:co release advance information
concernirh.: Lira txcept to deans or other administrative officers .vho
need the 1111,1'111,kt ..,1111^t'111114 students.

FaC(litt. member- alt,t i,h to :41%e advance unofficial information regarding
Ltrades earne'l hr -tu-lents in any seinesttr may release ;trades to students
afterthe i,uur at which ;11"07l1le in the Records Office he an' means
he t'hoti-e,i as the ititI`.11O1.ottotects, the student's privacy.

A grade iit may not he given simply h'caitse a student is late
ni .-ompletinit work. but only htui urevented from cumpletiue :',,:latrernerits
of the course illneuSs or other similar cause. Before Lifting such
a itade the fatiultv n en,tier -h -ill real the detailed statement in the catalog
and shoc,hl he ayya re of the :,r,,tdurts for making up incomplete work and
izettin,.., a futile.

Final ;:10.10^ - armor f,t c'hall'2."1 without r,f)tall-Clilt2, the approval of the appro-
priate a. a-lem ,A111 iv,t lie :.,rantei rlemonst rabic
ari .. is e,t,0)11,:ne-1, I he eqlla,t for the challt2tt of ;4 most he in writ -
init and sent t ,apiAs,priatt dean.



FACULTY liENEVIUS, SERVICES, VAC:U.111ES

0 RO AN IZATI 0 NS

Eastern has active chapters of the following organisations aii canipus.

'Fhe American Association of University Professors. Active membership
in AAUP is open to teachers and research scholars holding faculty status.
Membership application forms can be obtained from one of the local offi-
cers, or from the national office: AAUP, I Dupont Circle, Suite '(h(
Washington, D. C. 2003o,

The Illinois Association for Pigher Education (IAIIE) is a special unit of
the Illinois Education Association (LEA). To join, fill out an application
obtained by writing the Executiv'e Secretary of IAIIE, 100 East Edward
Street, Springfield, Illinois -o2704.

INSURANCE

All employees of the University working half time or more for six months
or more are covered by health insurance which is state-paid. Also state-
paid is life insurance coverage for half the annual salary of the employee.
This insurance is mandatory and administered by the Illinois Department
of Personnel.

Employees may, as an option, purchase the other half of their annual
salary coverage in life insurance in the amount of $2,000 for spouse and
$1, 000 for child ren.

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

term life-insurance plan is available to all emphiyees from
Northwestern National life Insurance Company at a reasonable cost for
both employees and dependents.

Information on any of th'e above p may be obtained by calling the
Payroll Office.
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RETIREMENT SYS rEm

A new employee will be required to participate in the.Stitte FniversitieS
Retirement System after thii.ite years of continuous e.mployment. You may
elect to begin participation on Lhe first day or after one or two, years of em-
ployment by filing; a notice of election to participate with Lhe l'inversity.
This election must he filed not more than thirty lays after Lhe first day of
employment if you wish to participate immediately, or prior to Lhe end of
the first °V second year, if you wish to defer participation until such Lime.

If you do not elect to participate beginning the first day of employment, you
may, at a later date, make an additional contribution Lo receive credit for
this prior period, if you were a full-lime and continuous employee, If you
were employed less than full-time, you will not be pemitted to make an
additional payment to receive credit for the prior period.

Applications for membership in the retirement system and additional Be-
ta' d information may be obtained from the Vice President for Business,,
S ices.

TAX-SPELT ANNI7IFIES

A faculty member may arrange with the Payroll Office and one of several'
approved companies to have a limited amount of his salary paid monthly
toward the purchase of an annuity. the amount so designated is exempt
from federal income tax until it is withdrawn, presumably after- retire-
ment.

Continental Insurance Company, Prudential Insurance Company, Massachusetts
Mutual, Northwestern Mutual, and TIAA-Cref are the five approved companies
through which faculty members may purchase annuities. Infornnttion n LIAA-
Cref May be obtained at the Payroll Office; for information on the other four
companies, the individual roust contact the company Itself.

To enroll, the faculty member must complete application and deduction cards,
both of which must be approved by the Board of Governors before the annuity
is effective. fhe first enrollment is irre%ocable for ,uie year. More enrolt-
ed, the individual is permittetd one change per year.

EDI7CATIONAL liRNEITS

A faculty member holding the rank of instructor, assistant professor, asso-
ciate professor, professor, executive assistant, or a faculty assistant, may
audit or enroll for creditLin any course for which he has the prerequisite,
with exemption from tuition and fees, subject to the following regulations;
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A faculty menthe r, or a fat Idly assistant, on a full tini-econtract stay
enroll for two ourses r sem hrs) in any One le rill, ',Object to approval
by the Vice President for Academic Altai-1.s.

A faculty member on a part-lim contract or' a faculty assistant employ-
ed-for at least one-half time mav also enroll for two courses it; seta hrs)
in any One term, subject. to tht attic

Each faculty member Who wishes to enroll for iredit in a course must file
with his department chairman a statement outlining the extent and goals of
his proposed program of studies. -I he department chairman will forward
the statement with his recommendation to the appropriate dean or:director
who forwards the request to the Vice President for Academic Affairs for
final approval.

In the case of a faculty member with a master's degree, any credits which
he may earn in a department which does not offer a sixth year program
may not be included in the one-year of graduate .work beyond the master's
(or sixty semester hours beyond a bachelor's) required for tenure and p.ro-
motion to the rank of assistant professor, except when such courses- are
acceptable and transferrable to an institution offering sixth year.or doctoral
work as part of the approved program. Such g raduate credits which may
be earned in a department as a part of a program.leading to a sixth year
or doctoral degree in an appropriate academic discipline may not exceed
more than one-half of the credits in the one-year graduate work require-
ment.

HEALTH SERVICE, ACCIDENT REPORTS

The Health Service will treat accidents and minor injuries which occur on
the job. All employees receive.Workmen's Compensation; thus if a faculty
member is injured during working hours, all medical expenses will be
paid by the state.

If an accident occurs, theemployee should first report to the Pealth
Service for medical attention. There he will fill out an accident- report
form. As soon as possible, the person himself or the Pealth'Ser'Yic:'e
should call the Office of Non-Academic Personnel, and anOther acOdent-
report form must be completed. All bills should be sent Lo 11w Ofrfice of
Non-Academic Pe rsonnel.

Faculty members and their families may receive. r 1 a in immunizations
for travel from the Health Service, but this is the only instance in which
faculty families can receive medical attention.

[louse calls will not be of course.
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. SECRE FARIAI. SFR 1. ;ES

Each departivent has a e toil service ,t'l rotary. Larger .lepartments are sap-
plied with additional civil service secretarial help according to need. If an
off:ie needs another stCretarv, a short note at reglest should be sent to the
Vice President for Acaemli Affa,r-. After his approval it is forWarIW1 to the
Vice President for Administrative Affairs. Lhe office of Non-Aiielersi(rTerson-
nel will then send the appropriate turms to he completed.

Student help is also available, subject to need and to budgetary. limitations.
Each department has its own budget and can hire students. If a faculty member
woald like to hire ii student worker, he should consult the chairman of his de-
partment. If funds are available, the department ihairman or the individual
faculty menlbel: may call the Director :)f Financial Aids, who wilt send quali-
fied persons to be interviewed. the student must be a full-thne student
and have at least a 2.0(t grade-point average. It a faculty member wishes to

. a student who has not applied through Financial Aids, it i his responsi-
bility to yortfy that tile student's academic standin4 adequat'e. the employr
himself, rather than Financial Aids, does the hiring. After a student has been
serected, a Studegt Employment Assignment and Authori/.at in Form must be
coropleted and st,ne l by the fiscal .tent.

I ) ? 1,1.IcA I I( i A I) PIIOI ( opyi s ER v tc Es

IY1:)11...attnt4 tir,.tces is located in the Student tiervi.'es Bnillin. It offers it
variety dupli. at ing methods (spirit duplicating, min-n,,,..traphu.t, and (4f:-,et.
printings. ice:: are also available in (:fileinan

OFF', IA I. 7`:() 1 ICEt..; [PE EASI ERN N',`,S
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Scheduling. All s& hedtiling reque-ts tothr than classroom facilitiesi are
handled through the Arrangements ()Elite in the ['mon. Requests for meet-
ing rooms, conference housing, iNint.: facilities, etc. should be addressed
to the Director of Arrangements.

Check t siting Strvit t:10 , 1<s tp t,, ashorl at t1.0 west end
of main hall from ,:011 a. m. to 4: p.m., Monday through Frirlitv.

Cafeteria Facilities. -Lunch is served daily from I I:00 .t. tit. to 1 :00 p.
(eci.cept Saturdays), and dinner is. sered, Monday through .1hursday from
;;00 p.m. to p. 01. there is a Friday buffet from ';:00 p.m. to 7:00
p;.m. Coffee and doughnuts are available weekday mornings.

Recreation. I welve bowling lanes and sit billiard tables are open to
.faculty itse. Bowling ,0 a line, pol per hour.

PA REING I'ERIIIIS

One can apply fora parking ptirmit at the Security Building. the price is
currently $2.0 per !Tear. A designated parking lot, as 1c..ose as possible to
the faculty 'number's place of employment, will be assigned.

NIAII. SERVICE

the I'nivers.ity Mail Service, which performs only limited service and
does not operate as an official United States Post Office, is located in
the Service Enterprises Iittilding.

Because of the heavy vulpine of university mail, staff members are re-
quested to have personal mail, 'particularly magazines and packages,
sent to their home. addresses.

CAMPUS MAIL REGULATIONS.

S. Mail And Campus Mail Must 13e Kept Separate At pick-up Points

Campus Mail Should Be Sent In GREEN or MANILA Envelope
Only And Must Show Full Name And Department of Addressee

L Infra - Campus Mail

A. -Acceptable Mail

1. Inter-offiCki communications concerning university business.



L. University department circulars.
3. Circulars and publications ,of authorized honorary and pro-

fessional societies.
.1. U.S. mail to addresses not covered by established Post

Office routes.
unstamped confirming telegrams delivered to University
Mail Office by Western Union.

U. Non-acceptable Mail

1. Material which if stamped would be prohibited by Federal
Postal Regulations.

2.. Personal on stamped mail involving other than l'-niversity
business.

5. Personal greetings in bulk.
t. Literature, circulars or notices originated by non-

University organizations..
Personal books, membership recruitment, petitions,
or money solicitations. not authorized by University
administ ration.
Election or campaign literature.

7. !tom:, of tr.at.e rial value..
i. taisAamped commercial solicitations.

rnst-ampd advertisements for the sale or rental of
personal or real property.

In. Student course protects-.

if. rotted States Mail

1. - not stamped - with other than an EIU
return address will not be processed by the Mail Depart-
ment.

2.. Sealed, unstamped ninal with no return addritss will be
turned over to the HS. Post Office for disposition.
U.S.i. mail connected with research projects is to be
separately bundled and identified as to proper agency account
and charge.] to agency account.

-1. U.S. itia!i is not to be used for student course projects un-
less mail is properly stamped.

III. Circulars and Bulk Mailings

1. Mailings of Let or more identical pieces which are to be proces-
sed through the rniversity Mail Room is to have an open copy
of the Mailing attached.

TELEPHONE AND T ELE:CRAPII SERVICES

University telephones may be used only for university business.



1.ort2, distance call, for university bUsiness should be kept to a minimum.
All such call's are tO be reported to the department chairman, who will be re-
sponsible for keeping a list of the calls made. Each month the department
chairman will receive a copy of the hill for the phones in his department.
Any calls that are listed which are to be paid from a special find or account
should be ident ied.

Long distance personal calls are in violation of State Statutes. If emergency
toll calls are necessary, the operator should be asked to make the charge to
the home telephone. If the charges appear on the departmental bill, the
naiine of theperson making\the call 'should be indicated on the bill, and pay-
ment for the charges should be made to the Business Office.

lelegraph service Is hividled in the same way as telephone calls.

USE )F UNIVERS' 1Y AuI ONIL)BIEES

Cars are available to the faculty for official university business only. A
vehicle-request form mist be completed and tarried in approximately Li
hours before the car is actually needed.. l'hose forms can be obtained
from the Store Itoom in the Service Enterprises Building and must he re-
turned to the same department, complete with the signatu-r0 of the chair-
man of the department.

The cars are filled with gas each morning,. I-he department is:charged
$.12 per mile. If a faculty member will be traveling a long distance, a
credit. card will be issued to him.

HOUSING,

The Housing Office will assist new faculty members in flailing housing in
the community. Students are given preference in rentals for the University
Apartments. However, after all married students have been accommodated,
University Apartments will be rented to faculty members for a limited time.

If all thesis aparlin.e.irts'are rented .and a fac'ulty member needs a room for a
few days while looking fOr/an aparttni-nt or a h(aise, he may rent an avail-
able room in one of the residence halls.

RESPONSIBILIFY FOR uSE OF BuIEDINGS AN!) EA(:11.11.1ES

11)1 various buillings and facilities of the university are available to student
groups, faculty group:5, alumni, and others when such ise does not interfere
with the instructionalprog rain.

The scheduling of the use of any campus facility, including food service
facility, is handled by the Director of Arrangements, whose office is. in the

lS `i



University Union. The only exception is t!ie use of room by regularly sched-
uled classes. All scheduling of rooms for classes is approved by the Vice
President for Academic Affairs, who also determines the hours specific
academic buildings are open for use by students.

KEYS

Key Assignment Cards for olitainingkeys for building's and offices may be
obtained. from Central Receiving in the Service Enterprises Building. These
cards must be signed 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.

32-
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CULTURAL, SOCIAL AND RECREATIONAL OPPORTUNITIES

CLUBS AND ORGANIZATIONS

The American Association of University Women consists'of women who have
graduated frpm colleges and universities accredited by the association. The
main purpose'df the AAUW is to help continue the education of its members,
through study - groups in literature, ecology, politics, etc. The scholarship
fund of the AAUW is used tohelp women (members and non-members)
further their education.

Monthly meetings of the Charleston-Mattoonbranch otthe AAUW (including
meetings of the various study-groups) are announced in the Coles County
Times-Courier.

Faculty Dames is designed for faculty women and wives of faculty members.
Members may sign up for "interest groups'', which include knitting, painting,
crafts, gourmet cooking, volleyball, physical fitness, etc. /*

There are four general meetings a year, announced in the/I;3astern News and
:the Faculty Campus Newsletter. To -become a member, simply attend one
of. the meetings.

Phi Delta Kappa is an honorary fraternity in education, Oresently restricted
to males (though there is an active lobby to make the organization co-educa-
tional). The basic purpose of the fraternity is to impreive and furtlicr edeca-
tion.

Members meet once a month. Dues are approximate* S15. 00 annually
(Which includes the purchase of a monthly journal). A local newsletter
announces information about meetings and other significant matters. Any-.
one interested in joining Phi Delta Nappa should contact one of the officers
(a list is posted in the Office of the Directot of Stu ent Activities and
Organizatiohs in the,Student Services Building).

Student Organizations. A list of the many student organizations is available
from the Office of the Director of Student Activities and Organizations, in
the Student Services Building. Faculty members usually serve as advh-lors
to these various groups awl may be invited to serve as official chaperons
for social events.

Appro\imately 127 pcrfo rmanctss a }ear are usually announced in the Faculty
(:anipits :Newsletter,
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The Music Department encourages faculty participation in instrumental, or-
'chestra, and chorus prforman. es, Interested 4pet:sons should call the ri-
-partment to schedule an audition,

IIThe various instruments of this tlepartment may be used only be faculty members
enrolled in a class which requires practice on a particular instrument.

The University Board sponsors - pedal .J..ticerts tiippo\itilately btu -name
entertainers are broaizlit to the campus ea,-.11 year) which are well publicized
in the Eastern Netivt.

ART

The Paul I urne r Sar...tint Art (liillry in Old Main brinus to the (24t-npas e\-
hibitions selected from various areas of the visual art Idlest. shows Ink-little
paintings, ceramics, photoaraphy, scelpture, jewelry, prints,, textiles -- a
collection ,s usually on display fur three week period. Speial lectures and
films related to the tlubitions are scheduled from time to time.

Faculty members are offered the opportunity to exhibit their oWn work- in
the Sargent Art Faculty e\hibits are held annually, ant individuals
can.sehedule one-man show,. I hose interested shou contact tin. (lallry
Director.

Usually-two or three iructions are held tun tally; both st!rient, awl faculty an
partictpat. One auction may he held on the -quart. in downtown Charleston,
the t;ticers are held on 4'anipus.

FILMS

The rniversity ird (ffers lioth free ahtl ,,-1 inov le, every week uring
the :ichool year.

The Eastern F11m Socilety resents a tritD, -Latviln,2
foreign, Anier.t an, clas,i, , and experimental nominal ahrussion
prices. Fultcs are announ,. ,n the tita ;.e.yileac] and the
Eastern

The Film Society also presents ; short filtn, of historical r.ur e\peri-
mental sti4nifi, anc h week during. the sere ,tcar. I I t . are free
and are ,intiOuni et] B,Illet in C!,A Pin,211.sh l)ena rte:erit in Coleman

For student- and faculty who nrohn and , their own--
(Usually K or Super the I ilit, Soi :etc offer- a Lint
group. lwere-tei nerson, aci eont t the Enitli.-h Department.
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I 1..elticle,t cre.ttv:e it(tigti.ine of :-,indent work, is published three times
anntiallv.

Earannt, a literary maga/int. of about one hundred pages, is published once
a year AT Ett.-irn by members of the English Department. It includes (trig-,
mal short stortes, poems, drawings, and articles on contemporary litera-
ture subtnitted by writers front all over the country. Ihe magazine, start-
ed in I is nlepeiiently financed and has a circulation of three hundred
k-oitis. A .'cent' of the magazine may be purchased for one dollar from the-
English Department.

EA I P E

fhe Department of theatre Arts sponsors a variety of activities. Full-
length ()lays and full-length oral interpretation program::(are presented
each year as public performances. Each week a student-directed workshop
progratu io produced: this activity includes short plays, skits, readings,
and doirionst rat htns.

the Charleston con(niunity theatre utters several plays during the year,
and faculty ittturbers are actively involved in these productions. $

ECR EA I ION

Bowling Leagues are open to faculty and staff members. One may sign up
in the Recreation Area of the 7niversity Union. 111(.1 Eastern News and the
Faculty Lampits Newsletter carry announcements of the first game.,

Pool tournaments, open to faculty members, arc announced in the Eastern
News; those interested can sign up in the Recreation Area of the University

Lantz Building Facilities: Faculty members may check out a locker, lock,
and towel at the Equipment Room. Opportunities for engaging in informal
recreational activities are provided for faculty and staff members in the
Lantz Physical Education and Recreation Building during the noon-hour
period on weekdays when school" is in session. Equipment and facilities
are available for badminton, basketball, fitness exercises, handball, in-
door tennis, racquetball, shuffleboard, table tennis, and volleyball.

A family recreation program for faculty' and university staff is offered on
weekends (Saturdays from 7;00 to 'e: it) p.m. and Sundays from 1:00 to 3:00
p,rn. ). A fee of plc, for the regiilar school year of 't.,"( per semest.e4)- is
charged`for membefship in the weekend program. Fees cover all members
of the family, eight' years and older. Children under this age are not per-
mitted use of the facilities because of the hazards involved in the building,
including the swimming pool where the minimUm depth is four and one-half

-
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