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tThisia'proper Jo.an tution that is aliVe, therefore always
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P A It 0 N L

THE GOVERNING BODY

THE BOARD OF TRUSq'EES,

I

Ultimate authority in governing the instituti

section A.

n rests with its Board
of Trustees consisting of thirty -nine (39) m 'rribers, one third

jected annually for terms of three years. Withotit prejticlice to
accepted prin,Ciples of academic freedom, it exercises final judg-
ment in the appointment and termination and_co.rripensation of pro- --
fessional personnel-

The Board of Trustees concerns itself with all aspects of the. life
and operation of the institution: it is,responsible for the financial
stability of the College and is accountable for its financial manage-
ment. It determines Oiorities foi.institutional developmentand,
through such committees as it may deem necessary to structure;"

calculated to insure the orderly governance of the institution and
its growth.,

THE EXECUTIVE COMMITTEE Section A. 2

For purpotes of overseeing the Or going business or the. College,
the Board of Trustees delegates 'general authority to an Executive
Committee.. The Executive Comm,ii!tee meets regularly with the
chief executive officer-of the institution and has broad powers of
action on behalf of the Board,

In addition to its normal concern for4he financial affairs
College, development and maintenance of physical plant a
related matters, the Exe,Aitive Committee functions a s'
for Academic Affairs and Personnel.

;1

o the
d other
minittee

' .8/69
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REGULATIONS RI.:LATING'TO' EMP.1,0YNIENT, ...;et 6(m A.
OP ACADEMIC PERSONNEL

A PPO1N,TIVII,',NT"

z
1. Members of the Faculty are appointed by the Board of Trustees

or its Executive Committee upon recommendaticin of the. Presi-

Z.

dent of the College. . ,
The rank; init al salary, term of appointment and other condi.- .

tIons of emplo -rnent Shall be stated-in writing, in an official
letter of appointment, to each person so engaged.

3. Initial appointment to a rank other than Assi,stant Professcir,
Associate Profe's'sor, or Professor shall be for not more than
one a'cademic year and shall terminate automatically unless
renewed.

Should it be the intention of the College to: renew the contract
for one additional year, such renewal of appointment shall be
tendered by U, S, Mail no later than the second Monday in
February prior to expiration of the existing contract.

It is the appointee's responsibility to return the offered co0.-
tract 'Within three weeks `of t h-ecla-teof mailing_ If it is returned
-..lu'rts.j.gned by the faculty member, or i,s not returned within the
time specified, oit will be assumed by the institution that the

toffer is not accepted. It cannot thereafter be accepted without
consent of the .President.

.

In exceptional cases,and by mutu,a1 agreement expressed
writing, tempqrary appointrnents'may be made for any length
of tirnte

e.,
Initial appointment to the rank of Assistant Professor; Assoc-.
iate Professor dr Professor shall be for one to three years.
Renewal, of appointmen4 shall be governed by the folldwing
procedures:

a. During the initial ye r of appointment contract for a
seco d year of servi e shall be tendere y the second
Mohda in February, or the COIlege shall dicate in
writinga4 that time its intentioninot to rea point.

t.,.,
b. During the ,second year notification Of intent not to renew

the appointment shall be given by December 15; other"-
wisf a'contract for the third year Shall be tendered by
the se\oonci Monday in February.

8
8/69



EGULATICNS RELATING TO THE EMPLOYMENT
ACADEMIC PERSONNEL "(contimied)

v

c. If the faculty rriembr is not to be offered a titontract for7
a fourth year of service, notification shall be given by
June 15 following the second acad is year; otherwise
a contract for a fourth year s all e tendereil not later
than the second Monday in ebru ry.

U. RESIGNATION

A member ,of the faculty who is resigning voluntaiily, must advise,
the President of the College in writing before March 15 of the year
in wfilCh his appointment expires that such is his intention. .

III. TENURE
4

an.appokritmentat the rank of Professor is renewed after
three full academic years, or when a member <of the faculty is
promoted to the_rank oT Professor after threMpll .academic years,

'thv appointment becomes, indeterminate, except where special
written agreements ar'made. The faculty member will receive
written notification that the appointment has become, indeterminate.
See- spec ificreg-ulations. clovering ienure_in_Part Three_,Section C. 3.

IV. FORMAL REMOVAL
cr ,In the event it becomes necessary to take formal action for the

dismissal of a member of the faculty, the following procedures
shall be followed:

a, After congultation with the President,, the eati of the Fac
shall provide the faculty member concerne&with a Written
statement setting forth the reabc*_. his services are being
tertninated by the College:

/ 4

. The' individual concerned` shall be .given a reasonable time
(ten days) in which to reply in writing to.the statement of
the Dean.

The membe`, involved shall be informed that it is his right to
appear before the Academic Senate (or a committee of the
Senate appointed at the discretion of its Chairman), if he so

2(74



REGULATIONS RELATING 'TO THE 'EMPLOYMENT
OF ACADEMIC PERSONNEL (continued)

-

d..
\,

The Senate, .5 s designated committee, shall alt have the ,. ,

right to call witnesses to assist it in .the objective/4djudication
of the case.

desires; in order to present his own case. ft is his right to
present witnesses able to testify in his behalf.

e
./

When there has been a full hearing of the case, .the Academic
Senate (or its committee) shall hear the recommendations of
the Dean of the Faculty. It may vote concurrence or non-
currence; and report its action the full Faculty for approval
or disapproval.

The put all per ent.data on the case before the
President, inc.luding his ow a d the Senate's recommenda-
tions.

The President shall forward a surrimary of the proceedings
the appropriate committee of the Board with his recommen
tions. The action of the Board shall be final.

0

a

The procedure may be terminated at any point by, the voluntary
resignation of the faculty member in question.

1--

V. -RETIREMENT

All emplbyees of instruction- nd administration shall retire at the
end of the cademic year in which they attain the age,of 65. years.
By vote°of t Board of Tr stees and, as to employees of instru0-
ion upon recommendation of the appropriate Dean .1.1d. the Presi-

exterisio of'..e beyond the normal retirement age of
b'65 may be allowed, such vote to be taken each year after the age

',of ,65 has been attained.

10

So.

8/69



p A R T T. W 0

H E E ADMINIS T 'R A TION

THE PRESIDENT:

A. RELATIONSHIP WITH TH.E'BOARD OF TRUSTEES

Section B. 1

, . ,
.1. Serves as vice-chairman, ex officio, on the Board of Trustees

and as Chairman of the Executive Committee and in the absence
of the, Chaiman of the Board, sets the agerxda, convenes, and Ore-

,sides' at all meetings.

Acts-as the chief executive officer of the 'Board of Trustees,
responsible to advige the Board on all rnatters pe'rtai4ring to
thu educational arfd'business practices of the institution.

a

3. Prepares the agenda for meetings of the Board of Trustees.
and of its Executive Csommittee.

4. Prepares for.approval by the Board such policies.and proces-.
dures as mar be required for the orderly function of the
ins/tution.

Has responsibility to the Board, and derives authority from
the Board, to implement such policies and proc'edures as
tile Board may from time to time adopt.

6. Prepares, with the aid of staff, and 'ubmits budget for
approval of the Board ofTrustees.

Recommends to the Board of Tru tees-the employment,
promotion and removal of all. pr fessional and .nonprofes-
siOnal personnel of the College.

Recommends fo-r 'approval of the Boar'd of Trustees scales
of compensation for perSonnel and is:responsible to execute
contracts with personnel reflec4ing such schedules.

9: Approves all reports originating with.administrative staff
and relays. sar.ne to the Board of Trustees.

RELATIONSHIP WITH ADMINISTRATIVE STAFF

Maintains close and constant contact with senior officers
of the College, especially through their collective function
as the Administrative Staff.

2 /74
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THE PRESIDENT (continued)' B. r-2

2. Directs and coordinates the work of all divisions of the College
in a manner calculated to accomplish its. objectives and ex-
press its stated philosophy.

Issues such administrative manuals, directives and memoTarea
as will help insure highest effectiveness of all officers of
tia.T College.

(Approves or disapprolies all requests fro/personnel for
leaves of absence.

5. Authorizes all travel by administrative
taken in the name of the College.

C. RELATIONSHIP WITH FACULTY

personnel under

,

1. Works closely* with the Deans of the Faculties in determining
policies bearing upon the welfare of academic personnel.

2. Works closely with the Deans of the Faculties itri formulating
the educational objectives of the College and in developing
the instructional programs accordingly.

3. Presides over regular meetings.of the Faculties el authories!
espective Deans to preside in his absence.

I

4. Appoint annually a representative of the to-
the cadernic Senate of the College. N

Ap roves or disapproves all 'requests from acadeMic person:
net for leaves of.absence.

6, Authoriits allstravel by academic persOhnel undertaken in
the name of the College.

3. Consults with Faculty, through epartment ChairMen and
the Acadethic Deans, concerning ajpointments and quali-
fications 9f candidates for appointment-.

D... RELATIONSHIP WITHSTUDEN#S -

r

While exercising care not to compromise the authority or diminish
the effectiveness" of any other officer of the College by permitting
too ready access to his office by the student; the President never:-

12 8/69



THE:v,RESIPE-Ni continued)/

thelese owes it to the communi y:to hold hirriself available for
cOriferences_witri individval stt dents or ,representative grotips

1-1 C, a b 'eent y., for com. laints, for dialogue 9n issues touching
.on student:wei a-re, ftr initiatives.aimed arenhancing the life of
the College-

:RELATIONSHIP WITH THE LAY PUBLIC AND OUTSIDE 14E.NC-IES
o.

Assdmes the ultimate responsibility for establishing and
implementing an adequate program of publi4nterpretatioti.

3
oe

:

As the''.chief executive Officer of the .,restitution he Must,
clevotetas Much time as possible; consistent with the faithful

4 6
apd ca?eltir_discharge of his administrativeduties, before
tfiv VIrtiotis publics of the College: the Gredk-Arriericap
constittiency, Organizations, the Press, civic;.. organization s,

,. par ,groups,roups, etc. .

Pe rspnally,. or in some inStances.thrOugh/a apsignated
senior 9fficer, he represents the College in its relationships:

'with 'the accreditingoagencieS., 'the New England Asso-
Ciation Of.Gbileges ang Secondatt Schools and the American

ociation of Theological SchoOls, and with other bothes
aiiized, in the field of higher education

Is Ultimately responsible for proposals Ao-State, FederSl and
private agencies lookingto financial aid, and for records and
statistics supporting such proPosals.

Within' the limits imposed by his primary administrative
dutieS, and tinder .the general polieiekla.i61 down by the 13oa.t.d
of Trdstees, he directs his. public effOrts toward the raping
of funds for the suppOrt and growth of the College.
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tffle MANA.01.1
4 .1

, .

Rep. ortos to the President.'

A. RELATIqNSHIP WITH. THE PRESIDEN T

1.. Serves aSda. member of the AdMinistrati Staff and such
other committees a.s requested by the Presidennt.

a. Under the direction of the President has-general oversight
of all financ.a.1 and busineSs activities of the College.

;

3 In consultation with the President exercises control over
the Collegeihudget

Prepares finantial reports fdr the President and the Board
of Trustees.

e
5. Recommends to the President the employment of all non-

professional staff.

REL,ATIONSHIP,WITH EMPLOYEES OF THE COLLEGE

1....401 Has adminigtrative.superv,isipn over nonprOfessional
emPloyees not accountable'directly to the President or
the beans.

avt. Ha's general oversight and responsibility for the operation,of
Food Service, and' maintenance of all college facilities Wand
buildings; reports related deed's to the President; directs the
work of ,maintenance staff.

Conducts in-serv!ce training for custodial, secretarial
and clerical personnffl..

i',.epares Manuals or regulations governing personnel
policies such as holidays, sic': leave, vacations, etc.

"

Reviews all contractual 'relations prtor to completion, in
consultation with legal counsel to the Board of 'Trustees.

RELATIONSHIP WITH THE TOTAL INSTITUTION
e

Ins ure s that proper and. adequate ,procedures exist-for
,accounting, collection arid cii,sbikrsern'ent of funds.

.217.4



THE aUSINESS. MANAGER- continued)

Iti-resPon-friible to ma.intait.adec.guate insurance coverage .o
phiytrical plant and continits, Maintainingan inventory of plant
assets

Approves 'all purchase orders supported by requisitions, and
contracts for goo s and services On behalf of all departments of
the institution.

et

Oversees food ser ice to. the College, negotiating initial con -
tracts itracts and evaluat ng performance and quality.

5. Maintains a close iaison with the Director of Student.
Life as regards e ployrnent of students on campus.

.. IC

'RELATIONSHIP WITH E LAY PUBLIC AND OTHER AGENCIES
f

Coordinates and re laws' all. proposals for ,slate .and fedc.ra
1

aid under the',vart( us Titlesoof the Frigher .Educatiau Act; when
appropriate executi.s such propbsals,

Oversees the main penance of mailing lists arid such items as
are related to prosecuting the promotional objectives of the
institution:

Accompanies the President to Meetings of the Board
of Trustees and its Executive Committee.

A

15



TH14-,- _DEAN OF TilE FACULTY:CT HE 014-LEGE Se etion

Reports/ to the President.

A. ^RI; LA TiONS W TH THE P
,)

0

Recommends to the P esidenti,the appointment of JirofessiOnal
perSannel for the Col ege, basing such recommendations one
judgments forwarde by Departm. nt Chaiimen and the. Academic

ESIDENT

-Se ate.

2. Works closel wi the President in'eleterrnining policies,
bearing upori,the elfare of the faculty.

3. Serves as a me ber of the Staff

,

RELATIONS P WITH FACULTY

E

Represents thy. Prosident at professional and othr-meetiri,gs
as requested y the President...

r
Rec,omrrien s to the President the narries of students eligible
tO,receiV the degree 'from the College.

Directs and assists tIN various departments in developing
syllabi for courses offered-Within each department,

Directs, in.conformity with general.Collee policy ancY'phi-
lpsciphy," the instructional progr rri, of the Faculty of 'the

,
2i; Exercises, ogeneral oversight of ,Curi-rcqlum for all the depart-:

ments of the College, con-du,cting continuous evaluation of
faculty fectiveness through conferences, class contacts,
and other n rmal-rnethods of evaluation,

'Chai -rs the Curriculum Committee of the Facility, As th
personresponsIble for framing the objectives of the cu

im, 'and interprets these objectives to the entire. faculty.

\

Determins,- in consultation with department chairmen, the
budgetary,neecis of each department and makes reCommen'-
d.ations accordingly.

.Receives all.proposals far faculty travel from:department'
chairmen and recommends, subject to budgetary allowanceS,
for final approval. by .the President

rvises the acaderriic content of the College catalog and
assists in its publication.

2/74



THE DEAN OF THE FACULTY Or THE COL EGE (cOntinued)---.B,

RELATIONSHIP WITH OTHER ADMINIS.TRAT E STAFF

1. Works closely with t4e Business Manager in preparing the
/ budget.

Z. Maintains constant contact with the. Registrar to,,insure the,
effec6.vpness of the Academi Policy. rn consuLtation with
the Registrar has general resp nsibility for xamination and
class saeddles.

3. Maintains a close working relationshipwith the Director of
Student Life, elping to insure a healthy climate for students.

4 Receives appl c-ants' folders fr.om the Adyissions Office for
review and fi approval.

RE L A TIONSHIP WITH LAY P,U413PLIC AND 9UTSIDE AGENCIES

'1 Coordinates ctivitsies of an academic nature necessary
toward achie ing and ,maintaining acCreditation by the New
Englabd-- Apso5 iation of Colleges and Secondary School's as

nd federal 4ighei. edudation agencies.
I .

Cooperates with '.other staff "members in the preparation of
publications for prOmotion and information.

Plans and exech es the recruitment program of the

well 4s state'-

College.



THE DEAN OF THE FACULTY OF THEOLObY

Reports to the President.

A, 'RELATIONSHIP WITH THE PRESIDENT

,ecticin B. 4 .

Sery . 9 a m 3mber of the Administrative Staff and such
other committees as requested by the Preside.4.

Recommends--to the--,Presidenti bssed upon recommendations
forwarded by the Faculty through theAcademic Senate, the
appoiritment of ,professional personnel for the School of
theology.

`Works closely with the President in determining policies
bearing upon the Welfarei"of the Faculty:

Represents'.,the President at 'professional':and other meetings
upon request. i :\

Recommends lo the Praslident the 7 7' rno of students qualified
tp receive the degree from the School of. Theology.

-B. RELATIONSHIP WITH FACULTY

S.

, ,Dir cts, in conforrriity`wilth general Gollege-policy.and
phil soph,y, and infidelity tothe doctrine and canon's of the.
Greek Orthodox Church, the instructional programo?the
Faculty of Theology. , \ - -

\ \
.. - .

ercises general oversight of the curriculum and, through
conferences, cj.a.ss contacts and other normal Methods; of

1evaluation, conducts continual assessment of teaching
effectiveness.

"

Chairs the Curriculum CoMmittee of the Factiltfi,cas the
)Derson responsible for framing the objectives 46f the
curriculum, and interprets these ojajectives. to the Faculty.

Directs and assists the various departments in developing '
syllabi for courses of instruction.

eteives all proposals for. faculty travel 'and .recorpmencis,
subject to budgetary al .owances, 4for fi approval byjthe
President.

6.` Supervises the acade' is content of the catalog for\ the
School of Theology a assists in its pdblicatiOn.



DEAN OF THE 'FACULTY OF THEOLOGY (continued) B. 4-ig

. RELATIONSHIP WITH OTHER ADMINISTRATIVE STAFF

1.* Works closely with the Business Manager in prep eing the
. budget for the School of Theology.

-Maintains constant contact with the Registrar to 'assure effec-
tiveness of the ACademic Policy. Arranges exa inatior and
class schedules in consultation with the Registr r

o

3. Maintains" a close working relationship with the
Student Life to help insure a healthy climate fo

4. Receives applicants' folders from the Office o
for review and final approval of andiclbates fo
Theology.

Maintains direct and constant liaison with the

0

RELATIONSHIP WITH LAY PUBLIC AND OUTSIDE ,./!ipgNci`ts

Direct r of
stude!Lits.,

Admi 'sions
the Sc iool of

incy.

1. Coordinates activities of an academic natur necessary toiv'ard
achieving and maintaining accredited memb reship in the Atneri-

--- 'can Associationof theological Schools,
1,

v v

XnVertakes; whenever possible, such publi appearances and
speallrig engaiements as will help interpre the aims and needs

''' of the- School to the general public. ,

Plans and c.sites the recruitment progra of the College.

19



D TOR I F STUDENT LIFE

Reports o t e President.

RELAT ONSHIP WITH THE PRESIDE iT

erves s a member of the AdMinistrative Staff and su
ter committees as requested by the President.

2 I n co peration with the President and the Academic Deans,
exercises gia ne r al supervisio1 over all noninstructional
student matteris,,

REL TIONSHIP WITH ADMI TIVE AND ACADEMIC PERSONNEL

Maintains a close working re a.tionship with the Office of the
istrar and; serves ex officio On the AdmisSions Committees
oth sctools,

1.

2. 'Maintains direct contact with the Business Manager in
two principal areas ,concerning students: ca) financial aid; /

(b) Col/lege Work Study. Priograrn.

3 Works closely with the Bu/siriessManager in Matters
pertaining to public and private aid to students.; especially
in, the preparation of repoirts and prOposals to the U.S.. Office
of Education and its State Commission.'

,

- 4. Maintains constant liaison with the Chaplaincy and ollher,
counseling and disciplinary bodies of the ,Collegev wit an
aim to.a.ntici ating student needs rather than dealing with
problems aft r they arise.

5. Chairs. the Disciplinark&mmittee" of the College and
maintains all records

61 Provides the Registr r, with such clata as are pertinent to
the maintenance ofcomplete andfadcurate files on each
student.

RELATIONSHIP WITI-1:-THt STUDENT 13015Y

1. Has general responsibility for preparing and circulating the
Student Handbook, in conshltation with administrative and
academic staff.

*

Supervi'ses attendance, other than class attendance, and
maintains files on leaves of absence.

20



DIRECTOR OF STUDENT LIFE" contitued)

Has sole responsibility for approving campus leaves.

Has general respOnSibility for resident 8.ttl

Makes room assignments and maintains, records
of keys.

SUpervise s distribution -of linens .

Insures -Cleanliness of residence 'halls.
_

Conducts regular inspection of rpo s to insure the.
maintenance of proper standards a d keeps inventory
of contents and 'furnishings assign° to .students.

Has general- oversitht,of student life Onicamptis:

Superivises qtudent governm

pecial interest clubs in fu thering th
ivitie

In consultation with the Instructor of P sieal
Education coordinates the inter,coliegiat and
intramural athletic programs Of the Colleg\q.

cl. Insures that Student Activity fees are expended;,
for student activities and function's, _coordinating
the disposition of such ft.inds in cooperation wi h'
student officers.

Overseesthe operation of the .infirmary in close coop.
er-ation with the College Physician and infirmarians.
Receives sick-repOrts,from the latter and verifies excusab
absences. for the 11 gistrar..

Selects trains ancl directlY supervises the Resident,Advisors,
defining their funcjtions and receiving their reportS.

In consultation with the Regi tray and the Sehool Physician:, the
Staff and the two Faculties, de ises and implements appropriate1
'testing progrAm for :both enter]. and continuing 'kudents to
help deterritine,(licadernic, emotion and vocational character-
istics.

9. Coordinates all prograrris of financi tudents:

a. Secures confidential financiL statemen

21



DIRECTOIt. OF .STU7ENT LIFE, (continued)

o applicants for student aid; and,eyaluafes

coxiqultation with the Business Manager: r
determines amounts and forms*" of aia to individual,
stud ts.

On basis, of, need approves applicants for'College
Work Study .and makes,job assignments; maintains
records of such work done and transmits sathe to
the business office.

10 In consultation with the Registrar and Academic Dean
coordinate4 orientation'programs for incoming students.

11. Is responsible for.disseminating and interpreting college
rules .to stddents. °

12. Is responsible ior notifying students of action taken,by any
College' committee affecting the students', Stand'in 'xi the
College.

When ndicated,;-is ?espjonsibie for corresponding With'
parents r guardians or students, nOtifying theth. of such aotio.,..



E. REGISTRAR ,

eports 'to the 15'r,esident.
ri

liFitATIoNsHip wiTi I THE PRESIDENT\

3

Section B. 6

Serves on the'Adminis.trative. Staff and such other committees
as the President ray 'request, .

2. Coordinates with the Ptes-ident plans for recruitment of new
students.-

3. Keeps the President informed as to enrollment projections
and all other factors pertinent to the growth of the student
body. ti

Provides regular reports related to academic standing o
;students of both schools,

B. RELATIONSHIP WITH ADMINISTRATIVE AN

1. Maintai
in estab

ACADEMIC PERSONNEL

s close wori(ing relationship with the Academic Deans
lishing and maintaining criteria for admission.

2. 'Works directly with the Director of S udent Life,,, exchanging
such data as are required to maintain complete and orderly
records on individual students.

Convenes the Admissions Committees of.b.iith schools and
provides. members with full docume tation on applicants,.

4. Maintains close'liaison with the Bu.sines.s Manager and
the Bursar with respectto tuition and .tither charges/

. 'Ha's the general responsibility for establishing and implement-
ing procedyrbs for the College Registry:

a. Makes up class, schedules in consultation with the
Academic Dean.'

b. Officially registers all student's.

c. Maintains in safe keeping and good order the academic
records of each student.

d. Provides official transcriPts of academic records in
response to prpper'requests from other institutions
or students.



THE REGISTRAR AND DIRECTOR OF AD14SIONS (contiruleci) B. -2

Has .general responsibility for establishing. and Carrying out
procedures for admission.of students:

a.. Maintains contact with secondary s hools throUgh
guidance counselors and other office s, making
known the character and objectives o the College:

b. Provides interested persons with.the ca alogue and
other pertinent 'information about the Col ge and its
program.

c. Provides applicants with all necessary materials and
conducts correspondence through final acceptance or
rejection.

C. RELATIONSHIP WITH STUDENTS

1;,1,

a

Maintains regular office hours for student interviews to
provi'de guidanceto the individual: student and Keep hith
advised of his academic standing..

Keeps careful watch on student absences, both excused and
unexcused,' and,alerts any student 'cX/hc; is in dander of failing
a course or courses by.reason of excer. absences.

Provides direction for students in se ng out faculty
advisors and interpreting program requirements, etc.
Anticipates, insofar as possible, potential problems of
individual students in meeting graduation requirerients and
advises accordingly. ,

Evaluates credits transferred by students froth other
institutions to 'determine classification.

Prepares reports of grades following each grading period
and distributes same to all students.
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THEE CHAPLAIN.

Reports to the .President

Section B. -7

A. RELATIONSHIP WITH TRE CAMPUS COMMU NITY

1. Is responsible for the spirituel life of the Sch

2. Is responsible for the' liturgical life of the schoo He
plans fer all religious services to be celebrated n the
campus Chapel and assigns priests, deacons, ch nters,
sacristans and acolytes.

-Organizes, with the help of the Spiritual Life Co mittee,
school-wide retreats at least twice a, year (Christ as
Lent and Great Lent), to the benefit of all the stud nts.

Is the co-ordinator of all efforts made by the cler
personnel of the School, -known as. "Spiritual Fathe
the students, toward the betterment of the,studentt
spiritual life.

Y-
s'' to

Is available for confession and spiritual counseling tt
all students orpa day-to-day basis.

co-ordinates the School's concern and obligation fo the"
spiritual life of its students by assigning a dpiritual faiher
to ae_c12. Seminarian and all other students who express a
need for this service.

7. Participates, as the representative of the President in
all meetings 'of.the Staff and Faculty which deal with student
evaluations. In this capacity he evaluates the stude t from
a spiritu 1 point of vi.eW, and Makes reCommendatio s to
the prop r personnel and authorities.

1°
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THE DIRECTORS OF ,T BRARY

Reports to the Presidenka the. Academic pean

A. RELATIONSHIP WITH HE PRESIDENT
,

1. Coordinate s and ubmits, to the President for inclusion in the
-..institutional budg t requests, for acquisition funds and fun s

. >
,

for mate rials .an supplies.
go;..

2. Recommends to t e President for employment candidates or
both professional and n'onprdfessional positions in the librSa- ies.

I
1

-.,

de 3. Assists the President in securing public 6,,z1tna private funds\
I ,

for enriching the collections .1.,

Section B., 8

O .

6.

Mai., e$ periodic reports to the President onibrary use/ an
otheri related matters.

z Provides research and consultative 'Support to the Preside t'
in the .planning 6f library facilities or the expansion or rno
fication of existing ones.

Provides supportive.docurnentation to the President in the
preparation of proposals for funding under the-Library
Resources Program of the Federal.bovernment,,

B. RELATIONSHIP WITH ADMINISTRATIVE PERSONNEL

\

1

1.. Prepares and submits to the ausiness Manager reports on the
c'ondition,and needs,- of,the Physiealfacilities,6/4 the library in
apticipation of budget. Preparation.

2. Submits to the Business Manager\ requests' for emergency re-!
pairsand services: '

3. "W\orks with the Director of Student Life in enlisting"student library
'aSsistants under the College work study Program.

4. Works with the pirectoi of Development andinformation,Services
. by provi'ding'acto archival materials,.assisting in the acqui

esition of audio --:isual-s-i-___etc.

Provides counsel 4nd direct assi.6--t-a-nce in the operation of
of the College hookstore.

/
4.1-1a. Overall responsibility for the program- and operation of
the libraries and. superVises the assistant _librarians.- and
clerical staff,

26-



-11.ECTOR OF THE:LIBRARY

RELATIONSHIP-WITH AC ADE1\/1

consults with the Deans- of the Fac.ultie'S in.the formation of
Iheir respective Library Committees and chairs ;tom meetings
and directs the Conc;erns bf such committees.

In consultation with the. Academic land Deartment
Chairmen coordinates the purcha;e of books other than
textbooks,.

Submits to the Academic Deans perliedic, analyses of the needs
of the libraries as viewed by himself, e.g.' journals, 'refer-
ence works, etc.

4. Attends meetings of Dvartment Chairmen on invitation of
the appropriate Dean. '

Attends all faCtiltymeetings With full acuity standing.

Notifies faculty members of the receipt of ne .
other library resources.

RELAil'ONSHIP WITH THE STUDENT.BODY

1. ,'Encouragcs the-productive use of they .libraries
-ing"a pleasant and-purpOseful'atrnoSpher-e-...

ProtectsAhe integrity pf the,colleetio.nd-by,exacting vigilant
habits frO,M assistants in the circulation of Mora:

Exercises'extrerne,care in the matter of refer'encewo'rks..
leaving their immediate locaion.

,,
REIJATIONSUIP WITH Ti--E LAY PUBLIC ANDobUTSIDD AGENCIES

4
, P

Ma6t. Lrnintas'errieirship in professional associations and
.

wherever possible, attends conferencesof sfh bodies as
the American. The'olOgical.Librarians -------- '09

aintairrs yigilaneewith respect to accreditation standards
fOr librarie,s and calls attention of appropriatev College,
office'r's to areas° of we

Acknowledges and-evaluates all direct gifts to the librarie'S.

di



Provides initiative in mounting.and prosecuting fund-raising
eff9rts in behalf of the libraries.

8/69



OF.DEVELOP

-Section B. 9

NT' AND INFORMATION SERVICES

he President

ELATIONSHIP WITH THE PRESIDENT

1. Serves as a member of the'Administrative Staff and such
other committees as requested by the President.

2. In consultation with the President, sets out a compre-
hensive schedtile of new fund, raising programs to.meet
the financial requirements of the institution.

3. Seeks public and private funds for advancing the objectives
of the institution.

4. Maintains ongoing fund raising progr ms and makes recom-
mendations aecordingly,

5. At the direction of -Preside , undertakes public appear-
ances to help,in pret the aini and need's of the institution.

6'. As requested by the resident, c ordinates special e ents,,
of the College, e.g. banquetS, b nefits, lectures, c
vocations, exhibitio s, with emph: sis the publicit value
of such events.

7. "In consultation with a President,, sets out a comprehensive
calendar of events f r'the academic year and disseminates
information, within rid without, the College community, re-
garding such evats..

Coordinate's arif schedules e calendar Celebration pertinent
to the cultural, ocial; and ducational program of .1..he institu-
tion.

Direg-..theVolunteer s.ery es and
hensiVe public elations programs.

10. Follcv,s general gpide/irie fdr press and inforinqtiOn efforts
and codrdinates theSe with e public news media.

schedules for cOmprez

11. Receives, as reqnested,' visi tors to the campus a.' nd arranges
tours of,its facilities:. '



Section B. 9,-2

DIRECTOR OF DEVELOPMENT. AND INFORMATION SERVICES (Continued)

RELATIONSHIP:, WITH ADMINISTRATIVE-AND ACADEMIC PERSONNEL
.

I. Main ins close contact' with the offices of the Academic
Dea4s with a view to assisting in recruitment efforts:

Maintains cloie contact with the offices of the Registrar
and Director of Student Life with 4 view to reporting'news-
worthy'items concerning students.

IS alert to the publicity value of actions, taken at meetines of
the Executive Committee and the Board of Trustees clearing,
fox' dissemination as indicated above.' ,

Fellows closely the scholarly and professional activities of
faculty members and developS press articles, in such a manner
as to reflect credit on the college. ,

5. Personally' observes academic, athletic aril Cultural events.
nd repyyls such to the press.

(

. Maintains a complete file of -photographs Am:lot-her graphic
materials as a common r,esource to the College.

C. RELATIONSHIP WITH STUDENTS

StrifVes .to maintain close co cf with'special interest groups c n
carripus and Student Counci with a view to reporting thatters of
interest to the total College community..

. Assist in the preparation .and publication of student publications
and is a'perrrianentrepresentative of the,Prsident on the
Publication's Boa.rd:

D. RELATIONSHiPi4TITH THE LA

Maintain'anOffice of InformatiOn Services to which inquirieb
of a-general'itature May be direCted.

DeVelop the,tiest possible.relations withthe news media by means
of direct contact, press conferenceS as approved by the President,'
and, quality releases:

. Insure frequent contact between the College and, its various close
importatit publics through distribtition of such publications to



DIRECTOR OF ,DEVOLOPMENT ANEMNFORMA'ITIO14 SERVICES (cont'd).

V4

;

.Memtrers.of the ilbard of Trusteps
0

b. Members of tilt Archdiodesan 'Council
A

c. Alumni

d. ° Honorary. Alumni,

The President's COtlincil

DQ
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is to the Business Manager

0

O

Section B, 10

LATIONSHIP WITH THE BUSINESS MANAGER ATION

Provides the Dean wtih all information required ih he'
preparation of regular financial reports.

Maintains al.14cooks of accounts `,and,Other fiscal records in
accbrdance with normal practice and as directed by the
Dean.

Places income in depositories,and withctral.vs fuiids under
authorization of the Business Manager, .making payment
by check of amounts due, or payment, in Cash under limita-
tions of the.petty.cash policy.

GENERAL RESPONSIBILITIES
. .

1. Distributes payroll in accordance escribed pro-
0cedures.

,

PrepaesI,reports as require by the internal Revdnue
`"'Service and other-agencies.

Prepares regular financial `taternents ofPincorne and,
expen,ses as well as statem nts covering special, projects
.or funds as required.

Gollects student, fees and
accounts.

ns re.cords of student
\ 4

tons 'Signed by authtYrize erSonnel. .

Prepares all purchase orders when supported
,

equi0

Processes accountdpayble, providing verificati-on of
price and satisfactLy de4Ory, and prepares checks

..,aathorized signature in payment of same,

Prepares and provides all inforn-iatioA,,and documentation
.,,as may be required by apPointed auditors.



r,

VACATIONS ANDI4OLIDAYS

A. GENERAL VACATION POLICY

S B. 11

Requests for vacation periods are channeled through the office O
the Dean of Adrhinistration who also his responsibilityfor coordinat-
ing vacation absences so as not to impair theorderlyfunction of the
tnstitution.

,Generally speaking nonprofessional personnel have,-two weeks of
Crvacation anntiall');;-after ipne full year of Service; three weeks'annually.after two full years 'of service as of June 34.

Vacation time is:calculated more specifically iii accordance with
the following rules:

During the first two years of employment, vacation time
accrues at the rate of 5/6,,OfNa Working day-for each month
of service. 'Thereafter, vacation time accrues at the rate
of land 1/4 clays per Month of service.

Any fraction equal to r exceeding 1/2 aay is considered
a full day,

Any frac 'tio'n reoresentin lessthan,,1/2. day is not considered.

An employee engaged on o before the 15th of the,month is
credited with a full month's service for that month.

2'. Vacatiorytime accrues fr9m,Julyi.through June 30.

3. An employee wh'o has served less than three months as of
.June 30, is not entAled to vacation time in that year..

r .+The normal vacation periodis frOM June t,4 La'oor Da,y..t',Vacation time must be used during the ctirrelt calendar
year unless in the judgment ofthe President or the Dean
of Administration pOstponementiWill serve the interests'

'.of the College.

5. ayrnent'of salary will not .be- authorized in lieil of vacation:,..... e ,. .
I?

, . j, 40 ,
-,Vacation time may.,not be used in adv"ance.,.

A. . ,
,7. Vacations will be planned to insure 'nor'rnal flow,of.--*ork;

..
,

.however-, department hVads will make every effOrt to ac- '.
commodate erripioyee. Length of service oiten will serve.

,, .as the most equitable -means of assigning, priority in the,. ,
event of conflict. in the choice of vacation periods.., /

33



VACATIONS AND HOLIDAYS ontinued)

`VACATIONS OF $ENTO OFFICERS

p.
1, Pirst echelon drninistrative 'personnel are entitled to four (4)

weeks vacation each year starting with:, anniversary of the
contract. This applies to.the following:

a. 'President

Dean of Administration

Deans o(the Faculties.;

Dean of sitidents.

Registrar-Directo of Admissions

f,. Librarian

Vacations normally will.be taken duringthe period op.tline'cI
above; .however, e5cceptions.,may be made with the consent
Of the President.

Vacations are not Cumulative.

Payment of salary will not be authorized in li u of vacation,

HO,LIDA,YS

. -
liege offices will be. closed on 'recognized legal holidays

as observed inthe Commonweal h of Massachusetts, speci-
fically.the following:

New Year's Day
Washington's 'Birthday',

," Decoration tay
Independence Day
Labor ,Day,
Veterans' Day.
ThanksgiVing Day
Christmao
Good Friday (half-day, alccordiTig

faith)
o individual employee's

Days listed in`,the College calendar as school;;' holidays are not
necessarily observed as holidays y staff.
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VACA'TIONS AND HOLIDAYS (continued I3 11-3

3 College offices win-close at 1;00 P.M. on any working day
immediately preceding Christmas and New Year's Day.

4. When Christmas and New Year's Day occur on a Tuesday, the
preceding MOnday will, be observed as a-holiday except (for
esseiitia(1\seivices. The preceding Friday in each case
be a full working day. When Christmas and New Year's Day
Occur on a Thurs-day, the" ollowing Friday(Will be a holiday
except for essential services.



Vt TO A TEND PROFESSIONAL MEETII\IGS

ee

With t e approval of the-President, administrative
perso nel may be authorized, to attend co,nktrences
and of eT- meetings likely to enhOice`profeSsional.
stand'ng and contribute. to the advancement of,the
College.

buring the first year of 'emplbyment
,personnel will es.rosickYeave at the rate of 1/02
day for each full month .of service; thereafte , at
the rate of one (1) d: tor each full month o r
vice, cumulative t6,ino 'ore than 54 warkin

In cases of e*tended sick 1,-ve a medical sta
may be required.

rays .

eme nt

Time off for ordinary medical o 'dental treatment
is .charged to sick leave; howeveir, edical ex-
aminations required by the College 11 n.ot be
charged to the. employee,rs accrued lea e.

Nopayinent will be a a e for urtu-Sed sick eave.

5. Terminatingemployee s wi
''extra pay for unused 'sick le

,..

n

0

t be
ve

VE FOR ILLNES
Q\ .

Subject to:approval boy, the i=)reiden
drninistratiosn,' employee ,rns,7 aloe
o +(2)' days,' leal?e withoutdloss_cTkay

o serious ilkness Iola mem or of the ir
farnily; such 'Cale tobe deduc d from the ern.-
ployeets regula sick leave,..

t; titled t

'0

2.

Or Dean of
frantied

n the evOnt'
nediate

Immediate fan-ii.ly i this instance is
to mean; wife, ;,husband, ah11(1,) father

: . .sister or broth r of the\ employee, or
living regularly ithin the employee'
househOld. s

*k.nterprt
m,dthe r
er relati

slim ediate

0
36
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ton 13: IZ .

/
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LEAVES OF ABSENCE' continued)
q

BEREAVEMENT LEAVE

Bereavement leave, up to three13) days per occurrence,
will be allowed without loss of pay for death in the immed-
iate family. ' ' .'` ,\

.

2. Immediate faMily in this instance is 4i-nterpreted\to mean:
mother, mother-in-law, ,father, father-in7law, Spouse, son,
daughter? brother or, sister of'the employee, or other relative
living regularly within the employee's immediate hoU,Sehold.

I t.

3. Bereavement leave of two (2) days per occurrence will be
A allowed without A.oss.;of pay in the event of the death of one Of

the following member& of the employee's family: sister-in-
-law, bx:other-in-laW, daUghter-in-la,yv, son-in-law, grand-

father, grandmother or grandchild.

E. LEAVE. FOR REQUIRED COURT APPEARANCE

F.

No deductions, will be made for any employee ordered to
appear' in .cotertas a witness (personal business excluded)'
or' to serve as a juror.

LEAVE TOR PERSONAOR BUSINESS'REASON,

An employe whd is absent for persbnal benefit will be..q
subject to loss salary for each day's absence.: Such
absence must be appro*ed in advange by the President
or the Dean of AdinkniqtratiOn.

Gq
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REIMBURSEMENT FOR .TRAVEL

CAR ALLOWANCE

AdministratiV\e- porsonnel using th.'err Personal hittorimbile
on College bt4'ness, with prior approval of the Dean of
Administration, are reirobyrsed,at the rate Of .095`. per ,

mile. Payment 11I be ma,cle against vouchers approved by

Section B.

the College.

OUT OF DISTRICT TRAVEL

1. Out of district travel by personal automobile <e
reimbursed" at the rate of 08 per mile under the foregoing
conditions..

Travel to distant points will be reimbursed on the basis
of coach/economy air fares plus cost of premium for
flight insurance. Personnel may elect other means of,
transporta..tion, but in no case will additional expe ses
be paid, because of the selection of an alternate cony yance.

Personnel planning to travel by commercial fransporta
will obtain from the aursar a travel taiX.exerription'cerfi

Reservations and ticket purchases norma.110ivill be made
by the College directly on its account.

W en anticipated out-of-pocket expellees are likely fo
exc ed. $50.00, the Dean of AdministrationThay approve-,
,a.n ad ance against a properly executed requisition.

Expense c6ount forms Must be filed withi five (5),days
the corn. etion of the trip, such forms to be,acconipanied

e follow ng recei-Pts:
o 4

rtation receipt (or ticket stub) if not pur-
rough the College account.

t

ts for conference registration fees,



OUTSIDE ACTIVITIES

CIVIL

Sectio,n B

isto,Kilerober of the College administration may engage in any
outside.-emPloyment or activitiesewhivh will in'any way interfere
with his ability.to carry out his assigned duties. Permission
the P.OnTilenCiini,iii obtaint.d before an eiri. I I.p °yet) au
side employment.dUriSny period when he is associated witl-p'

the College:

RIGHTS OF EMPLOYEES Section B.

The B a d of Trustees and the. Administration of the College
recog ize fright of any employee. of the College to take, or
to ref ain fro, "faking, a,stand on any Political issue, and to
suppo t or oppox any issue or candid te Such activities,

wev r,_must IDe onducted o the erripl e's own time and
away-from the--pmi es of the College, .\\he-\employee is ex=
pected, rridreover, Tfo-- xercisi di'Tcreition t show that he is
ac ng in- is ca.pacitl, s a pri ate eitizenrso s not to bring

orable licity'tO the College.

ACCVIPTANCF;
, OR dOMMITTE

F MEMBERSHIP TO PUBLIC OFFICE OARDS
Section 13, 16

,/ .
The Board of rustees and the Administrationrecognize e

righ f al-1Y rriep oyee. of 'Hellenic College to engage in cOm unity
act''

f
itieS. Howe er,.,, before an eMployee*a.ccepls an appoint

meat to a public bo rd or committee., or stands for, election to ,
any public office, ap royal must be sought fromthe President,
of the College.

Once appointed to a publi board or comMittee,' or electecl to
public ,.o five, the employee f th S t confine the
activiti'c 1.3 incident to such men rehip to so OV41.1 tiime and.

away from flip premises of "the Co iegri Thesemployee will
erkise reasonablei- care to show alai i:-; in his capacity
as a private citizen/so as not to bring upfavorable publicity to
the, College



A CA .0 M. 1 C

°In associatiOn4with Hellenic College the fac lty mernb'er entets,into
an inidividual contractual as well as a professional relationship with
the Ad inistration of the institution and its B and of Trustees whiCh
is its ighest governing authority. The foil ing pages are intended
to ma e clear to the academic personnel the College its rights and'
prer/ogatives as well as its responsibilities.

e

,the policy of the College to engage professional personnel pri-
MarAy with a view to the contribution the individual can make toward .
ins1.41.4.lig excellence in its instructions.' program. Candidates will be
evaluSied on the basis of alcademic preparation, experience, recorn-

'17p;4:'mendanotis and judgments of-competent peers, perionality am other
pertinenl factors, and without regard to sex, race, color or c, ed.

APPOINTMENT

Propedures\governing the ppoiint ent of faddity are stated in fu
detail in'Appendix I of this ,manu , "The..Acadernic Senate" also in.
Part One; Section A 3., k--They re here summarized:

t. Candidates for.4joi.ntrnent are rnter-viewed-wileneVer possible
on campus by the Chairman of the Departmen involvefl, the
Academic Sen to (or a committee of the" Sen le/at the disc-retion
of itS chai't an); the Dean of the- appropriate(qaculty, and the
President of the College, in:that order, ..MeMbert'45f thec,'Depart:`:

-,Ment c cerned may also be give the oppdrtunitylo meet and
confer ,with candidates. \

.% 6radiclates under se ous conpfderation will be expected
sul;Mit complete credentials consisting, as the minimum; o
the .faloWing: . 1

.

c, ;

Up t .2:d a t e curriculurn vitae'
o.

b. PlaCement files from the caniidite's graduate school

c. Three letters of reCommenda)tion,from coMpetent
peers or superiors.

40



APPOINTMEN'T' (continued)

`"a

a

When the President and Dean of.'Faculty:have agreed to
recommend a candidate to the Board of Trustees for
appointment, aridbave secured apprOval:of the Person-

- Committee the -Board, two copies of s."contract
will be presented to the applicant. The coniract
bear. the foliciwi 0 .

State ent of rank and a ea Of. instructidn

b terridnt regarding sa

Statement

Statement

EIvid

esa a en

ary

regarding to rn

regarang fringe':benefitey

of thority to appcn,t

s sig ure a'rid date

4. Once thethee. applicant has signed and returned one Copy
liothe'contract,, the appointmerit is ,firm an., 'recital s'
only to be endorsed by the full Board of Tr stees at
a subsquent-rrieeting, the Executive Corrirm tee havi-
ing fu liOwr to act in its behalf.

5. ointment t&the rank of Instructor.is for one ear,
rid t'er'rrainate,cs autornatically unless renewed:;

ppOintrnent to.professorial rank is ror.one to three
renewabl'e under the terms set forth,,

in Patt'One, 'Section A, "3'pf this Handbook

8/69
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Ci.,ASSIiICATION OF ACADEMIC PERSONNEL

1... ,I.;EOT RE This designation normally applies:to:part-
time member of the Faculty who, while enjoying faculty
standing, have not yet been classified as to rank.

INSTRUCTOR: Individual possessing at least the,
Bachelor's degree with some advanced standing
toward the Master's degree. Teaching or related
experience may be'considered in lieu of the Master'Ais
degrep.

-3. ASSISTANT PROFESSOR: Individual POssessing at
least the Mister's degree,' or its,equivalent,'with a

tmajor in ed. If laCking ethe subject field assigrii
`.Ph. D.' , evidence -usually will be required of at 1 ast

fifteen (1,5) semester hours OPtcviOrk coMpletect toward
the doctorate, or 'lengthy teaching experienae' or
unusual qualifications in the subject field,

4.. ASSOCIATE. PROF,ESSOR: phsse4ing he
Ph: D. degree or its equivalent in the.subject fie d,
plus at least five (5) year s ,of .teiching -etcpefiienc t
the gcillege level. Conspicuous scholarly achievement,
or s?:ngtjlar' effec tivene's s' as a teacher, a-nay in tcertain
Instances-be considered inlieul$f the earned ,doctorate
if work ist under wayloward that, degree.

°5. PROFESSOR: Indi idual normally possessing the Ph.D.
.degree in fhes,ubjectgfield, or its equivalent, Ana dem-

, ooinstritinCexCeptional Scholarly achievethent..' This
rank:Presiipposes lengthy teaching. experience. and dem=
nstratedindalities of acaaeinic leaderShip.

EQUIVALENCY'sOF DEGREES: Ii.c rtain instances,
Ias in the applied arts, the equivalent of the dOctorate

may be a.cOptable. Generally in matters of degree
equivalency, determination Will be n-iade by a
mittee of the Faculty constituted as f011ows:

The Dean orthe Factklty (Chairman) '

The Chairman of the Department involved
Two' faculty inemberls of the 'rank of Asociate

Professor or professor, elected by'the
fact4ty of their respective

departmenta.
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EVALUATION, PROMOTION, TENURE

With a view to rewarding excellence in teaching and leader7
ship through Orderly.advancementin rank and the granting of, \\\.

\tenure, and to encourage the most effective, teaching, the
college recognizes certain criteria for evaluating faculty.
'Generally speaking these are:

teaching effeCtivenesi

per so ality and *character

c. evidence of advancement by earned degrees or scholarly
work

d. counseling skill

e. willingness to iassumeicommitte? d,otheit.,duties

f. 'Compatibility with the objectives of the College

The Dean of the Faculty-Wil,It-ENNIop Instru?tion Rating
Sheets for the convenience ,of'all teaching perso nel, 'thour
tenured members may make use of them on a v tary. basis.

.
Members of the Fatuliy are required to the ratting

forms in each of their classes. The forms no rnaily are dist
uted by-the Dean at the final examination perio4. "'Results are
be.made known only to the ndividual instructor',. Conclusion
thus drawn assist the insti ctor i'n evaluating his wOr and rn
be used for, purposes of promotion and tenure. Evalu tion
procedures apply also; to adjunct and associate faculty.

PROMOTION

,

P nciples governing romotion, ire sets forth in the Appendix
to is parf of the Handbook, entitled "The AcadeurnicSenate"-.

are recapitulatedl here as follow:

Each faculty member should have his services
periodicallrand competently evaluated laccor
to established criteria in order that merit or
demerit may be recotnized and appropriate
recommenditions made.

Eve faculty member hol ig a term appointin
sh 11 have his services e a ed during. the last
year of each term appointment 'w a view to his
prombti
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EVALOAi1QN. PROICAOTyJN TENURE'(continued)

EVery tenured.facuiti'mernber below the rank of
Pr.of essor shall have his serVices,evaluated at
least every three year s,with a view to
motion.

Any fa.culty tra ember vnay al any time request the
Academic Senate to eva.luate his services Witha
view to promotion.

R,ecommendations of the Sei2.ate are:forwa.rded to
the appropriate A5adernic Dean for; transmission,.
with his recommendations, to the' President of
the. College. \
The-President will forward his' re Ornmeridatioris
to the Personnel ComMittee of the Executive
Committee.the action :of the Board of Trustees
is conclusive.,

7.' It is the responsibility of the individu 1 faculty
member to maintain orderly,promotio proce-
dures and to help insure the integrity' of the
process,s

8: Promotion 6fAdjunct Faculty folloW's the same
principles set forth above. In the case of Adjunct
members, 24 hours of part-time teaching are con...,
sidered the equivalent of one year of serVice.

In calculating teaching experience, professional'
experience.closely parallel to teaching may be
accepted as equivalent at the rate of two years of
,suchX rofessional work for one year of teaching
experi nce, to a maximum of ee years in each
rank.

TENURE

General Statement on Tenured A pointments

During a period of term appointments of hot more than seven
years, a regularjull-tithe member of the Faculty must be coll!.
sideredf,or tenure.



TENURE (continued)

/'7

A tenured appointment means ah 'appointment of an in-
definite duration up to the time the facultir member reaches
the age of sixty five. At the discretion of the.Executive
Committee of the House of Tru.stees and the recoraendation
of the President of the.fielienic College,. such tenured. AO:
pointmente may be extended for anothervterM'of five-years
beyond sixty five.

Tenor d appointments are intended to safeguard academic
)freedoin. ah assure the holders tliat they cannot be subject
to arbitrary ismissal.

a

In general, tenor appointments may be terminated and
the policies governing st ch, tenured appointments may be
suspended only beeauSe o

Adequate a(a) equate c use and only after the fulfillment of
te a r ly stated procedures for hearing and judgment.

(b) Elimination of curricula,
7

Retrenchment due to the lack of student enrollment
and financial adversity.

,Loss, of tenure and dismissal can occur, because of moral,
turpttude, and violation of the basic obligatiqnswhich are
properly laid-upon all,teachers. Furthermore, in the ,case
of the Faculty of the School of Theology, violations of the
obligations of clergy and laity to the Greek Orthodox Arch-
diocese shall constitute a Cause for loss of tenure and
dismis sal.

. Criteria for Granting Tenure

1. 'Tenurernay. be granted to a full,-time faculty member
o holds a "regular," avpointithent as Associate or Pull

P,rOfessor. Regular faculty appointments include exclu-
siVely those of Assistant,. AssoCiate and Full Profes.sor.
However, the rank of AssiStant Professor does not cary
tenure.

. :

Administrative positions, as well as other faculty posi,
'uch as A,c1 j une t Professorships of all rank's, Visiting

l;rofessorships of all ranks and liectureships of all desig-
,.. ----Triations do, not carry tenure:



URE (cOntiltued)

Z. Starting with reappoihtnitents effecttve .fuly. 1, ,1976,
a faailty member mtist be granted tenure on the firsti re-
appointment after having served seven years on a fall-iime

..-:\basis as a egUlar faculty member at the Hellenic College:
owe'veri, full-time rgulay fa,culty member may be

, k ranted tenure any time prior to "serving sevensyears pro
vided that e has attained: thesNrank of associate or 011

rofessor by, or at the time,of the proposed tenure .ape-
pOilitment. An, initial apPOiAtinent to therank of Pull
Professor after July 1.; 1976 .automatically carries tenure:

i 1

3 If a fac'filty member; has not been granted tenure bir '
hisseVenthyear of full-tirne academ,ic ,service,as a regular
iacultr. member he will no longer be eligible for tenulte or
fori'alregu141; faculty appointment. He wilr be eligible,

yhowev1 er' for-ea,rly' appointments as. Lecturer. .
.'. 1 ' '

4 d: ener ally s peL: king, ten.ure will be granted to-.those
individuals whoiliave showw:academic eompetence Within

;,

their sPecificdiscipline; and Whose services contribute
tcothe fulfillment of the goals of the School to which they
be-long by a e s -trnent. 1

t
4 t

e

.'5. It is c sidered desirable tha nVmore thdri fifty ,o.

',portent of 11 fu -time faculty members be on tenure at
,any given time., Prz erably the percentage should be'b
tween ,35 'and 40.

Procedure for Graxting Tenure

1. During the Fall Term.of each academic year theiLan
With the assistance of the tenured members of t\he Academic

,Senate shall appoint sub.coniraittee,s-"Ornpd'sed of arleast
three tenured professors from the Hellenie'C011ege and from
other academic,institutioris, if necessary, to review the
credentials of all eligible untentl'red, full-time faculty mem-
bers who will have completed four, five or six years of
full-time .service as regular facility by the end of that aca-
demic year with the purpose of making a written recom-

.

. mendation regarding tenur .Appointments to the sub-
corninittees from other academic instithtivs shall be lin-iiteit
to peOple of the Greek Orthodox faith. In addition, each Sub.=
conirn'ttee shall include two members of the Ekecutive Cbmmittee
Who s all be participa.ting hilly in the deliberations of the sub-
comm ttee but shall be non-votin
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TENURE '("dointinued)
6

'41' 2. The Eubcomrnittees shall rim
with the following griteria xn mind:'

their ;red ornmendations

) Competehcy (determined across &Me
such.as: classroom effectiveneas;,mastery

of s bject, curriculutn and-course developrnexit,
innovative approaches`to teaching and,ankopth.er--,
pertinent criteria as determined by. the Academic
Sthiate). \

(b) Sfrvices to the SchOol and Students (such as service
on'Fac,ulty Committees, student counseling).

Idezyification With the School Purposes.

Sc larly. Work and Professional Reputation as. De-
y PArsE. Where (based on; sc7holarly

work, on ac 'ties in prof ssional organizations
and participation in pr-o.faasion l conferences and
symposia).

°3. .The evaluative procedures followed for.granting tenure.
shall be similar- to those, used to make recommendations for
promotions, and as described in the Faculty Evaluation
Procedures.

4. Each subcOrriMittee wilriltre.o.rninend one of fhe follow-.
ing for each fadulty member under. na4d-eration:

) to grant tenure
N

tg, postpone the granting °lite

(c) to refuSe tenure'

and will give its reasons in writing' to the Dean no later than
November. 1,st of that year. 1.

5. After' T. etriewing the recothrnendations of the Subcorn-
mittees, the Dean' will state in writing his reasons for .

approving or ,disapproving these recommendations. He will
submit both the Subcommittees' and his recommendations to
the President no later than November 10.

'

0



`TENURE licontinued) C 3
6. The President will pre-sent the recommendations of

the'~Subcommi tees , of the Dean, and his own to -the Executive4 lt
mmittee of the Board of Trustees at its first meeting

f011owing No ember 10. The Board, through its Executivol
Committee ust act on the recommendations preferably.
before Deceinber J5.

4 4

7. The decisions of the Executive Coomittee of the House
of Trustees shall be given to the faculty rnerribers inVolved;
in writing lvi.thin two weeks from the date the decision is
taken.

'8. If tenure is rejected, .reasons for the, action must be,
given,for such action in'person by the President. ,VVIeni,

*tenure is not granted the faculty member has the right
.appeal and hearing before the Academic Senate, or the
President; or both. The,President may request a recon-
sideration 1-sy the Executive Committee of the Boar , pre.,
senting whatever new evidence is available. ,The d cision
of the Executive Corrunittee shall be final.

D. Interim Ste s for ZullIrn...lernentation of the TertUre Procedure,
1

-7For the academic years 1973-1974i 1
1976 all full-time faculty, bers who ha
more .years and hOld ra of Ass ciate or
will be reviewed by the Dean for re merida
and a written report submitted to the Presid_ent,
turn make his recommenation to the \Executive C.
The procedure as described in C: 5-8,, above, will \Po 1

followed. The provisions of this paragraph do not ob
the,School to consider all faculty .eligible for. tenured
the first year or, any Single year. The Sc hockl. has thre

,to',put into full effect the tenure policies and haS the opti
Choice of the taSes to be presented in any one year.

74-1975; and 1975-
e served six or

Profqssor
n for tenure

ho'will in
rnitte.
en be
igate

frig,
years

Of '

'The above paragraph will be eliminated from this policy
efollowingits, full implementation by the Pall Term of th

1975-1976 academic year.
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TERMINATION...OF SEItYk.;ES

Procedures governing'the \tecrnin Hon of services on'the
,.initiative of the Cellege are ,set forts in detail iin the Appenix

tothis. part of the Handbook entitle "`The Acadernic Senate".
as'well as in Part One,, Section A. 3. In summary the pro-,'
cedures are as follows:

For F culty on term.app intments

Ter nation of ter ppOintments shall be ini-'
dated the School of Axts'and Sciences by the
Department Chair an or\by the the Dean of the
Faculty should there be nd\a.ppropriate Department;
n the School of Theology by, the full-time Faculty

the rank o Associate Prbfesor\or ProfeSsor.
Th Academic ,enate will evaluate the situation
aAd ke its recommendation to the Dean of the
Faculty who in turn Will-recommend to tie PresiS
dent. Th- President, at his discretion,, hay, re-
solve the m tter or bring it to the PersonnAl.,Corn-
rnittee of the,I3oard of Trustees for final 'determination.

Fo'r termination, t the end' of term, notification of
ctermination of ser ices'shall be given as early as

possible. Such noti ication\sshould be made in writing
by December 15, if p ssible,,\ nd iri,no_event later
than. February 1-of-the \erminai year.

For termination during the term, \along the conditions
hich may justify breaking of term' ppointments shall

be extraor,dinary circumstances of fi apcial exigency,
incompetence, gross insubordination, inatnoralitY,
conduct clearly inimical to the bestsintereSis of the
College: If the faculty member so requeSts, thd,pro
cedure for hearing set 'forth in ,he 1940 Statement of, .

Principtes of the Association df American Colleges
a.nd the 'A.
will be foll wed.

eican Associatidn of University-Professors

For Faculty members on enure

Except in the Case o/f/retir
extraordinary circylmstance
exigencies, termination for
with the 1940 Sta ement of P

n'ient for age orp under.
s because of financial
cause shall be in accord
rinciples.
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RESIGNATION Se6,tion,d. 5

A Faculty member intending to leave the employment of
the College, must submit a\formal written resignation. \
to thd President no later thn March 15 of the final year
of his association with the College.

In cases whe're,procedure.s for removal have been
iated, the .Facaltymember in question may terminate
such ocedure at anytpoint, and atwhateverlime of
year, b \ voluntary resignation:

ENT Section'C. 6

All Administra v arid Academic personnellshallbe
retired at the end o' the academic year in Which they
attain the age of

acuity member subject to retirement but wishing
tinue in( service May be permitted to doi-so, on,

to-year basis, provided the Department C hair-
c'bn erned, the Dean of the Faculty and the Presi-

onc

With re ect
.of Truste s ma
Attirernan age,

, \
AdministraVve personnel, the Board
vote extd,ns-on of .service beyond the
on. a yea.r-t6-year basis. i,,,,

4.. In addition to uch annuity benefits as the individual-----___
may have accrued through,voluntary participation:in
the College retirement program, .emeritus benefits
may be granted at the discretion and w'll of the BOa.rd
of Trastees,
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1).UTIES ANT) 1210,SPON,51B1LfflES (cohtinued)

B. DEPARTMENT CHAIRMEN

C. 7-2

The Department Chairman is'the administrative arm of the Dean,
Through regular meetings with th Dean an the colle goes within
hi 5 disciplihe, he contributes in a cz ucial ay to the low of informa-
tion both ways.

The Department Cha
arately to hi immediate

fives decisions nd operating procedures. Conversely, he is
responsible for expressing tO'the,,,lAciministration, through the Dean,

,tstions and opinions of his imitie,clis: :e chile:agues,

is, responsible for interpreting ac'-
leagues College policies, administra-

T,.

fn dditi Oil to-these generaLr Spo bilities, .the Department
Chairp, has the following dutieas:

1. Organize, coordinate and'aevelop the courses' of instruction
reja.ted,ko his disCipline.

Under the oxerall supervision of his Dean, exercise
sight for all "o9urses. offered in, his department,

over

Work closely with his department and the Dean in effecting
--Qurriculum improvement.-"' .

Evaluate individual members of his department with a view
to recommending to the Dean for reappointirient, .promo,
ticin or termination.

Keep alert to. dupartmental, staff needs, assist the Dea
interviewing candidates' and recommend on new appointments.

Work closely with his department in estimati. g,needs for
equiPment and supplies so as to assist the Den and .the
.Administration in the pre paration of budget.

-51
8/69



TEACHING LOAD

. FACULTY

The normal teaching load for most ranks atIiellenic College has
ranged significantly lower than at ,most. small liberal arts colleges
due to the relativel/y small enrollment and the need to provide an
adequate spread a courses and fields of concentration.

-u
Foepurposes of establishiiig realistic orms, even thopigh many

of the faculty will continue to have lighter 10 ds, the following aver-
ages should be considered appropriate to`the speetive ranks:

Instructord 12 to 16 c ntactshours

Assistant Professors

Associate Professors 10'to j2 ,contact hours

12 to j4 coptact hours

ProfesSors 9 to 11 contact hours

In addition every full-time instructor is expected to set aside
several hours per week as open appointment tirrie ,for student con-
ferences. It is understood that the amount of time thus spent may
be governed by the individual's committee and other added duties;
ideally, however, appointment hours will be distributed over four,
in no event fewer than three, days on campus.

In ssigning teaching load the Dean will fake into: comfit not
mer ,l'y the dumber of hours spent before a class each eek, but
the n 'tuber of students for whom the instructor ,is responsible as
well as the nature oft e course, ether
many papers, or one ich much of the contact
irt laboratory.

B. DEPARTMENT CHAIRM

The teaCling load of Depar
circumstances. , be some)what
tine i*ponsibilit3es. 'T,he Dea
as: the size of the departme,nt;
man himself is responsible, for; the frequency of meetings; vvhe
the department is undergoing significant curriculum change; what
other. College duties the chairnian has, etc.

s one involving
me is spent

hairmen will, u der nprmal
r, given'the added dministra-

°ill take into accotpt ch factors
the nurriber of students the air-
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SALARY SCHEDULES Section C. 9

The current Salary Scale, adopted for the acadeffiic year 1973-1974,
not including school benefits for retirement, insurance and hospitali-
zatiOn benefits, amounting to about seven, pfkrcent of salary, is as
follows:

RANK

Professor

Associate Professor

Assistant Professor

Instructor A

$12,000 - $14, 300

10,600 - 12,800

9,600 - 11,900

7,700., '9,500

intention of the College:,,to strive-to niailitalp these scales
espOnse to the rise in living costs, or alter-
d. annual increMents at the rate of approxi-

as h adjusted in r
na ively, to grant merite

tely' five percent.

53.



COMPENaATION SCALS*FOR ADJUNCT FACULTY

A4junct Faculty are those periions whose principal acadeinic
association is with another institution and arc; invited to con-
tribute to the instructionalprogram of the College' on a part

T. time basis. Foxy' purposes 'of the catalog roster they may be
designated according to the rank they hold in their own institution.

Compensation for Adjunct Faculty,' unless speclal arrange-
menfS are indicated, is computed on the basis. of one-half the
avelage salary. in the appropriate rank, dii;ided by 24 (the
average annual teaching load) and multiplied by the number of
hours to be taught. . a.
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;Fr NEELTS AND PAYR61.4Th3E.DFCTIONS

TheC94.1ege, senses an igation to both professional and nonL-
profess nal personnel to-provside, and to share, in the cost of,
pro ion,against illness,. disability and death in the ortii
inku'rance;'' also'to assist 'persOnnel in building toward tur.e
Sectirit in the'foixita'9f retirement annuity,.

In addition therefore, to such amounts as must under e law be,
withheld from salary for State and Federal taxes'', and at the option
Of the individual, certain other deduCtions will be made .Hoover the
individ share. of the cost of the following programs:,

STATE MUtUAL41,IFE,.ASS,TIRANC.E COMPANY

Life-Insurance; $20,000 benefit Lor under age 50, less
$1,00.0 for every year over age fifty.

Accidental Death and Dismemberment Principal Sum:
*" $2 9,00-0 benefit for unde .age/50, less $1, 000 for

.every year ift

IVIjor Medical Expense:

Hospital ExPens'q - eneofits are 100% of the first $2,000
plus 80% of the balan e of covered expenses in each: ----\-separate period of disability. 0- --_____

Surgical and Anesthetist Expense - Benefits are payable,
according to a schedule up tit a m'axiniurn,,of,$1,200 for ,
sut:gical expense and up to 20% of the allowable surgical
benefit for anesthetist fees.. Charges in-exceSs of theses
amodits are considered. Excess Medical Expense..

If in any one period of disability more than one ciperation
is performed, the overall maximum payment for ailop-
erationS is three times the maximum_Surgical Benefit
shown ,'above..:

Accident Treatment Expense - Befits are up to $500
of covered. expenses incurred for t trnent received
within 90 days -of an .accident.

Maternity. Expanse - For female employees whoeinsure
their.husbands as dependentsy and clopendentWives, or
pregnancies, commencing while inSured. rilrbse insu ed_

on the effective date of the plan, however, ha7e im
-mediate maternity coverage. .



FRINGE BENEF S AND PAYROLL liEDUCTION (continued) C. 11-2
.

If your insurance terminates due to your empioyment
terminating, benefit, will be payable provided the preg-',
nancy commenced while the inaiirance was in force, and A
benefiti Would have been payable had your insurance
continued. s Iv

Maximum benefit for all civereaexpenses including
Hospital and Doctor if pregnancy terminates, by

..-
1

ormal childbirth $300. ''0
Miscarriage or abort' on 150

1

C aesare_an or extra- te ine pregnancy 450

Excess Medical Expense - Benefits are 80% of covered,
expenses (for whiCh benefits are not payable: under the
provisions previously described) after a cash deductible
has.been satisfied. Benefits for out-of-hospital expenbes
for mental or nervous diseases or,disorders are payable
at 50% of col/el-eel .epenses after the cash deductible, and
limited 'to: (1 a maximum of $12..50 for each day of treat-'
ment and ,(2),$500, for all such treatment received'in any one
calendar year

e caslydeductible is $100,per calendar year for each
covered person.

After $2,000 of benefits are paid in any calenda
100% instead of 80% of the balance of coveveewe
in that calendar year are payabb1e. However, b
payable for care and eatment1ff mental or ner
diseases'or disorders (while.not hospital.confireed
payable either in full or acVOrding to a tschedule are
not subject to this provision.

r

enses
nefits

us

The maximum benefit is. $25,000 for each sickness or
injury, except the maximum payable for mental or
nervous diseases or disorders is limited to $10,000
during the Lifetime of each covered person.

Covered Expenses

,Some of the medical expenses covered are

. hospital room and hoard up, to the standard semi-
. private rate;

2, hospital.services and supplies;



FRINGE BENEFITS. AND /PA.YR LL DEDUCTIONS (continuedy
/

3

4,

professicnal services of a licensed physician,
registered physical therapist, or 'radiologist;
private duty nursing care by aegistered.Nurse
(R.N.')/and by a Licenged Practical Nurse (L. P.
N. )if' a it: N, is not available;

5, prescription drugs;
6. 6 lalobd or blood plasma not replaced, oxygen,

laboratory tests anclx-rays;
7. casts, splints, braces, ..trusses', crutches, artY-

ficial era§ or limbg (bUt only the first replace-
merit of a natural of limb);

8. rental of iron lung, wheel chair, ho'spital-type
bed; rental of radium or radioactive igotopes;

9. anctsthetics and the administration the..reof; or
10 local ambulance service- within the limits' of the

United. States, Puerto Rico or Canada.

Medical expenses incurred for any of the foregoing will
be considered covered medical expenses only ifthey are
reasonably necessary for _the care and treatment of the
sickness or injury and only to the extent that charges
therefor gre reasonable. '

Exclusions and Limitations;

Some of the principal medical care
incurred

2.

1.

4.
5.

6.

exclusio s are Charges

sickness or injury arising out f 9 inthe courg'e
of any-occupation,or employment for remuneration
or profit;
for any meclicalarnination not made during the
course ofilor in connektion with treatment of a

sicknes,s or injury;
in- any hospital owned or ope ted by the Federal
Government;
for dental- care or for cosmetic,..su ;

in.Connection with pregnancy, other
ery

n tliose
described under the "Maternity Expense" s6ection;
lar pre-,existing conditions'until onefof the following
ocours;

(a) no covered medical expenses are incurrel for
such pre-existing condition during.a 3-month

a ending after thcedate the person becomes,
,red;'



RINGE i3ENEFITS AND PAYROLL D DUC TIONS/(continued

(b) t e covered person has been c ontinuously'
insured for 12 months; or
for a covered employee, a 6-month period
of coverage hasexpired during which lie
has not been absent from work on account
of such condition... /

Coordination of Benefits:

If, with respect to any covered person, medical carer,
benefits are provided under another group plan, the
benefits payable, under this plan wilt be coordinated
with the benefits from such other plan so that the total
payable .under' both plans will not exceed 100% of allow-
ableeXPens incurred during a calendar year.

THE ARCHDIOCESAN RETIREMENT PROGRAM

resently, the Archdioce.san Retirement Program is available
I only to Clergy members of faCulty. It ekpected that shortly,
lay members of faculty will also be included.

C.i TIAA.-CHEF RETIREMENT ANNUITY A

The College makes available to adrniniStrative and academic
personnel a Retirement and AnnuLty Program under TIAA-

'CREF (College Retirement Equities. Fund).

Partitipants may elect to have, a portion of the premiums,
incluc4ng those paid by the College, inyeated.in a mutual
fund (CREF) as a hedge against iriflaiion.

The College contributes at the rate of 2-1/2 percent of
the nierribe,rip salary. The member contribut 's an
equal amount.

. o

articipants may make additonal contri
time in order to i crease th alue of

4. Benefits are determined by ount contributed
years of service betwee,n time-of enrolling and
rnent.

etire

Members may elect to join within thirty-one (31) days
TromOdate of employthent.

(

O



FRINGE BENEFITS AND PAYROLL DEDUCTIONS (continued)

-Transfer from another groUP may..be effected at any
time. 4i1

7. In the' event a participant in TIAA or TIAA -CREF
leaves:the employ of Hellenic College for reasons
other.than retirement or disability and requests
repurchase of his annuity, Hellenic College
approve such repurchase prOVided itmeets the con-

. ditiOns under, which °TIAA-CREF will repurchase
annuities, autornaticall*,, and provided the partici-
pantconsents, and that the portidn of the r'epukchase
value attributable to Hellenic College contribation,s
shall be paid to FIellenic, College by: TIAALCREF.,

\'



LEAVES OF ABSENCE

LEAVE TO ATTEND PROFESSIONAL MEETINGS

Section C. 13

With the approval.of the President, the Aca. egnic Deans'may
authorize attend,ance ai conferences and of er meetings likely
to enhance prof0ssional standing and contribute to theimproVe

'rnent bf the dnstructiOnal program and the advancement of the
College.

P. SICK LEAVE

1. Fifteen (15-) days s
be *llowed full-ti
academia year, c
class days.

no

cases of sic
st tement may

3. A :fac tilty rre
illness will,
later than 7:

ck leave without loss of salary will
e members of the faculty for each
rnulative to a,total of forty-five (45)'

!lea e` beyond one (1) week, a physician's
e °required.

r anticipating absence for re' -ions of
ossible, advise the Dean of Faculty no

M. on the day of absence.

No payment wi.1.1 be made for unused sick leave.

g faculty will not be entitled to extra ply for
leave.

Terminati
Unused si

. LEAVE FOR, I LNE,SS QF FAMILY MEMBER

1. Subjec to the approval of the' President or, the Dean of
the ap ropriate faculty,' a member may be granted
two ( ) days'sledVe without loss of ,salary in the event
of se ions Alne,ss of a member of his immediate famify,
suc time to be deducted from the member's, regular
sic leave.

Z. mediate family in this instance will be:interpreted
mean: wife, husband,.child, father, mother,' sister

r brother, or other relative living regularly within
he employee's imMediate household.
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LEAVES OF ABSENCE (continued)

D, EREAVEMENT LEAVE

-Bereavetment leave, up to three (3) days per occurence,
Will be allowed without loss of salary for death in the
immediate family.

Immediate family in thi instance is interpreted to
mean: mother, moth n-law, father, father-in-
law, spouse, son, Light r`, -. brother or sister of the
faculty member, or other relative'livihg regularly
within his immediate h'ous hold.

3. Bereavement leave of (2) days per.ocourence will
be allowed without los Of salary in the 'event of the

. death of one of the fol wing members of the faculty
member's family: .s s,ter-in-Aaw, brother-in-law,
daughter-in-law, s\ -in...law, grandfather, grand-
mother, or grandchild. .

3

LEAVt. FOR REQUI ED COU' APPEARANCE

No deduction's will be made for a faculty member ordered
to appear in c urt as. witness (personal business ex-
cluded) or tb erve as a juror.

F. LEAVE FOR PERSONAL OR BUSINESS REASONS.

A faculty member who is absent for personal benefit
will be subject to loss of salary f6r each dayk's absence.
Such absence must be approved in advance by the Dean
of the 'Faculty and the President, and suitable arrange-
ments made for the member's classeos to be taught
without interruption.

G. MATERNITY LEAVE

Leave for maternity reasons will not normally be
allowed without loss 'of salary. The College may,
however, in special circurnstanoes, and upon recom-
mendation of the. Dean of Faculty; allow Way , without
ccmpensation, for a period notIo exceed thirt
,calendar days.
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SABBATICAL LEAVE Seddon C., 14

Application for sabbatical* leave is initia,t 'by the
faculty 'member, ApplicatiOns normally wibl come
through the Academic Dean to the Academic Senate:
The Senate Will evalu.ate the application and make
recommendation to the Dean of the Faculty for
transmission to the President and the Executive
Committee of the Board of Trustees where the final
determination is made.

2. Sabbatical leaves\are granted for one semester at
full salary or for one yearoat half salary.

3. .Members olfthe faculty who have served full time for
not less than six years at the rank of ProfessOr,6
Associate Professor or Assistant Professor will be
considered eligible to submit application.

Application for sabbaticalc-reave must be accompanied
by a statement outlining in some detail the project to
be pursued' during the leave of absence. Projects
will be evaluated in terms'of scholarly' value gen-
erally, and their direct or indirect value to the
institution.

5 Approval of applications and the granting of leaves
will. us wally depend' on seniority of applicants and
urgency or importanCe of the petition.

6. Except'in unusual circurnsta:nces the, teaching load of
a member granted leave will be shared by 'other mem-

7:

bers the faculty.

Applications must originate early enough so that final
action by,the'appropriate committee of the Board of
Trustees may be taken not later than January 15 on
leaves that are to, begin with the Fall semester, or

o

May 15 for leaves that are to begin with the Spring
'semester of the next academic year.
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S et tici:n C.

The. Board of Trustees and the Administration of ellenic
College recognize fully the importance of having fa ulty
attend prOfessional c.onferences, both_io-make the preOence
of the Colkege felt in the larger academic communit , and
to assist the individual faculty: member in keeping ab east
of developments in his field, Within the limitations o the
institution's finances, ,every effort will be made to buy get
for travel.allowanees; The following principles ply
in general:

1. Proposals for fac ty travel will be forwarded by
Department Chad an, or the indiVidual if: there
no appropriate Department,--i-o-,he-Dean Of Faculty

the

2. Proposals should be made well in advance so that the
Dean may have a comprehensive picture of overall
need's..

3. Insofar as possible the Dean of the Faculty will have
anticipated departmental needs in the preparation of
the budget, and will advise Chairmen at the start of
the academieyear (also the ,College's fiscal year)
whaelunds are likely to be available.

It may be expected that priority will be given to
senior and tenured faculty in approving proposals
for travel.

5. FaCulty members who are officers of state, regional
or, national professional associations, or who are
making an unusually significant contribution to the
program of such an association, may request funds
in excess of those allocated to the Department, v

assuming such additional funds are available.

Reimbursement for travel expenSes will be made in
acc rda.nce with procedures described in Part Two,
ection B. 13, of this Manual'. fr
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OVTSIDE.ACTIVITIES

A regular faculty association with Hellenic College is core-
sidered full-time employment. In addition to assigned
teaching duties, the association implies proportionate share
of committee responsibilities, regular office hours set
:aside for Student conferences, other related duties whether
voluntary or a°,psigned, and individual efforts aimed at pro-
fessional iinproVernenf.

In the last, connection the College encourages 'off-campus
activities of a professional nature, recognizing 'that these
may benefit the College as' Well as the individual. How -

it is ,the responsibility of the faculty member to
consider his obligation to the College as his primary ob-
ligation, and to avoid substantial involvement outside the
institution that knight impair his effectiveness or deprive
the College of the full measure his ability.

No member of the Faculty play, undertake teaching duties
in another institution without written approval of the Presi-
'dent, acting upon recommendation of the appropriate Dean.

The'foregoing statement -is not intended to interfere with
persons invited to give occasional lectures or accepting
engagements of strictly limited duration.
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ULTY Sectibn C. 17

The Board of Truste s and the Acirninist;ation recognize
the right of members of the Faculties of Vellenic Colleg
to take, or to refrail.? frbm taking, a stand on any political
issue, and to support or oppose any issue:or candidate.
Such activities, however, must be conducted can thezfaCu..tr
member's own time and away frOm the premises; of the
College. The Faculty rnerxibe.r is' expected, mdreove`r-, to
ex rcise discretion at all times and to make it clear that
.h is acting in his capacity as a private citizen so a not

bring unfavorable publicIty to the College.

ACCEPTANCE OF MEMBERSHIP TO P1JBLIC
OFFICE, BOARDS OR COMMl-r-rEtS Section C.,18

The Board of Trustees and the Ad inistratiOn recognize
the right of menibers of the Facul ies of Hellenic College
to engage in Community activities -However, before a
Faculty-member accepts an appoi tment to a public board
or committee, or stands for elect on to any public office,
approval must be sought from the President df'the College

Once appointedto a public board-or committee, or-elected
to 'public office;- a Faculty'rnernber of the. College must
confine the activities incident to such membership to his
own time Sind away from the premises of the College. The
Faculty member will exercise reasonable care to showthat
he is acting in his capacity as a private citizen,so as nat
to bring unfavorable publicity to the 'College.
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P'AR T FOUR

NON - PROFESSIONAL PERSONNEL

EUPLip.11MENT
" ...q.t.*

Section D. 1

Applica offs for n-'pifA,§sl,onal staff assignments
will on standard forms avaitableerrothe office:

2.

Bnsiness.Manager.

Individuals may be recommended to the Business
Manager or in certain instances the President, by
the supervisor of the department where the vacancy
exists.

3 This category includes: secretaries,' off)ice machine
operators, custodians, maintenance personnel, s'ecu-
rity officers and other. similar emPloyees.

4. Selection will be based upon competence and experience,
without regard to sex, race,- color or creed.

SUPEINISION:DUTIES AND RESPONSIBILITIES Section D. 2

1.. Inimpdiate supervision of clerical help will be the:
responsibility'of the administrative officer in the office
concerned.

2. Immediate supervision of custodial and maintenance
staff will be the responsibility of the Bnsiness
Manager or the, individual designated by him.

3. Immediate supervision of library personnel will be
the responsibility of the Librarian,

ssignment and clarification of specific duties and
'responsibilities for non-professional personnel will.
be the duty of the immediate supervisor.



WORK WEEK AND WORKING. HOURS

1. Non-profestional staf normally work a basic 35-hour
five-day week. Offi, hours are from 9:00 A. M. to,
5:00 P M.-, with on hour for lunch.

Ca v1/4.

Z. 'A 15 minute rest period, morning,and dfiornoon, is
authorized in confordity with common practice and
in; the' interests of employeeS' health and efficiency,
Employees should protect this privilege by careful

'obserVance .pfschedules, TheRestpehods should be
staggered so .that offices are covered/at all ti0rnes.

Anticipated absences should bebrought to the atten-
-.. tion of the imniediate 'superior as e irly at, possible..

Uneilpededdrabeez,ace; or tardiness of one, person can
delay,andisinterfere with the' -Ikerk -0 sythers. Habitual "'
tardiness will be ground.s.- for flisrn''ssal.

t, /0

'.Section D.

rmally work schedules will.be arrangezd to avoid
time When overtime is um voidable,' hours_
ed in excesS "of 35 but not lo're than 40 in any

one w rk week will be compens ted

3.

a. c mpensatory time off t a time mutuallyo.
ag' eeable to the emplo ee and the de.p artment
inI v ved; or

I

e,\,

.
b. overti paymenteat si.raigfit time rates.

IF ,

Hours worked in e cesS of % in any work week will
be compensated at 1-and 1/2 times the regtilar 'hourly
rate. Hours-in exces of 40 in a,ny one- work week may,\
be, scheduled only with e apOrova of the. Business \N'

anager. \ j

..., ,

Employees required to work loeyOnd 7.00 1,),14. will
be allowed one-half-hour for the evening Meal and paid
at the regular hourly rate for that period,



FRINGE BENEEI AND PAYROLL DEDUCTIONS 'Section D.

These are sdt forth in detail iniPart-iThree; Section C.
of this /Manual. EmplOyeee aliOuld-inqui.re,:Of 'the Busini...ss
1\44ge.F

VACATIONS 2.5L116 HOLIDAYS Sectj.011 D.

Tile vacation policy as 'it applies to non-pro sqlonal personnel
,

is set'farth in detail in Part Two, SeCtion13..11, of this manual.

LEAVES O ABSENCE

The proviSions for Sicic. Leave are set forth in Part T.Wo;
Section B. 12 of this rn nual and apply to all n,o

Section D. '7

personnel

ETRIT,REVIEW AND 'FR amoT ON

professional

Section D,4'8

1.. Salary inc re a se;kvilI frop. time to time fin
recognition of

.
so inc re se in

,"
experience

c acceptance

SalariesSalaries of new employees are reviewed normally
after six:tnont-s of service\;, thereafter "annually.
Increase in salar. -become ffective September 1.

. e

living -costs

and improved pec.rforrnance

of re s ponsibilii at higher. levels

68
1. /

4..
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YI

1. A full-time employee terminating a)ke at least three

m.umirioN OF. SEIIITIC _Section

mOnth. s of service, is entitled to accrue. vacation,.
Pay unless the employee :is being diseharged for-dis-
ciplina.ry rea.s.ons; in Whi'Ch case payment will. be made
only for a4ual.'tirne worked.

r

Linde dormal cpnditioni the College will give two
*teek.-S' notice to a rgular/emPloYee-whose seryiees
are no longer 'required.' At the ,option of the c.ollege
two weeks' salary may be gilien in ..lieu of ;such notice_

An employee, in order to leave in good standing, must"
give two weeks' prior notice of resignation.

- .
A Terminating employee must report to tines
Mana or on or\ bofore tke final day of work:

,

A ter inal ileerview will b anducted and conver-
sionsion privileges willibe ex aihe .in c-onnectiOn with

. benefits enjoyed under the o / ge.'s group plans.

b .

dk,
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THE ACADEMIC SENATE

..Esttltblishment

Appendix I

. There -is hefeby established theAoad\emic Senate of Hellenic
Co 1160. 4 -

Purpose and Scope

A. The purpose of the Academic Senate is
sentative participation- of the faculties,
of the life of the College. s'

0

B. ,The Ac.aderhic Senate may co
priate rec'ommendations on:

1. .Fac lty rights, such as apppintments
pro otions, sal ies, leaves, sabbati

to asbist, through
in the orderly regulat'on

fa

rn itself with and make appro-
.

Fac,u ty dutie9a

:Academic policy;

spons.ibilitieS;

4./ Relati ns between facul
-stuclenk s, facultk and

ulty.,r era tion4;

.

I

rnatt
C4

Member_Ship

e Pica eMic Senate shall cons
por tioie as: folloWs :

one erfiber of the admi
resident of the 'd oilede.;

nd a

nd eappoititments,
.als a d retirement;

nistration, and
her ns titions. as well as in a-

er to y

1

th welfare of Hellenic

of seven (7) members,ap-

istrati e s ael---opointed by the -

2 /7f,4

Q



THE ACADEMIC SENArfE, contfnued) Appendix

2, ix full -time Members of the FaCulty,se

\1/4. Two ill ernbegi-of the rank of P-rof ssor or Associate
Prof-essoi frdm the School of Theology, elected by
the Faculty of the School of Theology;

ected as follows

b44 TwO memberi of the rank of Professor-or Associate
Professor from the School of Alts and Sciences, 14,ected,

by the"Faculty of the School of Arts and Sciences;

Twco.mernbei,s of any rank, rom 'th er School, eIecte
by the combined Fa,cilities of both Schools.

. ,
The'term of the 'representative-of the Administra-tionshall

'be one year with no /Imitation as to reappointment.

2. ,Therm of-a representative of the.Faculty shall be three
*syearor, and an elected faculty member may not serve more

than two consecutive three-yeir terms.

Tire first faculty members elected. to the Academic Senate
under'thVe Act will be assigned one-year, two -year, or
three-Year terms by lot in each of the thtee categories
aboye, so that thereafter approximately one-third of the
elective Members of the Senate will be elected each year'.

Elect/044

qo

Elections of the Facility, representatives 8hall be` held annually
.during' the third- week in January on ,a day determined by the
President of the College at least one Alonth in, advance. The
Deails of tAo two. Schools will be re'spOnsible'for conducting the

ctions, which vial be 'Fry secret ballot. Candidates for the
Senate-Must be, nominated by two other facility members;
candidates so nominated will be placodon the ballot in the
appropri'ate category;, the throe candidates in each, category

-receiving the most votes will be elected. A tie vote shall be
determined by lot.

ncies

ncies Occasioned by separation from the college, by leaves
msence for a whoLe academic year, by -death, or resignation
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THE ACADEMIC SENATE '(caritinued)

from the Senate, shall be filled by the Senate if the remaining
term of the absent member is less than one.year;ifit is more

-than one year, the Vacancy will be filled by the election of a
repre,sentative in the mariner described above.

lectors

Al\full-time and part-tirne'membors, of the 'teach. ing Faculty of
all ranks are eligIble to vote fora the Faculty representatives.

IV. Organization

A. At the-first meeting after the election of members, the Senate
shall elect its own officers, to wit; President, Vice-President
and Secretary-Treasurer. This election of offiaers will be
conducted by 'the administrative rpepr.esentative.

The Senate shall adopt rules of procedure.

Four members shall constitute a quorum and, unless otherwise
specifically'prfrvided by previously adopted rules, a Simple
majority, prow./ ed a quorum is present, shall prevail to
decide any question. t.

( )

Faculty Appointments and Reappointments

Procedure, for initiating_ and completing Faculty appointm
and reappointments:

In the chool of9Arts and.Scienc s a poihtme is and re-
, appointor s shall be initiated l y tai ChairMan f the
Departrnent con erred or, in case no propriate
partment exists, by the Dean of the Fac ty.

0, J.
2. In the School of Theology,. the full-time fac with the

r,ank of Associate Professor and Professor sha 1 initiat
appointments and reappointments.

3 Recorrimenclations,so initiated shall be tran itted to the
Academic Senate. The Senate will review c' edentials
and forward them With its recommendation to e appropriate
Dean for transmission to the President and the Executive
Committee of. the Board of Trustees.
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ENATE loontinued)
° N.

0

re complendation for faculty appointrrlent. shall be aCCoMp-'.
a ..set of crede.tialta:.pres-entipkdetaged information

g personaldata cer ing.the candidate; 'his educational
publicationSan .is activities, and .statements 'of.

alre ferences.

Rec mendations for r 4-ptarent shall:be ba'sed on a review
of the acuity rriember!6 ' ,be's,/ in terms of established criteria
and with special reference t ,sis demonstrated ability as a teacher

,s" ardl...iis r cord of scholarly a *:0yri Plishments.

.1
6. Appo intrn nts and 1.6-appointments become official only with the

approv of the Board of Tkustees.

7. inthe case of each appointment Srid re-appointment, explicit
statem nts in writing as to the terms of appointment, rank,
Salary, tenure rights and privileges, .duties and responsibili-
ties should be made to the appointee by the President.of the.
dolleg,

B. Terms of Appointmen

L: Lecturer: LeCturers are patt-time members of the faculty..
The initial appointment shall be for one year Renewals of
one-year terms are possible..

2.
4111

Instructor: The initial appointmerit shall be for one year,
renewable for not more than four successive years. ,

Assistant Professor: The candidate should have at least thq
M. A. degree or equivalent;. however, the Ph. D. of equival,
lent from an accredited institution is strongly recommended .-A`

The initial appointment shall be for one t6 three years.
,Re-appointment for additional such terms is possible..

Asseciate Professor: The kandidate should'have the Ph.
or equiyalent.

D.

5. Pl.of6;ssor: To qualify for this rank, the candidAtes is ex-
,pected to have earned the Ph. D. or equivalent and have

demonstrated exceptional academic achievement..
o



'HE ACADEM,f SENATE

Evaluation of facult

A. Principles Underlying e alutation and promotion

/EaCh faculty membe Shouldkave his services periodically
and competently .evaluatedaccording to established criteria
in orddi- that merit or demerit'thay be recognized and
appropriate recomm ndations made.

4 ,Recommendations forprbmotion in rank and increase in salary
(apart from adjustments in salary related to the cost.of living"
and corrections of inequities) shall:th based, primarily on merit

'as defiried,by the criteria set forth in the following statements:

a. Teaching effectivene
Profeasieaajal degrees or achievements;

c. Scholarship; ,

d. Advisory and couni4eling: service to students;
e. Act'vity.in profestiona societies;
f, do tributi9ns toi.educational programs and administrati ie

orkbl the College other than teaching and 'research;
Profe,AssianaVactivities in the community (local, state,
nationaland international);

h. Personal ttributes: integrity, industry, open- mindedness,
obiectivi , leadership and cooperation.

,

. These -crite a are not listed in order of importance, and a
rigid applicati roof them is totbe avoided. Vaiying needs and
opportunities o 'faculty members will require flexibilityln
weighing the sev ral items, although greater demands should
be made for-high ta,inrhent in scholarship and teaching ability,
than in any other areas of qualification.

Promotion in ;rank shall be accompanied by'an
in rease in, salary.

VII. Termination of. services

For faculty inerfbers oh terrwrapPointrnerits.

1. Termination of term'appointruents shall be initiated in the
Schdor of Arts and Sciencesby.the Department Chairman
or by theDean of the Faculty should there be no appropriate
departinent, and in the School of .TheolOgy by the full-time
faculty with the rank of Associate, Professor or-Professor,
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THE ACADEMIC ENATE ( continued)

For lac ufty members on tenure

The Academic Senate will evaluate the situatiOn. and make its
,-.recommendation to the appropriate Dean for tranSmission to

'the President and, if necessary, the. Executive Co Minittee of
the Board of Trustees.

For termination at end 'of term, notificatipp, of termination of
servicles shall be given as early as possible. Such notification ,
shonldl,be made in writing by December 15, if ;possible, and in
ant' event, no later than February 1 of the tetrninal year.

For termination
may justify brea
'nary
gross
to the
reques
Statem
leges
will be

tiring the term, among the conditions which
g of term appointments shall be pxtraord-

of financial exigency, incornpetence,
immorality, conduct clearly Inimical

the-College. the afacult5i.'inember so
e for hearing sek.forth in th' l940
of the Association of American Col-'

ssociation-6f tiniVersity Professors

ircumstance
nsubordinatio
est interest o
s,the procedu
nt of Principles

rid the American
followed.

Except in 't e case of retirement r age or under extraordi ary
circiimstan es because of financia exigencies, termination r
cause shall be in accord with the 19 +0 Statement of PrinCiPles.

VIII. Sabbatical Leaves

A. 'Applications for sabbatical leave shall be iated by the fa\c
membelr. The application will be passed by t ppropriate\
Dean and forwarded to ,the Academic Senate. T e Senate wi
evaluate the application and make a recomMend Lion to the
appropriate Dean for transtnission to the presid nt and th
EXecutiire Committee of the Board of Trusteed.

. .

As part of this appli
some detail a proje
his, leave,

Sabbatical leaves are granted for,o e serneste.t ull salary or
for one.year at half salary. Faculty mernberS),who--- ave served
not less than six years as full-time P ofessors, Ars
fessors or Assistant Professors are'el. gible. Norni
dates are selected. acceording to seniorit or urgency p

/
ation the faculty meMber shall midi

t of scholarly, value to be 'Pursued dnri
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THE Afe7.A1)EIVIIC SENATE

The teaching load of
\_shared by other facult

ances.

to

continued)

e faculty member 0
members cept

Applications should *prig
the Executive Committee
no later than, - January 15 o
semester, or May 15 on le
semester.
0

na

t

'sabbatical leave is
rider unusual circurn-

gh so that tfrnal action by
f Trustees may be taken
gin the following Fall

n the folloWing Spring

y enot
c)f the Board

leaves to b
ves to beg

Academic Freedorn and Tenur

The .Staternent of Principles,dat
tion of American Colleges and th
University Professors., which
Hellenic College, is hereby re

Amendment of the Act

This Act may be amended
Schools, subject to ratifi

a

d January,. L940, of the Associa-
American Association of
heretofOre been adopted by
med.ffi

y majorit
ation by th

vote of the itultiesof both
Board of Trustee's.

The present Act, a s amended, has been reviewed and sanctioned

by-the Board of Tr stees with the following proviso.: that nothing

in the Act may b construed as gra Ling to the Aciademic S

any authority th= t would cdnflic h the authority veSted it the

Board of Trus ees, -its Executive Committee and the President'

of Hellenic V olle e.
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THE ACADEMIC POLICY

GENERAL INFORMATION

A. The Registrar is the, college, official responsible
for the interpretation and implementation of all
academic regulation's. Questions pertaining-to
any part of the Academic Policy 'should be re-

%ferred to the Registr r.

An designations risted bei -w such as honors,
probatiqn, grace p ridds, c. , will be made
parCof the 'student's ermane3 t transcript, and
notification shall be s nt by the Registrar to
the parents or guardia of the student.

II. GOOD STANDING AND PROBATION

A. All sti4Nnts, must maintain a Quality Point
Average of 2.00 (C) pet' semester in order to
be Considered in gbod academic standing.

NN

Less than a 2.00 QPA automatically places a
student on Academic Probation (AP).

Students will receive written notice of an AP
in JanUary for the Spring Semester and\J9e
for, the Fall Semester.

III. ACADEMIC DISMISSALS, APPEALS AND GRACE .

PERIODS

A. Students who a\,e on Academic Probation for two,;(2)
semesters, consecutive or not, will receive an
Automatic Academic Dismissal (AAD) from the.
Registrar afid be required to discontinue their
studies in the College.

7.7



THE ACADEMIC POLICY (continued) Appendix II - 2

Students may appeal an -Automatic Acwiern ic
Dismissal to tile Dean on the forms provided
by the Registrar°. The appeal 'must b,e filed
within ten (10) days of notification of .the AA.D.

The Dean with the concurrence of the majority
of the faculty may grant kone semester grace
'period to, a petitioning student. No student
may receive more than one grace period during
his enrollment at the College.

Students receiving a grace period must achieve
a Minima/1 QPA of 2.00 for this period. Fail-
ure to do so will res t in Permanent Academic
Dismistilal (PAD).

Students receiving Permanent Academic
Dismissal must d' continue their studiee'
immediately..

Students having QPA average of leas and 1.00
6 '(D) shall receiv the AAD immediately, subject'

to review by th 'Dean of Faculty.

QUALITY POINT A EAAGES Is

In computing he QPA, the Registrar will give
each semes r grade a numerical valde as

'listed belo and multiply the figure by the
credit val of the respective course, and "then
divide, the "otal by the sum of credits taken.
The resul ing figure is the Quality Point Average.

B. Not included in tabulating the 'QPA, are transfer
and summer transfer credits.. Directed Summe
Courses are included in the QPA.
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THE ACADEMIC POLICY *continued) Appendix II - 3

The numerical values of the gra es are as follows:
, .D

DE SYSTEM

GRADE POINTS EQUIVALENT

FiELLtiNV.co14,

A
A-
B+
B
B.=

C+
C
C-
D
F-

4. 0 93,and. above
3. 7 90 - 92
3. 3 87 - 89

,3:0 83
80 - 82
7 7a - 79
73
70 - 72
65 - 69

\\Below 65

D. Students having a semester A of 3.3,3 (B+)
shall be placed on the Dean' t. QPA of
3..00 (B) but less than 3, 33 will`place a-student
on the Honor's list.

E. Students carrying less than thirteen ('13) credits
are not eligible for either the Dea.nrs List or
Honoi's List.

V. GRADUATION REQUIREMENTS

I* order to graduate from the College, each
student must have a Cumulative Quality Point
Ai!.erage of not leSs than 2.00 (C), as well as

ingcompieted the credit requirements for
degree. A d'egree candidate must have

c mpleted a minimum of thirty-two (32) credits
at a full-t me resident student at the College.

B. e Cum ative QPA is Computed by adding the
(WA for e ch semester the student has been
*.rolled a d dividing the total.by the sum. of the
semester,

0'1
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THE ACADEMIC, POLICY. (continued Appel).

Graduation with honors will be based on the
cumulative QPA as follows:

1. Cum. QPA of,3.75 and above = With Highe
Honors.

2.. Cum. QPA-of at least 3.50 but le'ss than 3.7
With High Honors. 1

3. Cum. QPA of at least 3.00 but less than 5.59 =
With Honors.

VI. SUMMER TRANSFER CREDIT

A. The Registrar may grant permission to a. student
ta urnmer cou t other institutions and,

grant crek ese courses.towards the. Col-
lege's program providing

1.. The School and Course are approved byre
Registrar and the Director of Studies:

2. The Student mustrecei e at leasia C- (1,66).
grade fop the course.

B. Students m st make formal application to the
Registrar nd supply him with the official cata-
logue of th School Where the course is to be
taken., Permisiiion wiy1 be granted for specific
courses at approyeerSchools only:\ Credits from
othei than approved Schools r11 courses will not
be accepted' f0(r transfer.

No studeemay apply mor than eighteen (18)
summer 'transfer credits awards his degree.

The Directdr of Studies ay direct a student tol
take specific summer courses if this is deemed' ('

Courses will be inclUd d, in the QP . Failure to
inecessary.' Grades ac ieved in Di ected Sumnier

take a Directed Stfin er.Course`will result irtan
(F) for...that course o the student's permanent'.
transcript.
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THE ACADEMIC POLICY (continued)

SEMESTER REPORTS

Each instructor will file,with the Registrar on
the Supplied form, a : list of all stUdents in his
course who 'at the mid-semester point are in
danger of failing.

The Registrar will issue written warnings to
each student in this category and record the
warning.

Changes in pkogram may'be, made only with
the written permission of the Registrar. The
forrnal ch ge of program approved by the
Director of :Studies, must be filed with th
'Registrar toocomplete the, transaction. TJnless.
this is do e, no credit will be given for an
added co rse, and-a:failure 1)iiill,,be,recorded for
a drOppe course. A student_ ping a course
without permission of the Aegirstrar will be sub-
ject to d' sciplinary action,

No course ma.y.b. dropped after the third week of
semest r in:sf c ion.

7

E. An offi clasS.11._ t for each course will be
sued.: each semester ;by the Registyar. No
de t s permitted.'tO- ttehd a class if hiS

dos,net appeaF on the class list. The
is to report-t6 e Registrar any stu-

ho neglects to a end class.

C.

st
na
facul
dent

ATi6N

Stu ents of t h e Schoo a e classifi d according
/ to e followings scal

1. Full...ime Stu nts stucle is carrying a
credit load of t less than thirteen (13)
credits.

2: Special Stud studen s carrying less
than thirteen (13) credits.



ppend ix

3. Special Classification e,.students in a spe=
c. a1 categOry, who carnotbe,given regular
tatus such as-frgEthirian; -etd.

reslimam= a full-tim.e student whO has
completed less than thirtY-two"(32) Credit's.

Sophomore = a full-tiMe student who has
completed at least thirty-two (32) but, less
than sixty -.two (62)'credits.

Junior = a fall-time student who has cdm=
pleted at least sixty-two (62) credits but -

less than ninety-two (92) credits.

7, Senior = a full-time student who has corn-
:, pleited at least ninetx.otwo (92) credits but

less than one-handredfand twenty -eight
(1?8). ,

Theopassing of a student to a'higher classificatio
will be based not only on-the-credits earried, but
also on the fuffilltnent'of the required course pro.;.
gram. , Exafiipi.e: A 'student Who has.completed
thirty-two (32) credits "but has hot passed all of
the required freshrnan courses will reinain'classi-
fled as a freshman until, he has passed these re
qUired cdctirseth.-

No full-Arne student enrolled, in\the College may,
sii-nultaneously be enrolled at .a.notig,or institution,
In the Sdhool of. Theology, written permissionof
the Dean must be \obtained. In no case may 'Mord,
than one course be taken elsewhere per semester,
with a maximum Of throe courses.

AIWANCED STANDING, EXAMINATIONS

,Credit toward's the Undergraduate degree ma /
established through Advanced'Standing Examina-
tions (ASE) and CLE1i.
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THE ACADE'thc.IDQLICY (continued) Appendix II -

cants mint thaw
its :in re.quired and

rage of _'!C" or nett
le in good acaderiiic 'st

total amount of credit t can be applied y
AISEk'cannot exceed tW-ei-iW{2 ) -creel is nor- Ctin it
be apTolied toward the final thirty-tw (32) cedi"r\-) which mUst be completed in residence.

pleted at leapt twelve; (1
actuate courses 'with an
each course and must

b" obtained on the
1 h credit.d brgdes.,
E are not inc tided.

credit is en fi eyed:, *

A -gre.de f "C" or Ilett r
CLEP br SE in orde to estab
established as a res t of the
.in cor-Ap ting the 4(2P for only

No student m ke-an ASE or CLEP examihation
iif any cdurse in which he iP'cu.rrently enrolled.

fir

The -student in st show reason'able. proof of his
ability tO,takse,a pass an or CLEP exami
nation before per issioi will, be granted.'

Application for to AgE and Cfr,EP ex nation
muit\be. apprbved-on an individ axis. and ,

approval will.not be gra at the same time
exami ria ti o n s a sequence` of courses.

pprova to take theASE and CLEP examination.
any course. Indepen "upOn a s-tudent's-having

stablished cieclit-thi all rerkquisites- fOr the -
cbuilse which the exa is t be taken.

The fee for an ASE is15. 60 per Ci-edit.
wh.

'Students must_ rocure an application for the ASE
and CLEF- examiltatio ,,frorn the Registrar and h9,ve
it approved by the Directdr of Studigs. The ap-

,p14cation mu.st then b
requireq, fee to the 9R
the arrgangeMsrits.

arned along,,with the .

gistrar who 4ill then make
he fee is_ not refutqable.

WITHDkAWAI,S.AND LEA rE,SIOF ABSEN C E.
I

If a stLident desires
the Schdor. he plus
withdrawal frtom.' th
ci aireersignature a a

to withdraw voluritarily from er

secue an application for
Registrar, obtain the rem,
d, file" it with the, Re *stl'Ir.



If withdr wal take's' place after the eighth (8)P.,'
week of i struction,' thencarks of "WP"
(frithdre - passing) or "WF" (Withdrew
foiling) Will be entered on, his transcript.
credit will not be granted.

In the case of a minor, withdrawal will note
*permitted without written consent froth his
parents or guardian.

D. A student who ails to withdraw-in th,e pre
scribed manner will not be entitled to an
honorable dismissal nor to any refund, and
will receive, the marks "INF" on all,courkes
carried;

Notations will be entered onlhe permanent
tramscript as tt.lie 'standing of the student at
the time, such as '"withdrew while disciplinary,
action pending", etc.

F. Reinstatement after withdrawal must be made
through the Office of Admissions. If the period
the student has been absent from the.C011ege is
one (1) semester or leds, then he may.be ad.;
mated by, reactivating and reviewing. his-original
application for admission. If the period exceeds
one (1) semester, .then.a complete new appli-
cation. fez. admis sion- must be filed.

Leasyes of Absence are granted by the 8cho.
only for :extraordinary circumstances over
which the student and the College -have. no

A. leave of absence granted for medical reasons
must have certification by the. College resid nt
physician on duty, that the student is actually
unable to meet the normal student activities
required.

Procedures for applying for a leave of a,b-1.7sce
are the sarrie as outlined in seCtion-"A".



THE ACADEMIC POLICY (continued)

A leave of,absence will be ranted for one se-
mester, up to a total of to (2) semesters. Nd
student may have a leave.of absence longer than
tw mesters during his Years at the Col-

' e,lege, subject to review. by.the Dean.

Astu.dent on a leave of absence may not enroll
at another School during that; periOd since he
is technically still a student at the College.'
Failure to observe this regulation Will'result
in disciplinary action.

. L. The effectiye date for withdrawals and leaves
swof absence is the date the application is filed
with the Regisr. 1-4


