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ORGANIZATION AN o

b ) v ,
The College of St. Catherine was named by the Most Reverend John IrETand, :
.Archbishop of St. Paul, under whose patronage the College was founded in

.~ 1905 by the Sisters of St. Joseph of Carondelet. The educational fore-
sight of its first-president, Sister Antonia McHugh, -is commemorated in the
-name of the Fine Arts Complex which bounds the campus on the east.

‘.},
i oo
ADNHNT?RAJK]V

The College is a.charter member of the -Association of Minnesota Colleges,

the Minnesota Private College Council, and the Minnesota Private College

Fund Association. The College also holds membership in the American

.Council on Education, the North Central Association of Colleges and Secon-

" dary Schools, the National Catholic Educational Association, the Associa- L/('
tion of American Colleges, the American Association of Colleges for Teacher
Education, the Upper Midwest Assoctatjon for Intercultural Education. '

\,/( ’ . Y.
] . . PR3 8

" PHYSICAL ORGANIZATION o T

KEYED TO -THE MAP on the‘oppoSite page .are brief descriptions of facil-

ities provided in campus buildings:

1 & 7: Derham Hall: receptionist'and switchboard; administrative
' offices; offices for student organizations and publications;
news bureau; post office; faculty mailboxes; publications off-\

~ jce; mailing office; dormitory rooms .
a2t Visual Arts Building: art department faculty studios and
™~ offices; teaching studios and classrooms; galleries
3: : Bookétore: textbooks; supplies; paperbacks;. cakds; gifts
4 Caecilian Hall: facﬁ]ty offices; conference rooms; dormi-
- ' tory rooms
5 Chape] gj_Our Lady gﬁ_Victorzf chapel for religious ser-
vices; guest house; Lower level: Alumnae center
6:° - Crandall Hall: dormitory rooms; lounge
9: Fontbonne Hall: gymnasium; swimming.pQol; non-smoker Tounge;

health clinic; faculty offices; classrooms

11 & 23: Whitbz HaT]: classrooms; faculty offices
, tories;-guest rooms; student lounge; dorm
d'Arc auditorium . ' -

\ language labora-
tory rooms; Jeanne

12: - 4t. Catherine Library: book and periodical\holdings; archives
, « and special collections, rare book room; audio-visual equipment,.
o ~ listening room and recording facilities; photographic reproduc-
e ' tion; conference room; library school classrooms; librarians'
offices o .
. =]

-]']_ . - ~\ - —

7

g
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Physical Organjzation Coh't. REE e ,

13: . Mendel Hall: classrooms; faculty offices;‘]aboratdries;
stogk-ropms, and balance-rooms for science instruction;
nursery'&chqo] c 1 o 4 . S

14, 15, 17, & 22: Mother Antonia McHugh Fine Arts Complex: Frey

Studio theatre; speech and drama department faculty off-
ices and classrooms; Q' Shaughnessy auditorium; Recital
hall; Performing Arts library; music department faculty

offices, classrooms, practice rooms . . : A
18: Stanton Hall: dormitory rooms; lounge .
19: Saint Joseph Hall: centralized kitchen and food service; '

snack bar and coffee shop; smoker; student and faculty
lounges; faculty offices; the Alumnae office; home eco-
nomics classrooms, laboratories, and kitchens; dormitory

<

rooms .
Lt o . .
. . %, - .
20: . Saint Mary Hall: dormitory“rooms; guest suite; conference -
rooms; lounge i : ‘ o .
) & ,}V o ‘ ° . - ..
- <, wé «

W&
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. ADMINISTRATIVE .OFFICERS

Board of Trus . . ' b o
Mof Tstees -
Members, now numbering 18, are'appointed by the Provincial Council of
the Sisters of St. Joseph for three year terms. Charged with determi- .
~ ning fundamental policies and with overseeing College administration’
and support, the Board meets as a whole quarterly. The Executive Com--
nittee, made up of the Board chairman, vice-chairman, and three mem-
‘bers elected by the Board, meets as necessary. . The Board appoints the
President of the College. Current board members are listed in the - : .

_ Catalog. ‘ | ‘(::i\///
"y~ President . ' ' AN,

The principal executive office of the College, the President is res-

. - ponsible to the Board of Trustees for the management of College affairs. E
She makes the final decision cancerning appointment of all other admin- .
istrative officers. Reporting directly to the President are the Aca-
demic Dean, the Business Manager, the Dean of Students, the Director
of-Alumnae Relations, and the Director of Development and Public Rela-

. tions. The President is ex officio a member of the Educational Poli-,

. cies committee and_the Public Relations committee. She.appoints mem- N
be’s to the Committee on Indtitutional Studies and to the Library
committee. o
Academic Dean e ' .

<@

The Academic Dean is responsible to the President for academic matters.

Her office is primarily concerned with matters of faculty personnel,

%tudent academic advisement, educational policy and procedures, and the. .
curriculum. The Academic Dean is responsibte for the preparation of the
instructional budget for presentation to the President. Thé Registrar,
the Director of Admissions, the Librarian, the Director Placement

and Testing, ,the Counselors, the Direc&On of Interim Stadies and Summer
*Session, and ‘departmental chairmen rep rt Yo the Académic Dean. -The -
“Dean is ex officio chairman of the Curriculum and Academic-Committees -
and a member of the Educationdl Policies Committee and the Committee

/

on Institutional Studies.. , o ) ,
The duties of ‘the Registrar, the Librari;;é the Director 6f Placement - -
" and Testing, and the Director of Interim S udies,and Summer Session

”' are inherent in their titles.
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Adiinistrative 0fficers Con't.

’ "Business Manager

“The Business Manager is the principal financial officer of the College

‘and is responsible to the President for all business functions.  He
assists the President in preparing the annual budget and oversees the
management of the College's physical plant and property. _Reporting

to “the Business Manager are the Comptroller, the Bursar, the Director
of Purchasing, the Superintendent of Buildings and Grounds, the Direc-
tor of Food Services, the Director of 0'Shaughnessy Auditorium, and
the Bookstore Manager. The duties of these officers .are inherent in
.their titles. : : . \ .

Dean of Students ’ . P

The Dean of, Students is responsible to
and organization of student services and activities/ The areas which
come under her supervision aré fousing, Health Seryice, Campus Ministry,
Financial Aid, and Counseling, s wéll as Student Government with its
Commissions of Education,
and the Resident Student (ounciThand Day Student/Council.
Director of Admissions

: !
The Director of Admissions supervises the procedures. through which
students are admitted to the College and is responsible to the Aca-

_demic Dean. The Director's responsibilities include: determining

with the help of the Admissions Committee who shall be admitted into
he College, supervising the dissemination of information to prospec-
tive students, and coordinating the recruitment activities of the

-/ admissiens counselors.

Thé staff of the admissions office functions as the field represen-
tatives of the College by presenting its programs and providing informa-

tion to prospective students. -

* dent, the Bysiness Manag

Director of Development and Public Relations

The Director of Development and Public Relations is responsible to,

its financial needs. Working with the Presi-
, and other pdministrative officers, the

the College pfagram and

the President for the pg:ientatiohAto the public of the character &f. .

Director Development formulates pl ns, for increasing undérstanding
‘of finangial needs and for increasing sufport for current operations
and long-range programs. The Director of the News Bureau and the
‘Director of Publicatipns report to him. o :

2.1~

ie President for the development

eligleus Life, Spcial Life, Community Action,

S
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-~c011eges and to seek ways to.avoid or eliminate: the 1east necessary du-

/

- areas, by a-grant from the Hill Family Foundation. The grant support «

]

- ordinator is Patricia A. Mullen, located in Augsburg s Memorial Ha]l,

~ groups, or administrative units. Dr. Helmich has noted that those who
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INTER*COLLEGE COOPERATION e

The Co]lege of St. Catherine participates 1nlLooperat1ve association -
with four other Twin Cities private colleges: Augsburg College, Hanfline ,~-% .,
University, Macalester College, and the College of St. Thomas. -The

purpose of this voluntary association is to expand educational opportun- .
ities for students and professional options for faculties in the fjve

p11c3t1ons in prog%ams and fac111t1es

Cooper5t1ve efforts are funded both by the colleges and, in “five se]ected

is used for experimentation in admissions recru1tment, 1nter-campus
transportation, an urban affairs program, counseling services for minor-
ity students, and mini-grants for Jo1nt developmental efforts proposed
by f1ve coTlege personne] ,

The Coordinator of Inter-College Cooperation is Andrew E. Helmich, 1oca-‘
ted during 1974-75 at C.S.C. (Derham Hall 204). . The Urban Affairs Co-

Room #125 (332-5181 Ext 450), -

Professional rapport and the exchange of ideas and information with f1ve- »
college colleagues occur in numerous Formal and informal ways. Two
structured channels are the Five-College Advisory Group (to Dr. Helmich)
and the Five-College Urban Affairs Advisory Group. CSC has faculty "~
representation on both committees. - , - ) o

Other effective means for association with five-college colleagues are .,
through existing: organizations, whether departments, special interest ‘

would 1ike to meet with counterparts on the other campuses are “urged
to make the contacts without asking that his office arrange 1t
“ [ .
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’ DEPARTMENT CHAIRMEN

’ The Department Cha1rman

‘ attends department cha1rman meet1ngs as cogﬂoked by the Academ1c Dean,

L] f -

,holds departmenta] meet1ngs for- d1scuss1ng common objectives and
prob]ems and for propos1ng 1mprovements in curr1cular offerangs.

, madnta1ns a file of faculty and departmenta] mater1a1s,' L f§,

, p1ans course offer1ngs for each year and tne assignment of teaching
duties to members of the staff 1n consultat1on with the Academ1c .
Dean ahg\the Rq§1strar,

1

t W W, ?
prepares the departmenta] budget, v }
L *
keeps the recd ds for the ahnual repgrt and writes it according
yttine furn1shed by the Academ1c Dean, L
T %", .

ig%%ﬂ; cand1dates to f111 vacanc1es in the 1nstrdct1ona] staff -
/_;/fwa the department %gg makg%%recomMEndat1ons in regard to their
P su1tab111ty (refer to ULTY CRUITMENT POLICY, November 25,

- 1970’

R

ass1sts new. members Wath prob]ems of 1nstruct1on and student re]a-
_tions, - * e : CoN

e
RS

prepares a written eva]uat1on each facddty member"o¥ the depart-
ment for the Academic Dean andig¥he Faculty Personnel Committee " X
- accord1ng to “the Evaluation of '@ Faculty Member. form furnished, =~ o

encourages facu]ty members of the. department to keep abreast of
‘professional \Hterature and research and to usé the best methods
Cof. 1nstruct1on and ‘

¢
vf'_ 2 o A

L represents the 1nst1tutton at educat1ona1 meet1ngs and conferences

or- asks a member of the department to attend

.\ . | L ' '. . - é?

o

%‘“3‘ S . i Wl
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ACADEMIC STANDARDS AND PROCEDURES

Ekper1ent1a1 Learnvng
B

' agtively engaged in'the process of rat
ledge with practical ‘expedience. A used in thi§ context, prac-

“~
- o

.of eve]opment,

A

2. -the poss1b1]1ty of p]ann1ng for "the exper1ence nn advance and .
: of secur1ng definite faculty approval; . : . .
3:  the relationship between credit and the time and work nnvo]ved 9
“(Work in an observing-participatory capacity for four 40-hour
: weeks should be consideréd to have a full course value. Ex-
‘ periences completed dur1ng the summer shou1d be nncluded in the
' student\s fall program:)

=

- 4.  careful bvaluation on the basis of goals wh1ch have been agreed e
' "~ upon by the student, faculty- sponsor, and when poss1b1e, the
~actual work supervisor; .

" 5. the many opportunities experiential 1earn1ng offers for self- &
evaluation. *

(Extracted from REPORT ON EXPERIENTIAL LEARNING, Educatn@na] Poli- o
‘cies Committee, April. 20, 1972.) ¥ _ e

To register for an experiential learning course, the student gets
special permission from the chairman of the department, except - v
the Education Department chdirman, before she is permitted to
register. . The chairmah uses the same forms for Expernent1a] :
Leafning permissions as for Independent Study by.crossjing off
: }”Independent Study" in the upper PTght -hand corner and wrntnngﬁ
o in "Exper1ent1a1 Learn1ng




Institutional Policies Con't. ' ' e //{ij//%y

¥ _
,Independent Study ' 7

plapned, and carried out by the student with minimal direction by the
faculty members sponsoring theiwork. In a tutorial kind of study,
. ‘the faculty sponsor gives gﬁeater assistance in planning and direct-
- ing the project. Dependpng upon the type of study, meetings with
students range firom a_few times in the semester to biweekly meetings.
" A basic outline for an independent study- 1nc]udes .

Indepemdent study projects 1u%she'trad1t10nal'V1ew are initiated,

ﬁ. tement of the z.bject,

2. objectives, j S
3. tentative outline of pvocedure, W

4 length of time for the prOJect, S

5 method of evaluation.

Some departments use ;a special form for record1ng this information.
Such forms should be‘given to the chairman of the department for
approval and are in addition to the brief Independent Study Permis-
sion Form described below.

Students wlsh1ng to register for an independent study obtain an
INDEPENDENT STUDY PERMISSION FORM .in triplicate from the Registrar .
or the department chairman. The department chairman signs the form
and then either a) writes the ndme of the Instructor who will be

,* supervising the -study in’ the 'space provided OR b) asks the studemt'
to get the supervising instructor's signature on the form. It is
understood that such” appl1cd%1on is preceded by a discussion of the s
proposed study by the student with an lnstructor

P

The student brings all three copies of the . s1gned form to the’ Re—

gistrar's Office in order to register for %he independent study

course. The three’ copies are later distributed to the department

chairman, the instructor who is supervising the project, and the

Registrar s Off1ce _

Final grades for the 1ndependent study projects are given by the
. faculty-sponsor b the department chairman who reports the final
- _grades for all students to the’ Reg1strar s Office.

: T~ .

Y

21.0- 0 . o 1974
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Institutional Policies Con’t.

Specia] Major .
Varjous major fields of study aregavailable to CSC students ‘either
at St. Catherine's itself or through the cooperatnng,co]]eges o
The requirements for these various majors are defined in the cat-
a?og In addition, Special Majors may be proposed by the student
in place of fhe regu1ar, def1ned programs. .

.

. Def1n1tlon
The 6ppc1a1 Major, wh1ch rnvo]ves study in depth in two or three A
fields, is intended for cne student who wishes to design a program v

- to - fulfill special interests or goals. The program of study
should include & minimum of 12 and a maximum of 15 courses,
with at least half the courses in each field at an advanced level.
(The Spec1a1 Major differs from a double major for which the. . ;
student meets the complete rqqu1rements of two separate fields.)

Procedure ' ‘ ~ s
‘The s;udent consults with the dﬁpartments involved in her pro- : % :
~,posed major and w1th her advisor. , : e,
, . . "
The student fills out the form, Petition for'Spec1aI'MaJor (see =~ = &3
p.-21.4) and submits it to the Academic Dean by the date in her ' .
Y sophomore -year when sophomore petitions are due. The petition - =~ - ° w5
\ ' will be reviewed by, the Curriculum Committee; in some instances, )
- the Cormittee will ask for a personal interview. "The Academic. oo

Dean will not1fy her of the action of the ttee,beforejpréﬁ
reg1strat1on time in the spring. ' _ :

‘ N ' Lo . i ’ . £
1

e Spec1a1 Ma;ors, Examp1es

East Asian Studies (or other Area stug1es such as Mmddle Eastern, - .
Russian, Latin American, African, South Asian):  a language and . °.
cultural emphas1s ?s common. Courses’ will norma]]y‘need to be “ <
. taken. on»severa] of the Five-College campuses, in departments of . _ L.
~ Modern Languages, H1story,~Re11g1on (Theology), th]ospphy, L1t- C T 4
erature, Art, and . the various Social Sciences.: : ‘

Humanities Norma]]y based on a core of Interdvscnp]1nary courses . .
in Humanities (at CS€; 1D"201, 202, 203 and 204) and additional e o
‘study_jn the depaftments.of Art Speech and Theatre, Eng]nsh, . -

“Modern' and C'\;s1ca1 JLanguagess and Ph1losophy . ] ) LT,

" Social Studies Normally based on a core of courses in a ssngle .
field”{Anthropology, Economits, Geography, History, Political
Sciénce, ]Soc1o1ogy), and.additional ‘study in'several of these

ame fields. : . v,

e

’\ L .
TopicaLﬂé;;;E”Many different poss1b111t1es can be arranged de-
‘pending on -individual student interests and goals. Some top-
“ical m¢Jors proposed by CSC students regent]y are: e
o 21.2- ) . 1974
Coal . e 17\ !
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l Ihstituxz;hglPolicies Cbh't '/ : o L
"Business ahd Human Re]atlon " (comb1n1ng with Busnness Administra-
tion study in Psychology and Sociology). N
.
7o "Occupational Therapy and Child Development" (combining OT study N
ya with Psychology, Education, and Biological Sciences with empha-
/ | s1s on child growth and deve]opment)

"English and- Journa11sm in Public Relations" *(core of study in ..
EN and Jo supp]ementedtby work in Business and Communications),

Mechanisms of Lhange in Econowic and Polltical Systems" (coumse
work chiefly in PO and EC).

"Modern Languages and Business" (comb1n1ng foreign language study -
and work in Busyness Administration).

Environmental Studies (to prepare for participation in environmen-
tal activities programs or for-graduate work; involves study in

the sc1ences--Blology, Chemistry, Geblogy, Physics; in Mathematics;
and 1? the 'social sciences--Political Science, ‘Economics, Geog-
raphy

- (From Academic Dean)'
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ACTION BY CURRICULUM AC‘OMlvdI"I'I‘EE : — ya
S PET“ITI/ON FOR SPECIAL MAJOR
(Do_tot Write In This Area) _ | | |
'STUDENT'S NAME | GRADUATION DATE _
P.O. . 'PHONE _CUM. GPA________ DATE SUBMITTED _ .
TITLE OF THE SPECTAL MAJOR: _ | - 3 -

PURPOSE OF THE SPECTAL MAJOR (one paregraph):’

-«
.
-~

COURSES IN SPECTAL MAJOR: (Include dept., mumber, and title; put am X in fromt
: of courses already completed.)

“

o
SUPPORTING COURSES: (List on backy if necessary.) :7"
. . o - "’/ " ) .
. . ”;! ‘J
A ’ ’ C - .(-‘ , (‘
) .
APPROVAL OF THIS PROPOSAL BY ADVISOR AND DEPARTMENT CHATRMEN
DEPT. CHAIRMAN: (signature) a (date)
. y g 7
L (comment ) ]
’ . [ ¥ N -
_ DEPT. CHATRMAN: (signature ‘ - (date) , L
" (coument )
DEPT. CHATRMAN: (signéture) .27 ____(aate)
(comrent )
ADVISOR: (signature) B T : . (date)
(comment) - ‘ I :
o ' - ' ‘

s 19 - vaTh




~ v . v . . . ; -

PAlicies Con't.

1

Institutidna]

Inter m“Progosa]é

The/purpose o% the Interim term is to break the typical routine of
’ expected schedules and‘curricu]um‘infhopes that such a change may
SR vdinvigorate a sense of intellectual excitement and adventure:
For the faculty the Interim offers the opportunity to delve deeper
into a specific area not emphasized in the uwsual curriculum, to
experiment with different pedagogical techniques, and to teach in
an area of high interest not in their customary departmental
" classification. o o . ;

Proposals for Interim study must have substantial intei]ectua]
content and must presume sustained effort that is disciplined,
consciously structured and carefully evaluated by appropriate -
means. : ‘ ' o _

1. A11 proposals should clearly include sufficient matter to
occupy students productively for a full month.

2. Approval for an Interim course must not rest upon the degree to
which it apfroximates the conventional. Instead approval
should be depenflent upon: o

(a) the degree to which proposals place high intellectual
- demands on all concerned; ~
(b) the degree to which the proposed subject matters form
' a coherent whole; S g
(¢) ' the degree to which there is precision in the articula- ) .
tion of goals. e ' N

3. If the acquisition of skills is a large component of a propo-

‘ sal, care should be taken that other aspects (such as theory, - -
_history, cultural background, and appreciation) are includéd '
in an integrated -and systematic manner. -

v

_Proposals which include field work should make génefdus pro-

4.
vision for advance preparation and also for systematic reflec-
:;‘ . tion on thve experien‘ce_.‘j o T '
" 5. A1l proposals should include ample provision for explicit.

evdluation of the work done. -

6. To retain a sense of freshness that is in line with the objec-
tives of the Interim term, unless there is unusual student
demand, courses should not ordiparily be repeated more than
two years consecutively. ) N :

- The pi-oposals are to be no more than one-half page in length and include
. title, objectives, procedures, method of evaluation, prerequisities,

~and. expenses. ‘

N

©(From a Curricylum Committee Report, 1972)

-21.5-
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INSTRUCTIONAL MATTERS

Syllabi and Course Plans

Syllabi for courses newly introduced or substahtially changed/
regularly prepared each semester for the departm;ﬁt chairman /h
forwards. them to the Academic Dean at the time ?f the annua

departmental report. A basic syllabus outline ‘includes: 2

Number and title of course.

a. , .
b. Designation of full or fractional course value. / -
Y. Instructor's name. ' 7 -
d. Text. . ; P
e. Aims of the course. , /
~ f. Course content outline. . . . /%'
g. Techniques used: ~ R A
Lectures, papers, laboratory work, special projects, discussions, etc.
h. Bibliography = . _ L i . ‘
i. Testing and evaluation, - :

including copies of important pxaminati@ns.

Classroom Assignments.

. Classrgom assignments are the responsibility of the Registrar on ~ -
the basis_of class size and instructignal needs. A chart indica-
ting use of classrooms at-all,teachiné hours is mounted on the
- west wall of the Registrar's Office. Changes in class hours,
which should be cleared.with The Academic Dean, are recorded ~
with the Regisfrar,. who corrects the chart. Discussion sections
meeting for one or more hours a week infa conference room or a
~"classroom other than the assigned one should be recorded in the
Registrar's Office to prevent double scxeduling.
Attendance Policy -
Instructors are -alerted to the attendance policy statement in the
* Catalog, p. 38. An-instructor's policy should be* explained clearly
to students at the beginning of each term. 2

One of the ways the faculty make clear their interest in the student
as an individual is their awareness of continued or unexplained -
absences from class. Calling the Dean of Studemts about the con-
tinued absence of:4 student for whom no drop card has been received
may provide the opportunity for a service necessary to a student

in potential or réal trouble. After she has found the reasom for
a continued absepce and has, if netessary, referred the stuydent to
counselors, the Dean of Students will notify the faculty member who
called her. ' : '

&

-22-

21




ﬂInstructiohal Matters Con't. a . . ,: A - B e

- Cléss Admittancé Cards ‘ . " - L L

4

At th& beginning of each semester students are issued class admit-
tance cards for all courses for which they are officially registered
for that semester.* Every faculty member should require a class «
admittance card for each student in the class. St. Catheriné's
students should be asked for Qhéfr cards the first class session
of the semester. Cards for eXchahge students will be issued
directly to the instructor from the Registrar's office. -

*Cards are not issued to .students who "ADD" the course after the

instructor has received the class list. (See statement below .

"Drop-Add Procedure".) - : s v .

oo

Drop-add Procedure (after class.lists have been .issued fo'instrucfors)

A stddent wishing to ADD a class must obtain the instructor's signa-
tufe on a drop-add card. If the class is already too large the =
instructor may refuse. to sign the card.. In order to admit a student
!/ to the cldss the instructor signs the drop-add card and ADDS THE

/K,,,,;/' STUDENT'S NAME TO THE CLASS LIST. The student keeps the signed, card

and takes it to the Registrar's Office where the registration is
changed. No class admittance cards are issued for these students
who add classes after the class lists are printed.

A student wishing to DROP a class must fill out the drop-add card
" in the Registrar's Office. The St. Catherine's student is NOT

~ required to get the signagures of instructors for dropped courses.
The Registrar will send a note notifying the instructor that -the
student has.dropped the course ARTER the student has completed the
“drop" procedure in the Registrar's Office. Students sometimes -
stop attending class days or weeks before they finally complete
the drop procedure in the Registrar's Office An instructor wishing
to check on a "missing" student: for whom no drop notice has been LW
received should call the Registrar's office. The office may be
able to help contact the student to find out if the student is

ptanning to drop the course, _ ’

e
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EVALUATION AND GRADING . o "

. Po]igx_on StUdent'Academic Progress --  See current catalog

Final Examination: P011A17 N

(1) Faculty members determine methods of evaluation approprtate to
* - the objectives of each course and the students tak1ng each course.

(2) whatever means of final evaluation are se]ected, it is expected ' ‘
that the scheduled time. during the Final Examination period will ’
‘be used for final evaluation purposes. "Take-home" tests should '
‘ . be assigned in such a way as not to interfere with the normal
‘, . work students have in regular classes during the week immediate-
: ly preced1ng the Final Exam1nat1on period.
¥ the regular classroom is not needed for the final evaluation,
notices should be given to the Registrar's Office. This proced-
= 7 ure he]gs the Registrar rea551gn rooms when requested (see point °
5 below

“o

. (3) -Any Jtudent who has three or more examinations schedu]ed on the
. " same day may reduce the nugber to only two by the comsent of the
1nstructor of each rescheduléd examlnat1on

(4) It is umderstood that” rescheduling of f1na] examinations is not
permitted except for serious reasons beyond the student!s con-
trol (examples of such reasons are a death in the famn]y or a
student illness); p]ane reservations dare not usually in the cat-
_ - egory "serious reason." Within the above general gunde]nhes.
. ¢ « - faculty members are expected to.exercise their own judgment in
: ree/pnd1ng to student requests” for reschedu]ung

(5) Faculty try to ensure the best possible’ phys1ca] cond1ttons for
Final Examinations. Should the redular classroom be considered
inadequate, request should be made to the Regnstrar for a- bet—
ter room - 4 Y

4 .

ReVised?]]-?—ZZ , B

\
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Evaluation @n&‘ﬁradingLCon'L, .

Mid Sggester,Gradeé

-

_ Grades, reported to-the Registrar according to the directions attached
* -~ to computer sheets, currently follow the system outlined in the Cata-
** log. Mid-semester grades are reported as Pass except for freshmen and
" for students doing D or F work. However, CST students must be given
a letter.grade.

<

Conments For CSC and CST Grades

Grade reports reach parents and students by means of .a computer-printed

slip. A s¥§tem of codified comments is used to permit the instructor ,/.
¢ to add at Teast a bricf comment by way of explaining the grade.  Com-

ments are available from the Registrar's Office.

4

Incompletes

The-policy on incompletes is stated in the Catalog, Instruétors
should promptly report a make-up grade on forms available in the
Registrar's Office. ~ '

o Dean's List

()

The Déan's List, pub]ished'tW1ce mually, rgcogﬁizes students who -
have earned a 3.7 grade average/(@.0=A) while taking at least three
- full courses on a graded basis. .

L4

L

[/

» - .
. . . .
. - . . . :
. \ .

. . : L
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FACULTY OFFICES AND OFFICE HOURS o K

Faculty offices are assigned by the Acagemic Dean. As far as possitle,
these are private and furnished with 'desk, chair, filing cabinet,
.bookshelves, and telephone. Office hours should be posted on the door.
The Faculty recognizes the importance of being available to students
durina.regularly observed hours-and by appointment at other,times

‘when necessary. Forms provided for recording teaching schedules-and
office hours are to be returned at the beginning of each semester

to the Switchboard. ' ;

/ <
i
o -/ /
- /
W /

&y

Lo
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STUDENT §R6;;H AND DEVELOPMENT

leﬁXNCE ACTIVITIES

1. Faculty members are assigned freshmen and transfer student
advisees according to the stated academic interests.and’
personal preferences of the incoming students. Faculty”

, are usua]]y provided with basic information on new adviseey
- . ear]y in the semester, they shou]d consu]t the student per

1nformat1on The attached form may be used for record1 g
information about each adv1see (See p. 25.2. 1)

‘ , change their major f1e1d 1nterest Changes are mad at the

; request of the student by means of a form availablg¢ at the

H Registrar's Office. The new adviser's signature is required
on duplicate form which the student then retdrns to the
Reg®trar's Office. Duplicate copies are sent to the new
and f%rmer advisers as notice of the change. //t '

2. Functions of the faculty adviser

L Academic « . - : L

LI

< (a) To help the student review her prog am -of/study, maker
i any necessary changes in the first /two eeks of the
v academ1c year, and p]an her progr‘

(b)Y To becomeffam1]1ar wuth the s¢ o1as i

pondence, schoo] record, reﬁérences, te x
_ autobiographical 1nformat1gn grade reports an
‘ . ther correspondencet ' ,ﬁ
o . (c).-To discover the study halfits of the student and he
budget her time ba]anc1ng study, work, and sagial
life. It is 1mportant/to get the student started on
acadgnic. work early in the year lest her whole college
‘career be Jeopard1zeg/by a poor beginning.

(¢) To confer with the /dvisee concerning midseméster and

the. reasons for failure and to suggest measures to be

taken: To encourage the average student. To help
thie gifted student to develop her ta]ents
—
~25-
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Advising | - - ,;

~ : semester grades. To discuss with the failing advisee. -
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* Guidance Activities Con't. -

*.  (e) To encourage the student toiattemd educational events on
- ~© campus in addition to those‘occurring im the classroom.

< o (f) To help the student clarify her -goals in choosing a
.. major (attached,p. 25.2.2 Major Field of Study)
Personal ’
S ' .'(a) - To help the student make the necessary adjustment to the
: college environment. &£ - ce

N present or if necessary refer her to, Someone qualified: _
e to give the needed help: counselors (see:below), doctor,
nurse, teacher, dean-of students, academic dean,_ or '

- campus, ministry. L e

(b) To help the student with personaIOpvab]ems which she day§

- (c) Tovhelp the student balance her academic and social
© -commitments with enough emphasis on the academic.

LY w0 . \

" (d) To make the student aware of th resources on campus
‘ for spiritual growth, aesthetic expression and. ‘healthy
physical development as well as scholastic achievement
and social &ife. .- D : :
S -, o ® .
, (e) To be available if the student wishes help on any prob-
o ~ lem. Some schedule of regular office hours- is a mimi- ..
" mum.essential. T, ot o
& : - E . . .
. (f) To.offer understanding and sympathetic attitudes toward
< P personal problems. D "
& . . )

Q . e .- . ° X e
: EMC - y 00 27° - S

v ﬁ0um9elimgfand"A11iéd Services

s ' In addition to academic advising available through faculty advi-. .

v, sers and_deans, the College alse provides the services of pro-
- fessional counselors. The counseling office is located on second ..
« .°. floor Derham Hall (see Catalog p. %8?. The faculty is-alerted
: to thg. importance of referring students who need assistance beyond
that which advisers or other staff membersshave the time or pre-
paration to offer. o

The ceunseling staff is available for a wide, variety of services:
counseling for personal growth and adjustmetit; educational -and .
. career planning; providing and evaluating i nterest, ‘aptitude, fgnd
. adjustment tests. Appropriate avenués for additionmal help are-also

provided by referrals to clinical psychologists ‘and psychiatrists. .

~ The Hamm Psychiatric Clinic is also available ‘for referrals. A
social worker 4Roog 204° D.H.~and a coordinator of Indiam programs
wo ., (first floor St. Mary Hall)‘are available full time to assist
-~ Black students and Indian studénts, both _those gnrolled at the
Col]zgeﬁand‘prospective s tuden e - .

4 . v
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GUIDANCE ACTIVITIES

L . o : MAJO"R, FIELD OF STUDY '

The following majors are available to St. Catherine’s students. The courses
given after certain majors (for example, AR 101) are recommended as the ap-
propriate beginning course for the major and should be taken. into consider- <
ation as you'choose your Liberal Arts Core program, : )

- \ Art (AR 101 or 102) . *No specified courses for first
-+ Biolagy (BT 111; CH 111) B sémester; general. liberal arts
Business Administration (BA 210) program ‘the first year. 1-.
, Chemistry: (CH 111) Prospectivz majors should also begin their College:
-~ " Economics® gy : ' Math; sequence.
’ Fast Asian_Studies {Japanese or'Chinese language)

: EYementarnyducation* “!There will be a fall meeting for Freshmen who
are interested in Elementary and Secondary Education to discuss the
Human Relations and State Requirement (Minmesota). - = ‘

English (EN 130, 131.132) . '
Foods and Nutvition (HE 200, C€H-11]) o :

: Foreign Language*: Chinese, French, “German, Japanese, Latin, Russian,
. Spanish. ~ For either Chinese or Jabanggsf\major field must be East
L Asian Studies. S N R

Geolégy {GE 111T) Prospective majors shouﬁd\&~‘o'begim their College =
History* - - - o : Math-sequence. -
Home Economics (HE 210) . L T— '
Humanities* 3 o N - o i

! Journalism* : : Voo L Sl .
Library Science* - ' o N ;.
Mathematics (MA 105 or-113) . e

- Music (MU 113;-also Individual Performapce Study and an Ensemble. " The
music major should be started in fall.of freshmen year. ) ' -
Nursing (CH 101) : A e S

“ Ogcupational Therapy (PS 1115 AR 120) AR 120 may be taken second semester
A//? or first and can be used to meet Fine<A¥ts area, requirement in Liberal .
Arts“Core. O0T-300 is open to freshmen interested jm 0.T. co
Philosophy (PL 190)~ L o .
~Physical Education* - - S
Phys¥cs (PH 1117 plus Math sequence) T
~Political Science* e . . o
Psychology (PS 111, BI'¥1) . =~ -~ . o
. Quantitative Methods (Math -sequence) " L : o
. . Religion (Theology) (TH 120} & o ,
Socigﬂ Studies* . ‘ : e ' L .
~ Social Work (SO 100). - - N ; S n
i Socibfogy (S0+100) -0 ] B
" Speech and Theatre (ST.103)7 ° o | RN
. Text%]es and Clothing in Business (HE 210)° .
Theol3gy (Religion) (TH 120) S - L
Special Major* .(Through consultation with faculty advisor during first
semester) L - . ’
* Pre-professional: . - : ‘- '
_Pre-dental (as for Biology) . )
~ ‘Pre-medicine (as for Biology major plus Math sequence)
Medical Technology (Math course, CH 111 and/or BI 111)
Law (general liberal arts program with major as desired) , -
There -are other pre-professional programs available including Engineering,
L ~Veterinary Medicine and Pharmacy. The Academic Dean has information avaii-
EMC T AR YA S ¢ Ammandd v én8'm: 1 A 1e74° :
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Guidance Activities Con't. - e N

" Members of the college faculty and administrative staff are also

K encouraged to discuss with any of the abové persons evaluation of

i ~ test scores and possible’solutions to a student's academic or other
‘difficulties. Faculty may also ask that one of the counselors seek
out a student who appears to need special help. Appointments by

. both students and staff may be made by campus phone, through intra
campus mail, by going to the counseling office, or reserving a time
at the D.H. reception desk. All contacts by students or staff are - -
confidential and are not recorded in student persomnel files with=
‘out permission. : ' -

. Campus Minﬁstry=

are available for members of the co]legé~commun-,
fare on the first floor of the Chapel Guest House.
services are posted- fie chapel doors or are - -

The campus chaplains
ity.. Their offices
Hour r Jiturgica

avail hrough the switchboard. - : .
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Guidahce Activities Con't. - W

s B

"

Financial Aid .

Students in need of f1nanc1a1 aid must submit an- app]icatmon to
the College and must file either a Parents' Confidential State-
ment or a Family Financial Statement. These forms -are available
in 102 ‘Derham Hall; the deadline for returning these forms is
February 5 for the f0110w1ng academic year.

Faculty members can be of reaJ help in the area of fnnanc1a] a1d '
when a student says she is leaving school,. or’ dropplhg courses,

-.,because of a shortage of money, or when it is obvnous that 'a stu-

dent is working too many hours. _The faculty member should talk

with the student and whenever possible refer the-student to the .

financial aid office. In those situations where a student is:

really reluctant to discuss finances with the financial aid of-
fice, the teacher should send’any 1nformat1on available to ‘the

off1ce . o

Funds are ava1]ab1e for students 1Q an emergency such as’ trans-
portation difficulties, death of a parent, an unusually large
book bill. These emergency funds are available through the fi- , .

‘nancial aid off1c§ ‘they are not intended to used as fimancial -

aid for.students who failed to apply for aid. Students may ob-
tain.smatl loans through the Co]]ege Assoc1at10n

. o

Financial aid may be granfed for second semester to students .
. encountering financial d’lfflcu]ty if some is available. Stu- .
- dents must apply for this‘aid in November and must offér some

evidence of a. change in their circumstances since their appli-"
cation for the whole year was made. This§ aid-is not available
to students who feel they did mot get enough for the year, but

“rather to those whose f1ﬁanc1a1 c:rcumstgncesghave chamged to’

warrant it.

7, B MR

® y . L I
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&67CURRIFULAR ACTIVITIES .«

i . 1 \

The Co]]ege Assoc1at10n*. s ‘

,A11 duly-enrolled students ong to the College Associgtion.. Leg-
islative powers are ‘ )
, + ciatipn Governipg 3
" oa __ident for: Educat1ona] Affa1rs, a V1ce President fon Coh=f
' Affairs, ak3552g;ary gnd a Treasurer, as well as-elected
. rtatives of e lass and the Class Pre51dents.

nepresen@ . o .

Memﬁghs of the College Assoc1at1on serve on comm1ttees wnth faculty,
. ' maké.recommendations, and atiend Faculty meetings. Faculty ane_ﬁnee S
3}0 attend CAGB Teet]nqs and enter into the d1scussnons

‘Representat1v§% of the C.A. meet with student governments of the

Ifive coordinating colleges and the private colleges of Minnesota
in order to exchange ideas, p]an 301nt act1v1t1es, and support

| educational advancement .

i The C.A. takes the respons1b111ty for student 0r1entat1on, soc1a] a SN
| events, cultural exper1ences, and cooperat1on tn co-curn1cu]ar
events.

&
+

~ Faculty and C0'Currieular5' o : - Y,
The facu]ty recogn1zes the value both to 1nd1v1dua1 students and

to academic departments of co-curricular activities, enthen as

regularly meeting organizations or as less formally constituted

occasjonal gatherings. Through' cooperating as invited moderator

or as participant in these activities, a genu1ne1y interested

“faculty membér can extend and make potent in students' Tives the

ob3ect1ves of, a liberal arts education. Departmental mona]e is ,

- generally h1gh in those departments whose faculty are acttve in ) ®
co-curricular affa1rs o '

At

/.

Permlss1on to organize any new extra-curn1cu1ar gnoup or actnvnty
is obta1ned from the Dean of Students.

y

i d?:

o
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Co-Curricular Activities Con't.

Schedullng,Co-currlcular Events

A calendar of scheduled co—curr1cu1ar and special cIass events (e
(e. g., outside speaker, meeting to which off-campus persons are in-
V1ted) is kept in the office of the Deap of Students. To schedule
%n .event, -faculty members ‘should check on the availability of. the

»

lace they wish .to reserve on the ¢alendar or;, if they are expecting
schedule the meeting in speech or music department rooms, with ‘

the secretaries of those departments. Then the faculty member obtains
, a~form fin tr1p11cate from the Dean of Student s Office, indicating
-~ time, place, descrlptlon of event, facilities necessary.

(A sample of this form is attached - p. 26.1.1) One,copy is kept
foriithe calendar record, one is forwarded to the appropriate arrange-
ment] personnel, ‘one. is reta1ned by thesfaculty member. All events
scheduled by Friday of the preceding week will be listed on the
weekly calendar af events circulated from the Dean of Student 'S
Office. .(See also Funct1ons of the News Bureau)

_For scheduling outS1de events at C.S.C. or for scheduling the use
of the Alumnae Center for outside events, see Scheduling outsnde
eventg at C.S.C. on p. 37.1. ,

v




*

Co-curricular Activities Con't.
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_EVENT REQUEST FORM THE COLLEGE OF ST. CATHERINE

: 14 QEMERAL NFORMAT JON

‘Name of Organization i —7 Person 1n charge
Kind of Event . T Fo.  Tel. Fo.

»

v

Place of Event - : Date of Event = Time

- G o : ”
Date of Request D ‘Faculty ﬂv/lsor

/ : ) e

1

SPECIAL INFORMATION IF EVENT IS IN MARIAN LOUNGE .

East Lounge west Lounge ____ Both _
DY

Food to be served? Yes No_ . Obtaingwtroﬁ. bod Setvice Own source_-

N

R ' . [Y . . . .
Food and/or beverage to be served: 1 ,:‘;f 3 .
: 8 _

4 o 5. ] 6 _

Number expected to attend ___ No. in attendance (do not i1l in)_ _

Will there be a speaker? ____ DO you want a lectern? Loud speqkéi‘?
N Y . B

s
P

_ Blackboard? __ _ _ Mowi’?a screen? Piano?, Other? _

i

i "‘ R
b

SPEC|AL _;_u_mmfmol; IF EVENT IS IN JEANNE D'ARC AUDJTORIUM
‘ X : . ¢
(If event is i}nj o ijigughnessy, arrangements are made with Auditorium 0ffice)
. E IA, . [ . e
Stage: Lectern .. Chairs on Stage (Number) Full Stage ____._ Apron.
Movie Screen - Microphone " -House lights Stage lights

There is a $5.00 charge for setting up and managing lights for each reheﬁrsal .
» and performance - L ' -

Other accomodations by special arrangement

-~ Remarks:

o

{ERIC-

\ _ ,




PROFESSIONAL ACTIVITIES

OF ALL FACULTY \
a. Full t1me faculty members are expected to attend general faculty
meetings. Part-time faculty members,are encouraged to attend
all meetings. Thursgpy mornings at 10:25 and Thursday after-
noons at 4:15 are set aside for committee meetings,’ forums, ‘
) and general faculty meet1ngs

«

b. Faculty members are responslble for announcements'made by:

" individual notices placed in faculty mailboxes,
notices in the Cog, thé faculty news-sheet,
announcements made at: faculty meetings, . : .
bulletins sent out from the office of the President \

. or from the publicity office, and ‘

notices posted on the bullet1n board- near the Faculty

ma1lboxes

o PN =
~— e e N,

c. :In case of an unexpected and therefore unarrqnged absence. a
faculty member notifies the department chairman so that class
‘members can be informed or a substitute prov1ded

d. Faculty members are urged to make suggestions to any member
of the<Library Committee for the imprpvement of library.
collections, l1brary serv1ces, and l1brary public relations.

_ e.AvFaculty members. wr1te references for itudents at their request
for grant appl1cat10ns and for placement service file

f. Faculty members are expected: to be present in a‘adem,c dress . e
for commencement processions;and exercises.  The Fgculty )
recognizes that students and their families d e full
faculty representation at the culm1nat1ng agc deml\fngQSlon
for a college career. .




Professional “Activities Con't. - P e >

®

. COMMITTEE:PROCEDURES - | o

Lists.off;urrenf<members of faculty committees are furnished to each
member every year. Committees ordinarily evolve théir own proce-
dures.: Normally a secretary is appointed by each committee at its
2 first sbéssidn. The secretary files minutes and any other documentary
. material.  The file is given to the committee chairman at the end
- of the year to be passed om to the next secretary. Copies of the 0
minutes are given to each member of the committee, to the President, °*
and to the Academic Dean. L, ~
At the end of the academic year the chairman of the committee prepares
three copies of a summary report and evaluation of the year's activities,
one copy of which is filed in the committee's minute book and the other
copies sent to the President and the Academic Dean. ' :

Committees have power to act on routine matters. Where special pro-
~ jects are deemed necessary or useful for the welfare of the College,
" such projects may be requested of a committee by the administration o
of the faculty. At the conclugion of the project a report is made to )

the one requesting the work to be done. : ,
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PYoféssional Activities Con't.
| TRAVEL AND RESEARCH

Professiona1 Meeting§

To encourage the professional growth of the faculty and to promot

. the vitality of the individual departments, theCollege will p

+ - the expenses,-in whale or in part, of the faculty members attend-
ing professional meetings. The chairmen of the departments, in
consultation with the department members, shall give the Admini-
stration an annual 1ist of meetings at which they recommend their:
departments be represented. The Administration shall authorize SN o

- reimbursement -for such expense on the principle of distributing
such opportunity equitably among the departments and individual -
faculty membgrs. o . - ' ' ) o

; B | | On the occasions when a faculty member is an official delegate
.of the College, the College shall pay the necessary expenses.

" Procedures:
(1) Department chairmen should submit their annual lists of

*- . recommended meetings for faculty travel to the Academic
’ Dean. _ R o ‘

(2) With carefu] planning, support may possibly be available
to each full time faculty member for one national and one
regional meeting of a major professiomal association, with
the understanding that when great distances are involved
it may be necessary to limit the national meetings to
alternate years. Advance planning with the department _ S
chairman is recommended, and preference may be given to
those who make long-range plans for their professional
travel. : ' ' o

(3) Air travel should be by coach when available. Compensation
‘for automobile travel will be made. Meals at meetings will
ordinarily be limited to one offi¢ial banquet.or”conference
meal. The conference registration fees, when separate from
organization membership dues, will be paid by the College.

"+ (4) Occasions when entire departﬁénts“are away at the same time
should be kept to a minimum. ' ' ‘

Travel request forms can be obtained from the Academic Dean. Allow
at least ten days before the date of departure. Complete the form
in dyplicate; obtain the signature of the department chairman; and

~ give the form to the.Academic Dean for final approval. The Business
Office after teceiving both approved forms from the Dean sends one
copy- tu' the applicant as notice of approval and retains one from
which the check is written. The check will be placed in the faculty
member's maiibox. After return the applican records actual expenses
on the travel request form; attaches vouchers.and receipts; and - -
submits this material to the Academic Dean. Yy i

27.2- | - o - K
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Professional Activities Con't. ' . : | S -
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£

Sabbaticals I |
- - . : .

" Long term planning of sabbatical leaves is advantageous to the

College, the departments, and the faculty members eligible fi
these leaves. Planning in consultation with the Department
Chaifman and the Academic Dean ought to begin at Teast two
academic years before the anticipated sabbatical leave.

Formal application for sabbatical Teave should be made by Nov.
1 of the year preceding the leave (Nov. 1, .1973, for a 1974-75
ldave). . The form is available in the President's Office. One

" copy of this application should be given to the department ‘-

chairman for forwarding successively to-the Faculty Personnel
Committee, the Academic Dean, and the President. oo

If by Nov. 1 there are.more applicants than the departmental
good or the financial condition of the College can absorb,
the President, the Academic Dean and the Faculty Personnel

“Committee will consult with the Department Chairman and the

applicants to arrive at an equitablé decision, considering the

-entire set of applications and establishing, if necessary, a

preferred and alternate listing. The,alternateewou]d be offered
the leave if a preferred applicant did not carry out the proposed

. plan. _ The applicants would be expected to make known change of

plans promptly to permit alternates or late applicants to replace

- them. . o .

-

On return thg faculty member may be asked to. address the faculty

or to share in some other way.salient features of the experience

in order to strmqlate professional growth of other faculty members.
/ y4 .

-
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;' Professionqlfﬂétivities Con't.

GRANT APPLICATIONS . o

- Faculty.members are encouraged to apply for grants for their
particular interest in their f&gﬁd for their department or for . :
themselves. The Director of thg Development Office can assist” - - C e
the faculty member in searching out a grant and in making the '
application for the research or program., For those interested
in knowing what type of fellowships and.érants are available for
the year, the Annual Register of Grant Support, availablé in the

"Library and the Devglggggnt 0ffige, should be consulted. -

Grants for cooperative inter-college programs and umban affairs\
programs are available from the Office of Inter-College Cooper- , *
ation. Guidelines for the application proposals: were circulated
in the Inter-College Circular #1, December 21, 1972 and #7, De-
:cember T2, 1973. Copies may be obtained through the Office of .
* Inter-College Cooperation. The fufids for these grants come from
. ~an award made by the Hi11-Family Foundation to Augsburg College,
Hamline University, Macalester College, the College of St, Cath-*
erine, and the College of St. Thomas in June, 1972 for a  four
- year period. o e e .

Individual faculty members at the College of St. Catherine may
apply for .the Sister Marie¢ Ursule Facylty Extended Education Grant - °
established by the CSC Alumnae Association in memory of Sister
" Marie Ursule, Director of the Alumnae Association from 1952-1972.
‘This grant provides funds up to $250 per request for a faculty -
.. member to-experience or to pursue a particular educational oppor-
""" tunity not included in the budget. Requests should incTude a -
written statement of the purpose for which the money would be used
and the amount requested. Since the amount is Timited to $1,000
per school year, grants will be ‘given on a first-come-first-served
. . basis with preference for first-time applicants. Requests ‘$hould
P,.,{z; sent to the College of St. Catherine Alumnae Assgciation.

o

_ (Announéed at the Faculty Meefing on January 17,1974)
' o oo 4 {
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“garries paperbacks, gree;ing)cards and a limited:stock of gift

LS : u
- . -
i . o . !

BOOKSTORE

_ S - n ] S
The Bookstore is open Monday through Friday 8:00 a.m. - 3:45 p.m.
Principally the campus source for textbooks and supplies, it also

articles, .

: / ,
Textbooks should be ordered not Jess than two months before they are needed
since the similarity of academic calendars throughout the country often
creates unavoidable delays. Requisition forms are available in the Book- -
store. If'an order is not available, the Bookstore Manager will notify the
faculty member as soon as this notice ‘is received. At the beginning of
terms, faculty members are asked to check :the arrival of their texts in

the Bookstore. A notice of the arrival of textbooks ordered after term

beginnings will be put in the mailbox of the faculty member ordering them..
The Bookstore. does not order individual copies of books other than texts

.- for students or faculty members. .

ST

Pub]ishgrsvhonor requests for a/desk copy of a text on]yiwhen‘the faculty
member requests it. ‘ Forms aré available.in the Bookstore: ™ :

A six-month limit for retﬁrms,uf overstocks necessitates regular checking
by the faculty member and care in ordering.as close as possible to the
number actually needed. The Baokstore Manager asks that faculty members

notify the Bookstore promptly when they know a-regular title will not be

- used for the next term. , . .

Supplies may be charged to the depaﬁ@menta] budget by the~£acu1ty-membe?
purchasing them; they are entered in a ledger at the'main counter of -the

. - Bookstore. If a faculty member sends a student to make a departmental

~ store purchases. 'y

charge, student should bring written authorizatiom, sign her ndme and’ the
name of the faculty member authorizing charge. o S
DOp]icatingﬂon SCM copieﬁ is availabje. o o )

Faculty and other gollege eﬁb]byees are*allowed 10% discount on all Book-

i

LIBRARY — . : o .

COLLECTION

The St. Catherine Library offers a Wédé variety of materials, including
books, periodicals, records, tapes; cassettes, slides, microforms (micro-

" f£ilm, micrpfiche, and microcards)s filmstrips, maps, pictures, and audio-
visual equipment for f@cu1ty’usg., : :

‘Special.cellections :include the Woman's Collection, the Archives of the
College, the Charlotte Hill Slade Collection (rare books and Orientalia),

the Ruth Sawyer Collection (children's literature), and the Mother Antonia

McHugh Gollection (authographed books and manuscripts).

» | 31 - 1974
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L1brary Con' t Lo .

Al

H

In“add1t1on to the main library, the - Performing Arts Library (PAL)
is maintained in the Music Building. It houses’the record collec— : o
* tion, scores, music, and songbooks. and books on the technical® Vo
aspects of music and drama. It is equipped with. sixteen listening '
stations that-have phonographs and tape plagers. A listener may .
a)so tune in to any of six different programs fed in from the con- ) o
trbl center. Faculty members may arrange to have‘fape programs

played for the1r students , ;

FACILITIES FOR STUDY

¢ >,

Faculty memgers will find for their use two special types of study
~.accommodations .in the 11brary the faculty study,‘room 226, and
carre]s on the f1rst f]oor 1n the,stack area,’

The faculty study, furnished w1th lounge furniture and study tables, °

was designed to give faculty members a secluded and quiet place

for study. On an exhibit shelf maintained in the facu]ty study,

new books are placed for ten days befpre being shelved in the

browsing area.or in the stacks. Faculty members may request a new R

book by. s1gn1ng on the yellow reserve form in the book pocket.
Facuqtyﬁmembers should come for the books they have requested as-

soon as: boss1b1é after receiving-the notice. If the baoks have not

" been taken within ten days, they will be circulated to the next

name on tbg -request slip. Faculty members may write their names # .

on the requést slips Ef they wish to reserve a book next, but shou]d _

always g1ve priority to names which are first on the list. By { s

. visiting the faculty study regularly, faculty members will.be able“\ '
uto see new books received'1n the library.

- New reference Books are dasplayed in the Reference §00m, and from time
:to ‘time annotated Tists of new reference“sources are d1str1buted to
-~ the faculty. . ; v

The carrels are arranged around the outs1de of the stack area. A
facu]ty member may. reserve a carrel by giving his or her name and
the carrel number to the assistant Reader ‘Services Librarian.

~ Book 1ockers are located in the stack area and may be reserved in | o,
- the same way as carrels Combination locks are available from the
Librarian. —

If you would 11ke to receive telephone calls or have peop1e direct 'd ‘ B
to you while you are .in the 1ibrary, please sign the “fa0u1ty regis

ter" at the circulation desk, with your name, 10cat1on in the 11brary,
date and hour. ,

-3
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) Library‘foﬁ’t. . ‘ o ".f & . - -

" FACILITIES FOR MEETINGS
. There are four roems aQailéb]e for meetings, th&eé”in the Mhih“]ibrary
and one in the Performing Arts Library. - Each of these rooms. should be

reserved in advance.. Please tonsult the schedule book at the circula-

tion desk of the main library for the three rooms in the main library,
or the Performing Arts Library for the Seminar Room there. . Lo

" Room 223 in/the“1ibrary;isia‘faculty.canfé?emce room which seats ‘ten*’
persons. _No student grogps,or'classe§ may use-this room. - g

'Cohference'Room 225 is available for semimar or group meetings.
Approximately 25 persons can be accommodated around tables or u
to sixty in a lecture arrangement, = ° Ce

110, equippedgwith a wall screen and an opaque projector. Other .
ypes of maches may be borrowed -fram the audio-visual service, .

L S PP . e,
he PAL Seminar Room {Music Building 201A) seats 16; it is equipped -
‘Withea wall screen and~has an audiolvisual cabinet with turntable and
tape deck.. L a . . ' .

BORROWING PRIVILEGES e

. Facq]ty4ngmber§>may‘borrow books for a reasonable Tength of time ", -
(subject. to recall for reserve use or a request, if they can be'
"Faculty members may borrow periodicals, bothfcurrémt'amdfbowmd
" volumes.: The current issue of a periodical should ordinarily -
- be. returned-after one-day use-but.scholarly periodicals and-
. b%ymd volumes may be borrowed for two weeks... : =

" *Recordngs “are loaned to faculty members for &*neaéomab]e'periodz
of time. -Since the record and tape collections are not.as exten-
.siv¢was the book collection, instructors should be considerate of

the dneeds of others..®

"+ Books borrowed through €LIC (Cbopenatind Libyaries‘iﬁ'cbmswrtium)f"-
; ;:;y‘ are given a one-mowth borrowing period by the lending Wibrary. . °

) Faculty members do-not have extepded borrowing privileges in CLIC:
"« Also, several libraries do ot al'ow1renfwal of books.. Successful
continyation of the CLIC system requires the cooperation of all

. bhorrowers in returning materials promptly. Photocopy borrowed
- through CLIC does not%rave'to'be returned. : .

I4

\KQ’; There is{a;small prg?%ct%on room, seating 25'.6m ffrst‘floav, rnom~/z> :
7 - s

- re]eased)f Sa Do Y . ) ¢ ;
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L1brar1_Con t

" . CLIC (COOPERATING LIBRAR S-IN CONSORTIUM) - i
"~ CLIC gnooperat1ng Librariés in Cegsortium) is am organization of Twin
Citie§ libraries that includes co lege, university, public, and*
reference libraries. Members ofs CLIC are The €ollege of St: Catherine,
Augsburg €ollege, Bethel Co]]eée, .Concordia College,, Hamline University,
- Macalester College, The College of St. Thomas, and the James Jerome =~
Hi11 Reference Library. As a group, the CLIC colleges ‘have borrowing
. privileges with the St. ‘Paul Public Library and the University of ’
Mimnesota: A Union catalog of the book collections of the CLIC 11brar1g§
is-maintained at the'HiTl Reference Library, and & Union List of -~
Periodicals fgr ‘the CLIC members and the University of Minnesota is
shelved behind the desk in the Reference Room. A1l the librarigs
. are connected to the Hill Union Catalog by "direct Tine" phones.
Requests must include \uthor, title, and preferably date for a book;
‘and for periodicals, the volume, date, and pages of the periodical (;

" article. The CLIC Courier service de11vers and picks up material
twice a day at each member s library.

”

RN
-

*Inter 11brary 1oan from libraries outside the local area is ava111
i ~able thtrough the- Reader Services librarian. :

_ ORDERING PROCEDURES . L

Orders for books should be g1ven to the head ]1brar1an, room 222 wh

will see tpdt the order is processed. ‘Individual faculty members ma;
submit orddrs directly -to the librarian. Faculty members are respon-
sible for deweloping that part of the.collection which pertains to»

. their subject field¥ and to make suggestions at all times for its 7 °
improvement. Faculty members are encouraged td’have out-dated mater1a]
removed from the\bo k co]]ect1om '

-

,The outstand1ng order file is kept in the acqu1s1t1ons off1ce, room 224..
The "books rece1we,"n e is, kept in the Techpical Services Department.-

These two files wilThshow which boeks are .on order and which books are
o, in the Technical Serv'ces Department Facu1ty may- consult these files

at any time.

N

- A temporary card is filed by title in the card cata]og shortly after
_the book is-received. If there is no call number -on the card, please
' ask one of the 11brar1ans to assist you in locating the book..

o Suggestions for new per1od1ca1 subscr1pt1ons (or Suggestvoms to cancel
© © those not needed) should be d1rected to the reference librarian. - ,v//,
N &
?W:Orders for records and- tapes shou]d be d1rected to the Perform1ng .
) Arts 11brar1an : s




" Library Con't.

k\\w_/;) SERVICES o o : -

. are not being used.

“help in doing research and in learning propif form for papers.

_ ‘Books tﬁét,arefcircu]ating may be reserved
a request on the book.”

. Special .catalogs are mai@tained.for the coﬁyénience of the faculty:

“map, and filmstrip catalog in room 212; and the records kS ar
' music catalog in PAL. R ‘ '

Books are left on reserve until instructors give permission to return

'students and faculty.

~ period of. time. R

Y

Xerox copying is available at the circulation desk. Faculty members

. may charge material being copied for théir teaching or committee use .

in the charge book. Material copied is limited to one copy-from the
student help. For multiple copies the material should be taken
to the Publications Office. ' ’

A typing room for public use is located in the stack area, room 121.
A" few typewriters are kept. there, for student and faculty use, free
of charge.. Anyone who wishes to do so may bring his or her own
typewriter for use in this room. - T o

Library instruction for classes is available. Tours and classes of
one to three days are available from the reference or assistant : )

- reader services librarian.

"Teym paper assistance" (TPA) s available for students from the
reference librarian. This service gives students personalized

for your u%e by putting e

the -departmental library science catalog .inf room 105; the slide, "

3

-

RESERVE -

Com——

Faculty members may.place books on reserve either by takipg them from
the shelves -themselves or by asking the library staff to gather the
materials: A form (available .from the reader's\services 1ibravian
should be filled out, noting suchs particulars as\the name ¢
reserve, type of circilation desired, name of requestingfac
member, and the description of the materials.. , .

them to circulation or until the librarians observe that the books

Reserve books\are arranged alphabetically by the names of the courses.
The room has oken shelves with self service, but an assistant is on
duty at the desk at all times to answer questions-and.to help the

Desk res2rve should be requested only for special items which need
to be guirded or restricted to room use. Desk reserve space is
limited. ' T :

from another instructor's reserve, he or she Should take it/for a i )
day only or ask the instructor's permission to keep it for'a longer - Y,
~31.4- ST »
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.Library Con't. -«

LTIBRARY HOURS

Main‘Library

'Saturday

:00 a.m. - 10:00 p.m.
: 0 a.m. - 5:30 p.m.
10:00 a.m. - 4:30 p.m.

- Sunday ) 2:00 p.m. - 10:00 p.m. P
Interim Special Sehedule
Vacatjons If you need to.use the library

‘Performing Arts Librery (Music Bui]ding)

during vacations, contact the
Reader's Service Librarian
_— >~

Monday through Thursday 9:00 a.m. = 5:00 p.m.
- . = - "6:30 p.m. - 9:30 p.m.

Friday - ‘ o 9¢:00 a.m. - 5:00‘p.m: .
Saturday » ‘ CLOSE®
Sunday - . .~ 2:00 p.m. - 5:00 p m.

o : . . - 7+00 p.m. - 10:00 p.m.

Interim o * Special Schedule :
Vacations . If you need to use the Tibrary
: o | during vacations, contact the

_ TN _ Performing Arts Librarian.

AUDIO- VISUAL CENTER ‘ - . . .

The Audio Vtsual Center is- in the Library JUSt behind the reference

h desk, rooms 212- 213. The Center provides the following services:

~a.” Rent films when ‘provided w1th the t1t1e and the date heeded--

order a term in advance,

‘b. Pick up films at St. Paul and M1nneapo]1s Pub11c Libraries--.

with 1 week notice, ;
c. Show films by setting up the equ1pment and runn1ng the projec-. -
‘ tor-- with 1 week notice,

d. Stock projector bulbs according to a list of required lamps

and exciters provided by each department, .

e. Produce transparenc1es--a large type typewr1ter which can add
color is available in the center,
Dub LP records on to cassette or reel-to-reel aud1o tape,

Produce slides,
Repa1r equipment--simple repairs or an assessmeht of profess1ona1
repair required,

j. Loan the following equ1pment--ree1 -to-reel or cassette recorder,
recovd player, Carousel slide prOJector, filmstrip projector,

- projection screen, J .

k. Coordinate consolidated puirchasing--audio cassettes, tapes,
transparenc.’ material supplies’

1. Coordinate 7V studio production- ut11121ng Ham11ne and St. Thomas
1L studios,

f.
'g. Produce audio ‘tapes for cassette or reel-to-reel,
h
i

3

-31.52
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Library_Con't. a
L m. Standardize AV equipment--hlease consult the AV Media Cookdihator
before ordering materials in order to obtain the Towest price and

. the best équipment, '
n. Media. consultation for'

’

sdftware_according to specified‘né ds.

ThéDMedia Coordinator, John Lange, is in the AV Center, Library N
. Rooms 212-213 from.8:00 a.m. t0.5:00 p.m. Mondays through .«
Fridays, - His extension phone number is 200. o

v

wb
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3

* FACULTY BENEFITS .

-

" The BIué_Cross hospi&alkblan and the Minneseta Indemnity Incor- -
* poration (MIL) are provided for eligible faculty members under'

.

sixty-five years of age. : ~

“A -Group Lopg Term Disability Employee -Insurance is also provided

to full-time ePigible faculty members under sixty-five years of
‘N . ~age. Bepéfits do not begin until after a waiting period of

“day's, Monthly Benefit of 60% of Basic Monthly Earnings is paid
the individual iS'abIe‘to return- to work or until age.65.

unti

Life insurance -is carried for the full-time eligible faculty mem-
befrs for 60% of their annual salary by the College. The -indivi-
déal may choose to pay for the additional 40% of their annual
salary by requesting that the cost be deducted from their month-
1y pay.check. , a

- i o

Retirement plans from TIAA .ahd CREF are available for eligible
faculty members:-when they weach tenure or thirty years of age,
whichevér is earlier. The College matches the individual con-
tribution. : - ‘ ~_ T

Yy

‘e

FACULTY SALARIES

. month beginning in S
the faculty member's _ ‘
paid to full-time:faculty each month for nine menths. At the end
of the school year, after the faculty member has turned in the

.. grade reports to ‘the Registrar's Office, the remaining three-
‘twelfths of the full salary is paid. This last ck is picked
up personally in the Business Office. Part-time faculty members
.are patd over a nine-month period. : T T

Each new faculty member must fill out an application fogm and a

form for withholding taxes before the first check can beVur?tten,
The' forms are available in the Personnel Office. Any changes in
tax exemptions or address should be reported inmediqteny to the -
Personnel Office. : - e -

o

ACCIDENTS

9

N " be reported to the Personnel Office within three days after the
accideat. Reports must go into the insurance company within one

week. .
K o - N N . . . N . L. 4
o g :
v - . _
.
.

ptember. The salary envelope is placed in -

Faculty salaries are+paid in ten payments on.the fifteenth of each
mailbox. One twelfth of the full salary is .

 Any accident which would be covered by Workmen's Compewsatiom‘%hould




[

* PUBLICATIONS DEPARTMENT
HOURS AND LOCATION -

Director.of Publicatibns J 9 a.m., to 4:30 p.m.
Room 10, Derham Hall ~ Extension #300
_ -Typing Service and Duplication . . 8 a.m. to 4 p.m.
- Room 11, Derham Hall Extension #338 .

.PREPARING JOB ORDERS FOR DUP;ICATION v

o o . o ' . .
Copies will appear exactly as typed. In typing, a 20-pound 8-1/2x 11
inch white smooth bond paper, not erasable bond or onion skin paper,
should be used; at least 1/2 inch of white space should be left at
the top of the page. Fbr a clear finished product, the typewriter
keys should be clean and a sharp, black typewriter ribbon should be
used. ‘ . : . -
Ditto masters will appear in the copy exactly as the;materiaﬁ appears
on the front.of the master; all corrections should be made on the front.

&
o

PLACING JOB ORDERS FOR TYPING OR :DUPLICATION

Job orders are placed and the finished work is picked up at the service
desk in Room 11, Derham Hall. No orders are run from noon until 1 p.m.,
but orders may be placed and picked up during this time. Because of
the paper shortage faculty are encouraged to have work run on both
sides of the paper. ' - o

order giving the number of copies needed, the date and the hour the

Job order forms are fi]]éd out By the*Pub1icatioé; Personnel for each
work is needed, and the department. -

e

'COMPLETED ORDERS (. . S

 A11 orders are picked up at the service desk in Room 11, Derham Hall.
The persom receiving the order must sign the sheet at the service
desk. : -\ ‘ : . ‘

.70
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°
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P‘-'Egpjigﬁtibms DEpartmenf Con't.
© DUPLICATING SERVICES

For 1-5 copies a Xerox machine is located in Room 10, Derham Hall..
~;culty members do their ‘own xeroxing;“hey are limited to 5 copies -

o .

r

2r original sheet. SR R
For 6-5;000 topies a job order should be placed in Room 11, Derham’ ‘

4211, AM Multilith equipment (2 offset presses) are used for these _
grteesn. Jobs of 6-100 copies are prepared while the individual waits.
4 of 100-500 copies can be completed the same.day. Work brought
o _he service desk in the morning can be picked up in the Tate af-
* tomgoon; work brought in after twelve nmoon can be picked up the fol-
~ing moyring between 10:30 and noon., . : ¢
S of 400 zopies or more require a day or.two depending on the '
vy load, v : ¢

¢ tha job must be collated, stapled, cut, tableted, etc., one extra

A -

. -ouTd be allowed.

A

SNRNE ST

Y in times such as the beginning of semesters and the period pre-

C e

cediny axaminations, an extra 2 days should be allowed. i ,;

"uen jobs wigd be done as quickly as possible when a real need‘arﬁses;
i2 e, it causes, interruption of the work flow and slows down the ¢
. 2s5ing of other work. . : ' :

* +aing service is available for faculgy mempers who do not have
wecretarial or cierical help for typjwg of instructional materials,
Ly e tlimas, assignments, course outlines, review questions,
.. ‘:zes, .aboratory worksheets, examinations) and College-related.
,-~viars (Collega business letters, minutes of meetings, annual 4 K

~ g
AN e

/- cne W boree pages of typing-{mot counting charts or graphs), b -
: 0

DI y 30ul bmitted at least-2 to 3 working days before the
i anel/wark is reeded. Days over the weekend should not be
Lo ‘.r:\d"‘ ; : . '

-~ rouqgliy cyped draft of the order 15~prefgrablzi>p handwritten.
sancwhk it san work must be legible. ,
voocfing wiit be done by Publications Department personnel unless

~ #np faqu'ty member requests to proof his or her own copy. 'If tech-
Czah egs ovdfereign phrases are used in copy content, the faculty
remfer shnuld nronf the copy.

©oa33a-  1om
o . | -~ BEST COPY AVATABLY -
(A | 48 8
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PRINTING SERVICES-

Printing Services at the College for forms, cards, brochures, programs,
flyers, etc.. are available according to the following deadlines:

Brochures--all copy, photos, and other necessary information at least
2 weeks before the due date.

Flyers--1-1/2 weeks before the-due date.

’

Major Boaklets--6 to 8 week: before the due date.

- ,.Progmamsw(recital,-donéeﬁt)—-those programs involving copy only-Ql‘Qeek“
Hefore due date; programs of more than 1.page or folded in half-require
move than J-week beforedue date. 1 '

. Programs (exhibit, concert, piay)--\ghose programs requiring copy,
photos, and/or artwork--2-1/2 to 3 wéeks before the due date.:

" Posters--those 9 x 12 or up to 11 x 17 are run at the College and re- .

quire atsleast 2 weeks before the due date; those largexr than 1 x 17

are sent to an outside printer and require at least(2 weeks before

the due date. -

-

The above schedule has faken into consideration the time necessary for
layout, typing or composing, drying of ink once a piece has been printed,
art work, photography, line negatives, halftones, tableting, cutting,
etc. X : - :
For colored ink.éxtra time should be allowed in additiop to the dead-
Jines listed above. Changing ink necessitates extra work...

~.
~

A11 copy submitted is to be typewritten in: order to-ensure accuracy
~in content as well as in spelling specific names, -

The Direéctor of Publications will meet>with_facu]ty regarding paper,
. . design, quantity, size, etc. on jobs using the, printing service. An
e appointment can be set up by phoning extension 300.

Publicatidns Department Con't. : - o —

~
»

f




Publications Department"Con't.

I3

COST -

The Publications Department is a service. There is a total publications
budget to cover the costs of the service at all levels of production.
Each department, academic and administrative, is assigned a portion"
of the total budget, based upon the amount of money expended for that
department the previous fiscal year. Department chairmen receive an

~annual report of departmental expenditures (as part of the total pub-

. lications budget) from the Business Office. " This amount merely Shows

- how much a particular department used the Publications service--for
information only. No charge is made against departmental budgets.

done for organizations or groups such as the College
olphin Club, Freshmanm Class, Phi Beta Kappa, Home Ec.
jae Association, ARA Slater Food Service will be billed
Payment will be made directly to the
is received from the Publications

Crub, A
directly to:the organization.
 College Bur'sar after the invo
( Office.

., -33.3- - 1974
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© MAILING PROCEDURES AND POST OFFICE FACILITIES

e

MAIL DEPARTMENT

The United States Post Office located in the basement of Dey Hall -
is open froim 8:00 a.m. - 4:30 p.m. Mondays through Fridays¢ Stamps,
money orders and speeial registry are sold here. A1l busipess mail
for the College is also received here for postal. metering -

o

-

Stots for stamped United States mail and for Intra-campus mail are
located to the left of the U.S. Post Office window.. Inter-campus
mail should be delivered to the Circulation Desk of the Library
for distribution to.the other four colleges. Packages cannot be

‘ by“inter-€29pus mail. ‘

. The U.S. mail §s picked up at the post office inside at 10:30 a.m.,
2:30 p.m., and 4:45 p.m. On weekends no mail .is picked up inside;

place U.S. mail in the mailbox located outside at the NE corner of

Derham Hall. | : : ‘

Jlnbouhd U.S. mail is distributed in mailboxes twite a'day. A large
‘red tag is placed in the individual's mailbox when a package is being
held at the postal window. Intra-campus mail is distributed throughout
the day. : ‘ . :

A11 mail boxes are lock bokes. United States postal regulations require
that the boxes be kept-lTocKed. =~ » .

Notices -to be distributed t§ FAGULTY ONLY may be left at the post office
counter with the clerk. It ts—not necessary to write on the names of '
the faculty members. Mailboxes have been marked to distinguish faculty .
from staff. ' - o o - ,

For a general -me+ling to students at the.College of St. Catherine or
to a specific graduating class, give the material directly to the

clerk at the post office counter. Student boxes are marked to
~distinguish the freshmen, sophomores, juniors, and seniors.

v A list of post office box numbers is available from the postal clerk
-« -.for short term use. Fliers and pamphlets approved by the Deéan of
Stugénts\mag be sent through intra-campus mail. '

o

l~}_ .

~ .
L .

e
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| Ma'ﬂing;Proceduﬁéé and Post Office Facilities Con't. .

y

BULK MAIL SERVICE

" Mail weighing less than

o

G

The bulk mail service coordinates and expedites large mailings for

departments by assisting in setting up and putting out mailings
by the most efficient and least expensive methods. Since postal
regulations are complex and changeable, check with the Mail Room
supervisor before be%;nning a mailing. ’ -

Bulk mailings are handled on a firﬁt—comg—firstherve basis. The

Mail Room should be notified as early as possible about an impending
mailing. State the number of pieces, the type of mailing, the date
it should be out, and the extent to which the Mail Room will be
involved. ’ '

Computer lists of labels are available to authorized personnel for
various constituencies in the College; seven days notice is needed.’

A special bulk rate can be used on mailings of over 200 piéces.
There is a permit. form that should be printed on the material at
the time of printing in aorder to use this rate. Please check with

" the Mail Room supervisor BEFORE having any piece printed to assure

the°best postal advantages.

~2.47 oz. can go third class; check with

the Mail Room supervisor.
{

" A label dispensing machine is available. A meter machine which
.can seal aﬁy standard envelope with a flap not exceeding 2 1/2"

with or W%

’ ut printing ‘the postage on the envelope is also
available. : o _

Notify the Mail Room superVisbr as soon as poésib]e regarding

~a mailing in order that funds for pestage and sufficient help can

be planned. A summary showing the tbtal postage and labor used
is sent to the mailer at the end of the month. ‘ : '

Contact the Mail Room supervisor for further information.

~
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PROCEDURES FOR REPAIRS, PURCHASING AND CHECK REQUESTS /
REPAIRS R ' '

[ A

Report needed repairs for. classrooms and offices to the Physical
Plant Office in Derham 8 by completing a work Order Request Form
(see below). If it is a minor repair such as changing a light
_bulb or putting up a shade, ‘contact the maintenance man in your

: bui](ah'n/g“f¥

»

Building_- __Room______ Date

'WORK ORDER

REPLY. - ’ ‘ ‘.

' Regquested by . , o {4
Approved by

. R . o B . " :
Leave work order slips in Derham 13




[
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~

" Procedures for Repairs, Purchasing, and Check Requests Con't, -
 PURCHASING | " '

Faculty members ordering or charging materials are to complete five
copies of the requisition/purchase order form available from the Bus-

- iness Office in Derham 203. The Business Office assigns a purchase -

~ order number to the completed requisition so that the bill can be
paid once the material is received in satisfactory condition by the

- faculty member. Many of the college's suppliers require a purchase
order” number before they wil] permit a facu)ty member to charge ma-.

" terials. Items-should be charged in the na f the, college, The

‘ College of St. Catherine, andsnot in the nam %}gg) persom. -

\\

* REQUISITION/ PURCHASE ORDER

THE COLLEGE OF ST. CATHERINE

[

URPLIER . — — [SHIP TO: _ ; B =
T . - The College of St. Catherine
. ) v 4 , ‘ , ' D.pt: e i 7
o : < N\ _Bldg: Room
. 2004 Randolph Avenue v o
‘ o ' ‘ St. Paul, Minnesota 55105. .
UIRED: : "Il'hﬁs form is a purchase order only when number has been assigned P.O. NO.
: ' by the purchasing department — oy
v| ° nNo : DESCRIPTION - B , ACCT.NO. | EST.COST| ' PRICE
" [¢]
¢
o
) )
i v . _ . COLOR CODE: '
EDBY: : __—* DATE:__ : White  Supplier’s copy
° *Green Dept. Head copy
D BY: - - _ __| Yeliow Business Office copy
i DEPT. HEAD A Pinmk Purchasing copy
- S . i Gold  Receiving copy
BUUGET OFFICER T -
’%{"‘. - . ’ ‘ . -t s ’
e -35.1- " 1974




is NOT to be use' f@r pwchasmg materia]ls.

It is

: used to obtain funds for conferen to_pay ‘speakers, and to reim-
i~ burse persons who have perfoymed a service. Check requests received
‘ before 10 a.m. on Thursda\ re paid the fo‘dmwmg Mnday Forms are /:
Ofﬁce. Derham 2@3 ,
HELK REOUEST ‘ 3 TR
h¢/ Collede of St. Catherin ~Typewrite or print— \ DATE _ :
AY TO:
AR . T
DDRESS: A L ; - : :
tlfY‘: o - STATE: ZIPCODE:
5 / s N ;
HESUMOF: " [ _.‘ ¢ —
) ) ) . = . ’
OR:.*‘. ‘—~,- 3 % . \ . ]
;“—‘ ‘-,‘ 4 /- i 5 " X \\’
EééITA'&:‘o"JN? - * Imam cHeck | HoLp chEck FoR |REQuEskeHECK BY idate)
- T . . . |¥Es ‘Ino T B '
3 B} - / , ) ‘ “ v ‘
TEQUESTED BY .V ~ [APPROVED BY DEPAWTWCHMHMW APPROVED BY MANAGEMENT - ]
L o . - _ o \
770 s_upen‘:cebe-s PREV. A BMC—000%
C . p
e | {\ ~ o W ®
: / . . d
k . ) < { ' l_ . t!s 4
~ B - ' ~ [ “ * ) » o ¢ ’
R / }I/ﬁ . LA . |
. - : ¢ o o
A : ’ -35.2- . 1974 o
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' NEWS BUREAU g

fhe News Bureau directs the disSeminat!an of.all campus news to the . 4

various media, press, radio and television, and informs them of all .
-newsworthy activities of the college, its faculty; students and N ®
“other publjcs. S ' o e - oL T

Q. e .

. . . )

The Bureau gathers information, ‘distributes stories to the metropoli-

tan njedia, prepares special stories about students for the'ir hometown

newspapers, arranges special features with the media, pictures, inter-

views, etc. It also sends special ‘information to professional journals,

magazines,. events calendars, and works to coordinate its activities:

with student publications and general colledé publications.

%

0 assisi the News Bureau in the essential functio of gathering all -
\%Fé\qgmpus newsworthy material,.a beat systemopefates with one .faculty -
membe¥ from each department responsible for reporting at a regular.

time set up each fall with the director of the News Bureau. Individual
faculty members as well as department chairman can therefore channel in-
formation to the departmental reporter who will get it to the News

- Bureau.at the height of its news value. -~ .




OTHER SERVICES AVAILABLE
. I : . '
AAUP - ' : , .

A chapter of the American Association of University Professors is
active on campus. Presently working commi ttees include’ Commjttee-
A:" Academic Freddom and Tenure; Committee T: College and Uriver-
sity Governance; Committee W: Status of Women in the Academic
Profession; Committee Z: Economic.Status of the Profession. .

, X “' . . . . . N . \‘ A - -
Attive members pay both national dues (payable in January of each
year) and chapter dues (payable at beginning of school term).

Twin Cities and out-state chapters hold regular conferences. The
St. Catherine's Chapter is currently represented among the officers
of the Minnesota Conference of AAUP. ~ = .~ « Lo T

T

FACULTY CLUB - - : ' - T -
ATl faculty members are-eligible to join. thé Faculty Club, an organi-
zation which promotes bonhomie by planning varied social events '
during the school year. The mémbership fee is payable at the begin-
ning of the college term. Spouses and children.of club members are
invited toseveral events. A president, secretary-treasurer, and

two social chairmen are elected each spring.. o

HEALTH SERVICE | BV
The Health Service'is‘availdblé,to faculty members as we11a§ﬁgtudemts
at Fontbonne, Room 3, ext.. 289. No.medicinhes are available. In case

of sudden il1ness or injury, the resident nurse should be called through -
the switchboard. '

_ Emergency Numbers " to keép'handy:

Emergency room, St. Joseph's . . . . . 291-3348 -
POTHCE + v v o o e e e e e e . 29121234 N
Fire and ambulance.. .. . . . . . . 2244731 : ‘
. Ambulances: ’ _ ‘ : ,
M oL, . 488-0288 .
ST 2200885 - :

{ . v L

" CHECK CASHING

_The office of the Bursar is located on sécond floor Derham Hall. A1l
mhtters concerning students' financial records are taken care of in
“this office. It is prepared.to cash checks not exceeding $25.00 for.
both’ faculty members and students. Office hours are: 8430-10:30 and
1:30-3:30. o . !
. A o
NOTARY PUBLIC

A Notary Public, LTster Jane, is available <n the'Bursar's office to
. faculty without charge. -

-37-
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Other Serviceé‘AyailébléfCon't.

y

fine.

., PARKING-

~

receptionist_in Derham Hall. Cars wi hout permits or parked inm a
no parking zone will be given parking

Parking on.¢ampué is by permit on]yq\%zi:fits are available from the

(iolation tickets carrying.a

;paryAshou1d NEVER be parked in areas marked with yellow curbing -or
with NO PARKING signs.  These zones.are- designed for the free moves
ment of emergency vehicles; the no parking rule will be -strictly
enforced in these areas by order of the Fire Marshall. .
LOUNGES AND MEAL SERVICES ’

“ The FACULTY LOUNGE in St. Joseph Hall is open to faculty members for

coffee_breaks and for meeting friends:. It is not open to ‘students.
Faculty Forums are held héere on scheduled Thursdays at 4:15.

" The SNACK BAR also located in St, Joseph Hall has fountain service
“and snacks available dur,ing the day. - : ’ o

' e A - / S i . /:, I .o
The CAFETERIA is open for fdculty members as'well as students between

7:30. to 8500 a.m.,* }1:00 a.m. to 12:35 p.m., and 5:00 p.m. to 6:00 p.m.

SPECIAL SERVICES - FOOD
In order to arrange for food for sQecial occasions, complete a
special Service Event form (p. 37.1.1)available from the Food

Services, St. Joseph Hall. The arrangements are to be made two

weeks in advance for banquets and buffets, and at Teast 48 hours
ir advance for coffee, punch and cookies. A defiqite.iﬂd guaranteed

count for the event must be furnished. ‘e

SCHEDULING OUTSIDE EVENTS AT CSC-AND THE USE OF THE ALUMNAE CENTER

. 2 L . A e e ‘
for scheduling outside vvents and conferences on campus, arrange-.

ments are made with Sister Stella Marie Berthiaume in Derham,

- Room 203.. Sister Stella Marie also determines whether a rental
~fee is applicable for the event and the amount of the rental fee.

Arrangements for use of the Alumnae Centér are also made with Sister
Stella Marie. :

o ‘

- For scheduling campus events, see page 26.1\VSchedu]img_co-cuf%icu1ar ‘

events.

. SCHEDULING DERWAM HALL BOARD ROOM

ATl reservatjohé’for the use of Derham'Hall ard Room for committee
meetings.are made through the President's sgcretary. : ‘

FACULTY FORUMS

A date” for a faculty_forum for discussion of a tobic of sighificance
for all faculty members is arranged throygh the Academic Dean's office.

~.‘—37".'1-
58
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- SPECIAL SERVICE EVENT

MW of Oirgonization Day/Date Time

b= T ""’ ~ N v N
‘1.Purpase of Function - No. of Guesfs . Guoranteed
b - " —

Name of Representative Title

Addiess - N Phone * g .

N - ! -'»x N ’ ) ‘
Location of Event . Client, Approval - “Yes No 4
MENY ‘ o .

¢
\ [
2 . ‘ :
. , .
. .
\
; . \
Vo, . '
\
. o =
Y - '
- . ] ¢
cE .
A |
I +
¢ -
. } L ’ ¢ V. .
’ | L emsTmr oL Per Person{ | \ Total
Teb v Y
Wkt . e ;'f' - * PRICE: N
Lo LA . ‘ N NO. . ,
| o 1Mt LOCATION: éUESTS: - PRICE: N
R s e N P
EXTRAS PRICE OF 1 .
- EXTRAS: )
— Candles — Easel 1\ TAX: L
.. Flowers ——— Microphone . ) TOTAL N
. REMARKS PRICE:
e Plattorm Water Pitcher = v .
. Blackboard/Pointer Glasses S
] ]
Checking Table . Spot Lights » .
.- Piano e Place Cards / ¢ \___/
. Jechestra —em Programs B . >
—— Food for Entertainers ... Favors . .
. N 3 u M
. ; R ‘)ID'QCYOT - Fl\ﬂg‘s } LY ) /K\\ N - .
- ‘_ Podium _ Check Room ’
’ . * o
. Q (:‘1\/31 ) " Tickets o/ ‘ .
EMC (For Seating Arrongements see Other Side. ) - 1 @ s
\ 59 - | :
s , a . o ‘.
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AAUP, 37 .

academic funct1ons 27 .
accidents, 32 ) /
administrative officers, 12. '
" ‘advising, 25-25.1, appendix to 25.1
Alumnae Center—schedu11ng, 37.1
announcements, 27.

attendance policy, 22 ’
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‘borrowing library materials, 31.2
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bulk mailing, 34.1
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' THE FACULTY OF THE COLLEGE OF ST. CATHERINE

7
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Foreword '..// : . .

. . SR o .
The Faculty Constitution was first adopted in 1954 for =
‘period of oné year, then amended 'in 1955 and adopted as
amended for another year. In 1956 it was further zmended
and adopted as aﬁended'until'such time as a. Constitution
Committee elected by the Faculty would present a revision
‘which vould further clarify the original Constitution.and
.bring it into harmony with the changed admlnlstratlve
vetructure.'

. a “

n May 29, 1958, the Constltutlon and By-Laws of the Faculty
yere adopted as an amenament by substltlon, to the Faculty
Constitution as gmended in 1956. -

On W=y 17, 1967, these Constitution and By—Laws were oassed

. as amendments, by substltutlon, to the Constitution and By—La&s
adopted in 1653. ~Additional anendments were passed in ey
1969, lay 1970, 1ay 1972 and April, llay and November 1973.
: \w .




PREAMBLE

The GolTeve of St. Catﬁg:)ne, ovned and operated by the Sisters
of St. Joseoh of Carondelet, is a Catholic liberal arts college
for women., The College- seeks to promote an atmosphere of

intellectual openness and discernment in which an ongoing. . )
search for truth is undertaken, and a2 refinement of the a2bility

'to evaluate alternatlves faced in a plurallstlc society can
be achieved.

The Judeo—Chrlstlun heritage.and its fulfillment in the Gospel
of Jesus Christ is emphasized as 2z key to understandirg the
relationship betvieen Gad z2nd man, and between man and his
fellow-nén. The College offers students of z2ll faiths the
. experience of ™ believing community. It creates an atmosvhere
' suonortlve of religious values and provides opportunities
for worshiv. As on institution, the College encourages its
faculty, staff end students to respond with justice and charity

to the needs of others both within and outside-the College
community.
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5 CONST ITUTION
A | ' N,
' - ARTICILE I .
Namne T o
The name of this organlzatlon shall be The Faculty of The o
- College of St. Catherlne.
~ : ARTICLE II - |
Purpose . .
: . A
The Faculty of the College of St. Catherine shall orghnize, '
direct ond implement the academic program of the College in
consistence with high acadenic standards, the tradltlon of
the liberal arts and the-distinctive purposes of the .College.
| ARTICLE III
Membership
Section A. The administrative officers shall be ﬁkhbers of .7

this organlzatlon.

Section B. All faculty members shall be members of this
organlzatlon. :

: | ARTICLE IV |
Officers and comnmittees

Section A. Offlcers'
‘he offlcers of this organization shall be a
' Pre31dent a Vice-President and a Secretary.

N
. %

N4

Section B. COmmittees:, . o . e

Subsection 1. GCeneral Commlttees" / B
There shall be the following General/COﬁmlttiii;//

L3

‘he Bducational Policies Committee

2. Curriculum Committee , " A
3. Thgq Paculty Personnel Committee

’ 4. Thg Comnittee on Institutional Studies .
5. T Academic Committee
6. T Election a2nd Constitution Commlttee
7. 1e Library Committee
8, The College Public Relations Committee

~ 9, The Nominating Committee

Subsection 2. . Specicl Committees: - fv‘ -
There shall be any other necessary special PR

committ es,
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ARTICLE V-

leetings

’

There shall be a minimum\of three pleetings of this organization
‘each year. . : ' ~ '

s

‘f~vSection A.

‘be based uvpon ar understanding with the administraXion
‘ > L \

_effort to indicate tha} he is not an’ institutional .

faculty medbers face no-insoluble - conflicts

conscience on the one hand, and the claims end

f )
ARJICLE VI L
. cademic" Freedom - . - “
A1l mémbers of the faculty are entitled and subject ’
to e rights and resvonsibilities of =zcademic - e

frefedom 2s defined in the 1940 Statement of . ) ,
Principles on Academic Freedom znd Tenure .formulated

by|the Association of American Colleges and the
rican Association of University Professors,

pertinent provisions,of'this‘statemgyt follow-
1-3. Paragraphs 4-5, derigged from

. a statemén® o Council- of the Americar Association .

of University Professdys issued in 1970 end entitled
Freedor =nd ResnonsibilNty further expliczte the

s

concept of acadenic respansibility. ’

eacher is entitled to ¥ull freedom ihrpesearch

and in the ovublication of his esults,—slbjets to -
~E = BUDLEC™

dequate performance of his TwAe accdenic N

»

but research for necuniary return should "\

R

of the i stitution.'

is entitled to freeédom in the classroo%\
# his subject, but he should be czreful
ce into his teaching controversial

as no relation to his subject. . ‘

matter which

er is a citizen, a menber of a

ond an officer of an educational
he speaks or writes as 2 citizen,
om 'institutional censorship or
discipline, but his necial vosition in the ‘
copmunity imposes snecial obligetions. -As a

person of lecrning and an educational officer,

he should remember that the public may judge his °
profession and his instithution by his utterances.
Hence, at 211 times he should be accurate, should

..

exercise proper restraint and should make, every

The college .
learned professi
institution. \he
e should be free

srokesman.

: . ' - ) :
Because_academic.freedom has traditionally included
the instructor's full freedom as g citizen, most

petween the claims of 'volitics, social action and

¢

E_—

’_ﬁ'

I
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expectations of their students, colleagues and .
institutions on the other. If such conflicts
becone acute, and the instructor's attention to
his obligations as a citizen and moral agent _
precludes the fulfillment of substantial acadenic
- obligations, he cennot escane the responsibility
of that choice but should either request a leave.
y of .absence or, resign.hisvacaaemic position,
v
D Membershln in the acadenlc community 1mpo¢es on
. &tudents, faculty members, administrators and -
trustees an obligotion to respect the dignity of .
, others, to aclmowledge their rlgnts to eanes&% b
' dlfgzrlng opinions and te® foster and defend

: intellectual honesty, freedom of inquiry and . .
. instyuction and free expression on ahd off the.
i ) campus. This framewdrk embodies a responsibility:
: ~ in matters relating to both ¥he gxvression of
. dissent and-the ottempt to produge change. Any
. co ¢t serving to @injure individhals or to damage
istitutional fac11 ties or to @isrupt the classes -
, 1ust be regarded as contrary
o the fundameﬂtal D ¢n01nles of academic freedon.

Sec¥ion B. - faculty member alle es thet 2 decision not
: : vn01nt hln 1s c“used by con51derat10ns in

: shall be given con51dér1t10n by a snecic 1 commnittee.
The dormittee shall /consist of two members. appointed
by tl}e President, -two members annointed by the
aggrhieved faculty menmber .and a fifth member to be
agréed upon by the other four members. A menber
shafll renove himself from the case, either a2t the
request/of a varty or at his ovm initiestive, if.’

hef deems himself disqualified for bias or, 1nterest

. . Iff ¥he first four merbers .ccnnot agree upon’
- fi¥th member, then they shall enlist the 8551gtunce, _
) the Election and Constitution Cormittee in - /

securing a mutuwlly acceptable verson, not -
Y necessarily z member of the faculty. If, after .-
v +..one monthre/ mutually satisfactory fifth nember
/// _has still not been determined, then the fifth
// ~ "member shall be selected at rwndom by the - %
. Election #nd Constitution: Committee from the . .,
/ ranked faculty. In the cese of random selection -
each varty .shall have a maximum of five challenges o
without stated cause. The chairman of the special 7
‘comnittee shall be elected by the members of thwt ' :
. committees During the proceeding the facultJ
member will be permltted to have an advisor »f his-

Ty _ own choice who may act as counsel. If the faculty
member's comnetence is in question, the testlmony
68 '
-7~ _ S
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| . ¥ will include’ hat bf qualified faculty.members

: “from this or oth yinstitutions of higher -education. .

. e faculty member shall have the adiitional 1 -
S - ‘procedural rights set  forth in the 13858 Stotement - S

- e N

.. on Procedurcel Standards in Faculty Dispissal 7

) .. “Proceedings of’ the Association 01 Americen Colleges. - 3
~+ . 7~ ond IRE Anerican Association of University Professors. R
' . . Th@wallgggtion by the sgerieved faculty menber Lo

: " ‘must be made né lafer then éne month before the ..
a . expiration of the:contract then in effect..

’ " . ARTICLE VII e R
L : - Amendment o . o
,QThiﬁ constitutiogn maywﬁe'amendéd by a two-thirds vote'gf the,  “‘;_
' members present provided that notice of the amendment, has been . .
given in writing'at'théfprev;qus regulardmgeting. S : :
o v Lo . e Y, ce : P «




DBY-LAWS ,

o ARTICL
N A Offlcers and their dutles,
a‘SectignwA. The Pre51dent
o , uﬁoectlon 1. ’ '

. The President shall be the Pips1dent df the Coyiege

of St. Catherlne.

- .

,.  Subsection 2. - o o : : T
>, e President -shall cgll-all meetings of the .
- organization. » _ . - o
\ Subsection 3. * : ' PO
_ » The President ohall pre91de over the meetlngs of o
Doy the organlzetlon. ‘ :

» N : ‘-

Y-S Subsectlon 4.

. The President .shall act as the;offlclal repres eﬁ%atlve
of the organlzetlon. )

~+. * % Subsectibn 2, S0 N N o
' ' The Precident shall a9001nt :oqx members of “the ‘
Committee on«Instltutlonal Stu-'es and 51x membero

- of the lerarv Commlttee. She‘*

imethod by whlch they shall be named
. 'otherw1ge otated 1n these By-Laws.

.-

: Subsectlon 6 R -

P

&

,‘Q ' ;"- ) Jearly llst of commlttee member~

« Section B. The Vlce-Pres;dent iy h . )
T 'Subeeéklon 1. o 'f’~
_  The ce~Pre51de shall the Academlc Dean of
o "J;/) - %he C llege. -

&4 Suisectlon 2 ‘ oo . S
. ¢,  The Vlce~Pre51de;t shh“ assune the duties  6f the - °

: e e\ of the lajter and shall
a8 may be a351gned

' perform su ;so

‘Section C. The' Secretary ,

: " Suld ectlon-l. ' - ' e s T
The Hecretary 'shall be elected ;é specifiéd in
Articlle V of these By-Laws. The term of offige
ihal be tvio years._ : L

3
//Subuectlon 2o '
: The uecretcry shall keep a roll of the members




\ . ¢ o . & ~
and the minutes of .the organizatiox

. The Secretary.
of each mgefing .

shall see-that a copy of the minute
is distribuggd to each member.
: \ . o ! .

~

L e Ty e ARTICLE II . .\
Du iesignd’privileges-of fhe Facultylas a whole

£

1lon A. ‘Responsibilities
~Subsection 1. . - _ . _ .
“In conjunction with the Administration, the Faculty
shall have the responsibility of formulating the
v .educational objectives of the College and of
' eXamining them periodically.. e T

Subsection 2. . . o S .
"The Facui%ggshall‘have the reSponsibg}ity of .
deternining® the curriculum. T -
4/ Subsectidn 3. 0 R _
~The Faculty shall diave the-responsibility of -

$ - "determining the requirements for entrance and
" . graduation. . . Lt - ‘

“~.* Rl

Subsection 4.

The Faculty shall have'the responsibiliﬁy{of :
instituting and carrying on«inst;tutiqnal’research,

R Sﬁbséction’i.\_ - oot ‘ v
.- o In conjunction with the Administration, the Faculty

. shall have the responsibility of formulating the
SV . long range plazn of College building and physical
‘ .. -expansion. , ' . L
"~ Subsection 6. e
The Facultv sholl hove the responsibility of -

advising on natters pertaining to the welfare
of its ovm members. toos ' B N/EP

' Sestion B. These dities and orivileges ishall bé inplemented
' : through the committee structure provided in these .
° . By-Lews. I o |

ARTICLE IIT o
Duties and privileges of members
Section A. Definitions
 Subisection 1. . - -
Tull-tine faculty members are those whose normal

‘academic teaching load is six full courses per '
year or its equivalent. .

. ' 10w ' /> K _ N
N~ g - S - PR
. . . oo < L

~ .




- Seciigp ﬁ.

. Section C.

“on

categories:

Subsectlon 2% . '
Part-tinme fecultv ‘members are

vpointed in threé

a., Visiting Lecturer"-lnd1v1d
employed elsevhere who ordi
more than two courses per ¥y

b. Leocturer: - individual not r gularly emvloyed

als revulquv

' three dourses per

c. Ranked part-time: 'rlduals not- reaul arly
employed elsewhere who teza ch dt least three
and at most five courses per year. ' )

'Sug§ectlon 3.

Wembership (,

Provisions for udgustﬂent in nart- tlme sﬁatus as
stlpulated in Article III shall be retrozctive
with the exception of those vrévisions in Section
D. subsection 6. extending the maximum years of
service vihich may be requlred vefore grantlng of
tenure z2nd the maximum years of prior service at
another institution which may be applied tovards
years of serv1ce at this College.

The Administrativelqfficers -- President, Academic.
Dean, Dean of Studeilts, Registrar -- and facultv
members arg members)of this organization. Co
Duties of Full—tage and Ranked Part-time members._

@

Subsection l f
They shzll ccceot the duties and respon51b111 13

of their profess1on. -

Subsectlon 2. ; " )

‘menbers in residence. Only

- They shall eleét the chairman of their departmént'

at three. year intervals. Elections shall'be held

" between the end of Semester I and Ilarch 1 for the
_term beginning the- following Sentember. Elections

shall be by plurality of wrg en ballot and’ shhll

' be supervised by = member ¢f the Election and

Constltutlon Cbmmitee. Vg 1nv?nr1v1le ges are
reserved to full-time and ’anked part-tlme faculty
ull-time faculty
members are eligible to be chgirmpn. If-the, ‘
‘election is not completed by Iaxeh 1, the President
shall appnoint a chairmen. The Electlon and
Gonstitution Corrnittee shall determine and’
circulate z list of eligible and willing menbers

at least two veeks before the scheduled electlon.

2.

-1 -

)

*

)
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-, | } |
Subsketlon 3. ' - o

.

_They shell consult with the'chairﬁan'of‘the
-department cbout the content nnd orgenizcotion

of courses to be tnusht and about problems vihich .
mey arise in the department. '

Subsection 4. _ )
They shell azttend faculty and departmental meetings.

Subsection 5. ' _ B :

They shzll obtain the approval of the President
for any.regulpr off-campus emproyment during the -
time covered by their contracts. o .

Subsection. 6. o :
They shall hand in reports recuested by the
Administration and faculty committees. They.
ghall answer no ocuestionnaires On‘offiqiél College
policy without- the approbation of* the .President.

] ' ' .

Subsection 7.

They shell serve, if elected or appointed)‘as

" members of, committees. Elected neabers of the

Ny

Section'D.-

.Privileges of members

Education®l Policies, Curriculum and Feculty :
Personnel Committees shall not serve on any other
General Comnittee. |, B - ~

#

‘Subsection 8. : v
.They snell ezccept responsibility for freshman ond

sophomore cdvisees-as aecsigned by “the Acodemic Dean
and junior end senior najors in their devartment
who select them as advisors. .
Subsection &. .8 & e N
They shcll, serve, if requeste& by the Dean of
Students or the chairman of the denartment, as .
roderator of not more than one student organization
and accevt the responsibilities of that office. '

| Suﬁsectidn 10..

Assigned proiessional duties of ranked part-time

‘members sH@lljbe apportioned according to the

number of Pull courses taught or their equivadent.

Subsection 1. R : : ’

A11 feoculty members have the right to know their
rofessional’ status in the College and to exercise ¥
the rights pertaining thereto. : g

N

Subsection 2. Rank - a

=, Full-time faculty members, including 1ibrarians,

and ranked part-time faculty members shall have
one of the following ranks: Instructor,

Agsistant Professor, Associate.Professor,‘Prbfessor;




- b. The. initiczl .nU01ntment to ranlk shﬂll be by
o 3 o the Presidenti. She will consult. v1fﬁ§%ﬁ€“’} B
P ' Academlc Dea , the whalrﬂan of the départment . , /-

C. Advancement i

4

b of the rgnk of each faculty meﬂber.,_rf

(
de N%%méygcr rank are the. follow;ng, ~~~~~~
L Instructor: Naster's degree.

2) ‘Assistont Professor.‘#ﬂrgduate WOTK or

P its equivalent beyond the llaster's degree.
y s Normalle, r those without the doctorate,
nﬁ\} the ecuivelent of Tive yveers full -time I3

v : experience as Instructor.

‘ : (3) Associate*Professor: ' The doctorate or
equivalent outstanding achievement in % -
those fields where the doctorate is not™.
considered essential. -liormzlly, five
yeers 9f full-time exnerience, or its

- eguivalent, a2s Assigtent Professor. &
(4) Professor: The doctorate znd evidence of
. ’ - . outstanding cualities as a teacher.
- ' " Recognized contrlbutlon to the fleld
f scholarship.

Pl

es. It shall be the generul volicy %that o faculty

member\{o whom tenure has been grented shezll

. hav® a Mustifiable expectation of  promqtion
: . accordinX to the criteria listed in Subsectlon
S ' 2. d. abo'e.

f.‘ A statement of the faculty member's rank shall
« -  Dbe included in hlS contract.
i - Subsectlon 3 Teechlng Lozd
- The noracl teg chlng load snall be six. full courses
o per ¢ aéademic vear and may be arranged according

o " to’ the patterns of 3-1-2, 2-1- 3, or 3-0-3.
A This load»m%y be ﬁJusted by the Academic Déan
in accordance with such policies as nmay be approved
by the faculty ‘6n the reconmendation of/ the o ‘
Faculty Personnel Compittee. ; ’ /

TR




|
Subsectlon 4. Contracts '
4 . a. The precise terms cnd condltlons ‘of every
. ‘ app01ntment to the faculty will be stated
- : . in writing cnd be in the possession of both
the 1nst1tutlon and the faculty member before
the appolntment is congummated.

b.. All faculty meﬂbersiw1Il be ann01nted under -
one of the following three types of .contract;
-tenured apnolntment contracts, non-tenured
regular tern contracts, non—tenured temporary
) wcontracts.
d _ (1) Tenured apoolntment contractss: Such an
' : appointment will Be for continuous service
‘until age 65 and may be made only at the
rank of Assistant Professor or zbove.’
_ Every tenured appointment- will be a.
. - - full-time ann01ntment unless otherwise
‘ | specified as a. ténured, part-time appointment.
Full-time and ranked, nart—tlne frculty
members are granted tenure on-the basis
of the criteria in Article III Section D.-
Subsection. 6 a.

(2) Non-tenured reguler tarﬂ contracts' oucﬁg——;u

H

an dopointment serves as a probationary
: ‘perlod for a faculty -ember in anticipgtion
| "of o tenured awoointment. Such an a0001nt1ent
| w111 be for a stated term and will be made
: . at the rank of Instructor, Assisiani A
. - Professor, Associate Professor or Professor.
- No combination of such term appointments
mey total more tnqn the ecuivalent of
seven years of full-tire service. 1In
accord with the notice stinulations in
Article IIT, Section D, Subsectfion 4 .d.
below, if a faculty member s nn%‘ tment
is not to be cerried beyond the seventh
year, then he shall be, notified of {the -
, , termination of his emoloyment by th
b y , end of the sixth year. *© » ’
‘ ' ' (3) Non-tenured temporary contracts: buch _
S 'appolntnents will be for a stated term:  ~
and ‘are exollcltly terminal:’ : ‘

LB Tenured aop01ntﬂent contracts and non—tenured
N regular term contracts shall be issued before , -
o March 15 of the current academic year. - Notification
v of acceptence gqr resignation shall be given ‘
. by a faculty-member before Anrll 1 of the;
‘ current academic year.'

- St /

~
N N
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advancement

Non-tenured rezular term apvnointments may be

for one year or. for other stated neriods

subgect to reneval. VWritten notice thot *

non-tenured regular term apnointmént is not
to be renewed will be given to the Taculty .
rmenber in' advance of the exviration of his

-anp01htﬂent uccordlng to the follow1n5 minimum

neriods of notloe.
(1) Not later then i"arch 1 of .the Ffirst
° acadenic year of service, if the'annointment
expires at the end of that year; or if
. a one year esnpointment terainates during
- an acadeniic year, ot least three ﬂonth C
- 1in advence of its termination. -
(2) Not loter then December 15 of the secogd
///acdaugéc vear of service, if the app01ntnent
expires at the end of that’year; or if
an initial two yezar anp01ntnent terminates
during the academidé year, at least.six
months in advance of its termination.
(3) At least twelve months before the expirction
of an apvointment after two ‘or rnore years
at the Collede.. i
Ann01ntments w111 be w1tn tequre unle S otherw1se
Spe0111ed Until cge 65 of the faculiy re”ber
and subject to the nrocedure spvecifieca in - ¢
Subsection 4 g. below, such an appointment is
terminable by the institution only for adeguate
cause or on account of extrcordinary, demonstreble
financicl exigency, after not less then twelve -
monthu notlce to the fwcult" nember.

-If a nember of the facnlty‘de51res to terminate.

an existing avvointment at the->epd of the

zdemic year, or to -decline o renevicl- in the
c~bsence of notice of nonrenevczl, he shall
give notice in- mrltlng at the earliest ovvortunit;y
but not later than-ilay 15; but he may nrooerly
request 2 waiver of this requirement in the case
of hardshion or in a situation where he Would
otherwise be denied substhntlal profeséﬁhnal

3
©

Termlnatlon, for cause, of a tenured aon91ntnent

~dismissal of a faculty member during a non-
tenured annointment, or the nonrehewal of a
,non—tenured regular term "apnointment \1th less -

K

advanced notlce than that snec1f1ed in these
By-Laws shall be preceded by & statement of
reasons and an opportunity to be heard by &

,’spe01a1 committee to be set up, as specified
- in the Constitutitn, Article VI, Section B, -~

acgording to the procedures there delineated..

E : - 76 )
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Subsection 5. Salaries

~ threatened by his continuance.. If the
-appointment is terninated, theyfgculty”member

- that of the ins

Until the final decision upon termination .
of an appointment has been reached, the

faculty member will be suspended only if

immediate herm to himself or others is.

¢

will receive his salary for atyleast the
period of notice to.which he ig, entitled under
thesé By-Laws, @2nd will be continued.in his
duties for:thaé;zeriOd unless his welfare or -
tution regquires that he be
granted a leave of absence, . '

The College“subscribes to the Statement on
Finencial Exigency and 5taff Reduction issued

Yy the Apcociation of American Colleges.

Included in this statement is the.substance
of the followings If. a tenured appointment

. 6r a non-tenured regular term.avnointment

because of financial exigency,;;ﬁe released’
faculty member's pléce will not be filled by
a replacement within a neriod of two years, .

‘unless the releczsed faculty —member has been

offered the ovportunity to accend or decline
the position, within a reasonable tine (at

. least sixty days), and has declined.

a

. Qe

b..

At the tiﬁévgoﬁtracts are renewed, the salary - -
schedule rangé shzll be given to faculty members.

Chairmen of departments may have their. extra “
responsibilities recognized in salary differenticl.

Facuity'membersvqf»comparable»service, background
and rahk shall reéceive comparable saleries.,

L . o ; O <y .
Initial salaries”shall be nsed upon-secadenic
qualifications and experience. It is recognized

‘that the College may find it necessary to nay

4 higher beginning salary to instructors in’
certain fields because of a demand for such

instructorsy Such’ inequities shall be corrected

as soon as possitle.

Salaries for visiting lecturers and lecturers

- shall be negotiatedrfrom a published minimun

per course. Salaries for ranked vart=time

‘members shall be computed on.the basis of

one sixth of the full-tirfe salary Der Course,

- .according to rank,service and background.'

a7

S
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Subsection 6. Tenure and Due Process

" The Collece subscribes to tne L. SRR cowmended

Instltutlonw Reculaotions on Acacewic Yreccon
and 'enure o1l the americon Asseciotion of
University Profescors, perticularizing in the

.followving mamer: - - A

a. A faculty member will be granted tenure upon
completion of no less than five and no more:
than sevensyecrs of competent full-tine service
or its equivalerit as a ranked phrt&tlﬂe faculty
member,

(1) ZPrior employment as a regular faculty
nmemnber 2t another accredited instifution
may be counted up to a maximum of three

, years towards the fulfillment of the

. service reouirement for tenure, with
exceptions permitted for those holdlng
the rank of Professor.

(2) Competenge is to be determined by the
President~xl :'ll consult with the

.Acadenic Dean ané the chairman of the
department and veigh'the,report of .the

Faculty FPersonnel Committee on the IR

_candidcte's teaching performence aznd
: professioncl ﬁchleve“enuu.

(3). Tenure is ordinarily grconted only to =
person holding the highest relevant degree
for his discipline and the rank of ASSlStmnb
Professor or above. Tenure shall not be
granted to 2'npart-time faculty mermber
classified as 2 visitin} 1 or
lecturer. . el

(4) The foregoing provisions|extending the -
maximun yeors of service\before the granting”.
of tentre (nov: seven, forwmelly fl,e) and !
the naxiatm years of nrior eT '

s erigthier fnistitution that cen be uﬂblled

R towards the fulfillment of this service
- requirement (now three, formally tyo) -
. shalf not be retroactive. B o

» g3
. A

. b. A tenured faculty member may change from a’

“ full-time to a part-time status, or from a
.part-tine to a full-time status, only according -
%o the follov1ng prov151ons'

(1) A tenured full-time faculty ﬂember vihose
status, upon ‘his reouest changes to -
ranked part time, retalns for a naximum
of three vears' the option of returning

. t0 a terured full-tinme ann01ntnenb If
this ovtion is not exer01sed the apn01ntﬂent
will continue as a tenured nart tlme
app01ntment.,

i
[
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e ‘?; - A

. - A -
. *{2) A ténured full-tipe frculty member vhose
. status, because/é% finzneial exigency, o
chenges to rap¥ed pprt-time, retains 0 ”
L o until coe 65/the option of ‘returning to ‘
.J a tehured £0ll-time conointment should
one beconi¢ available. 1

(3) A renked pert-time faculty member viith ’
tenure who accents o full~time apnointient
will therecfter have g tenured full-tine
appointnment, . - .

. V4 ,
¢. A statement of the stafus of the faculty member
shall be included in’A%e written contract. )

d. Any faculty member about to have his tenure /f
: - rights ternmincted has the right to have-his
o case reviewed by o special comnittee to’'be set
up as specified.in the Constitution Article VI.
Section B. He shall be entitled to-gll the
procedural safezuprds there delineatéd.

e. Tenure 'mey be terminated by forma) action of
the President &fter consultation/with the
Acodemic Dean, the chairman of Ahe denartment
- and the Faculty Personnel Committee for adecucte
cause: pnrofessional imcormetence, willful
neglect of cuty, srave morcl turpitude or:
' prolonged illness (vhere the inability %o
- .perform tecching duties extends for three
academic years). : : o

f. ECither party may request termination of tenure
for adequate reasons. Such a recguest- shall be
nade sufficiently in odvance so that odjustments

. rmay be made without herdshin to. the College
or the facultw member.. "Adequate reacons" on
L the mort of the College shzll be defined as
¢  the closing or reductipn in size of a department
‘ ' or finencizl exigency. (The statement by the
Association of American Colleges: on Finoncicl
Exigency and Stoff Reduction shall provide the
guidelines for uiese circu:stances. In the
-~ application of these reagons, the seniority
, . of the factlty menber is to be considered.
. . "Adequate reasons" onythe vart of the faculty
‘ . ' member shall be-definéd 2s ill.health, the
S , . . offer of a better position or a change of
' L ' vocation, T I

. -
~ P
¢ -

o

Subsection 7. Voting and holding office..

‘. - 2. Faculty members with rgnic shall nove the right

] ‘ : to vote a2t faculty meetings and cre eligible -
N Jfor elective positions within the several .  #
o //;:)restrictions contained in Article IV below. '

v
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Subsection 8. BProfessional neetings

Paculty members without r@nk;shall:have the ,
right of debate but no vote in faculty meetings.’

Part-time faculty'mémbEfs é1§%éified os lecturer
shall have to right to vote dt the denoartrental
level only, at the discretion of the devartnent.

r

e

* -

Subsection 9. Lecves of abs

—

To encourage the pyofessional growth of the
faculty and to*promote the vitality of the
individual‘depar%mgﬂtsg the College will pay

the expenses,. in yhole or in part, of faculty

members ottending professional reetings. , The L.
chairnmen of.the several devartments, in N '
consultation ith the devartment members, shall ¢
give “the administration an annual list, of meétings \
at which they recommend their depazrtments be -0
represented. The zdministration shall make
reimbursement for such-expense on the principle

of distributing such-ovvortunity
among the denartments and the ip
fzculty members. .- "

official delegate of the llege,
shall pay the necessaryﬂ

Qe

. . teaching effectiveness
.. sound vprogrcn of leave is therefore-of vital

' ‘'make use of #gvailable neans, including lecves, .
- to promote his prof

importancé to a collefe or university ené-it. .

in appropriate g
. direct benefit/to the institution and f

‘Leaves of zbsence are classified as follows:

Purvose: Leaves of absepce are g NP
most jimportent rleans by shich .a faculty member's

) #oy be enhanced, his QA
scholarly usefulness erflarged, and an institutian's
acadenic progrdm.strenlthened'ﬂndudeveloped. ' .

>
3

is sthe oblimation .of gvery faculty member to.

ssionol comvetence. The 7.
major purpose is t¢ provide onporturdity for ,~ ~
continued profession grovith and new, or repeved,
intellectual achigvement fhrough study, research,

writing and travgél. Ledves may also be vrovided |

ircumstances for prdjéc&; of
ar

public or priyate service outside the institution.
Leaves shou a2lso be granted for. illness, . o
recovery o health end meternity. (1972

AAC-AAUP ehdorsed Statement of Princinles.

on Leaves of Absence)

Leave for study or other special work
with partial or full financial support

80
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_ from® the College or the religioug community..’
(3) Leave without vay for;a;definite'perio& o
for vergonal or acadenic reasons such &g
. s.travel or scholarshin grents., - ‘
- (4). Leave, with or without pay, granted on L
co . 'account of illness, maternity or naternity.

c. A sabbaticrl leave shall be granted aos o éatterj
of policy to o full=time or rpnked nart-time
faculty member of the rank of Assistent Professor
or above vho desires such lecve, after each
six years of actiye full-time teaching service
at the College, or its eauivalent.” Such ‘

. leaves shall be granted as liberally as the
i financial condition of the College will allow.’
-, - A scbbatic 1 lezve shall normally be for a term’
of one year at half salary but may be grented
for a semester only =2t full salary. The ’
recipient of a sabbatical leave vill be under
o contract to return to his scademic post at :
< " the College for zt least one year following the
) o termination of his leave. _

} df/ Leave for Specihl work, as described under b. (2),
‘ . .7 shWall be granted by the President as liberally

B o as the financizl condition of the College '

_shall allovr and: shell be bosed on talent and

fitpess as, vell es uﬁon/years of, service.

e. Leaves described in b. (2), {3) and (4) shall
~ ordinarily not’count as time of service in.
determining tenure or seniority.

f. Leaves .shcll under no circunstonces be zeT
" as a manner of severance from the Collete
e Lo e ‘
. -g&. The contract covering? the terns of "the leave
o - - of absence sholl be. signed by the President
’ e and the recipient. It shall ordinarily .
' - stipulate that the faculty member mey not
: » receive a salary fron another -educational
L ‘ . . institution during the leave of absence. |

Subsection 1J. JFringe benefits. -

m.  The College presently nays for hosp@{al and
/ medig¢al insurance for full-time faculty members,
and a\so for ranked part-time faculty members
ypon thyir request, the latter on a basis
prorgtedwaccording'to the number of courses
taught. ) ‘ '

b, FPFor:faculty on leave with oay, the College
Lo will continue all fringe benefits in TIAA
T and CREF at a vnrorated share, and will continue
,/”7 . o . to0 maintain the existing insurance coverage.

ERIC - me0- 81 7 ’
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L c. The Tollege, in conjunction with the College
. .. of St. Thomas, has a recinrocal policy of .

- partial tuition remission for the families ‘-
of "full-time faculty members. <:(/ .

-
1

- Subsection 11. Retiremerit;

Be Tenare 1s.terninated at the end of the school \/

‘year in. vhich-the faculty menber has reached
his 65th. birthday. An individugl faculty
. ‘ member”may be reavpointed on an annual basis, '
v at the discretion of the President.

b. Upon retirement, faculty members may be designated
by the President 2s emeritus members of the
faeulty, provided that they possess-the rank
of Associate Professor or cbove at the time
of retirement, haove comnleted at least fen
years of full-time service or its equivalent
in faculty rank a2t the College and haove made
substantizl contributions;to .the.College -
through their teaching and other vrofessional .
activities. The President's desjgnation is N
ordinarily requested by the devabtment chairman
of thefretiring faculty member through the
. Faculty Personnel Committee. :

. ﬁ% - (

C. ~Reifir“emeﬁ’t aéla-qhéirmén of 2 departhent shall

N

B ordinarily take place at the end of the'school
- year .in Wwhich he ‘has reacheé his 65th. birthda?j”*n
<el . d. The College supﬁorté the ourmnose of retirerent )

insurance by maintzining contracts. in TIAA end
CREP on a'shdred .paynerit besis for foculty
. classified as full-time and ranked nert-tine.
- . If mpon zppointment, to the faculty(on individual
.+, is»particivating in a different retirement nlan,
the -College will honor it on' the samg fintncicol
‘basis as the existing TIAA and CREF jplans.

TN

# 7 ' ARTICLE IV «
v f Committees
Section A. .General Committees. |
ya Subsection 1. The Educational Pdlicies Committee
. . ‘a. i‘embers: w " o . . : ,
(1) - The.President of the College

2; The Acadenié Dean _ -
(3) Six members to be elected from the full-
S - . "7 _time or ranked part-time faculty. Each

a C ’ member shpll have had, the equivalent. of

three years full-time service at the College.

“ " (4) Two étuéents selected by the C.A.

82 .
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[ S

poimineg ond eva uate trends in .

'ergrquGte eduagation with »o rtltulﬁr
ference to ?\b gt nose end needs of

To 1n1t1ate and “‘Oﬂﬂ%nd wmgor nollc1es
such, as degree” reo“&fﬂﬁants;-standgrds

& ihstruction, and exan ztion, major 0,110188
i ST < 0f" eXﬁwn51on, curtﬁll;ent or revisidghi
' T - of, the curriculum; "star ndards ior schol Mrshlps,

e ;'.'/’ﬂ\\J' honors and avords. _s’ <t
T - (3)" To:initiate znd. recomrend the long. range ol
: ‘ - d phy510%& ' . '

<

i
©

3

plan of college bulldlng
éxnan ion. .
. (4) '"Fo consider the

w

educatlo ql resnons;bllltles BN

« 7 of the College Jto, :and 4ts relotions vAth, Lo
' . 1ey. sesy. the cofyunity and the,- S
o a wmn' and recomme‘drunnronrlu e uci',lon. P
To “intexrgrer’ volicy Yhe renuested'ﬁm4ky”

To 1nterpret the - ConctluUtloanﬂd By-Lavws.

70 recommnend: changes, .in-the Constltutlbn
an&*By~Lavs relating to. eduecationxzl oolicy. i
To be a Rorum of discussion of foculty © )
concerns 2% to- the welfare opd acedemndc
vitaldty of} the faculty Qnu the College

- cormumiity aB o vhole. - v,
To - récoﬂﬂen,'and-lnltlﬂte nroprQﬂs for‘

TN I honor ‘students. o L, s o .l,//

VS B Subsectionvg The Currlculum Coﬂmlttee o 2 s
‘ w7 L. eRDerst. o .
' The Achdenic Desn, ﬂsichqlrﬂan iﬂ-\’ ,
“Phre Librarion . - r .
5ix membarg to~ ba elected froqithe full— . R
time oY ﬂomyeu port-tine facultv. -Boen ® .0 .
R : - 77 " neaber shall Have hoy the equivalent of . ¢ . B
R ... twe yedrs of ful} tlme service ot the f@\\,
7 T T G@]lege. ' “ ¢
o e T ; (4) Two gtudents selected by the C. Aﬂ, . . \g
el o 5} PUIDOFG e ' ' : ‘
SRR S (f1) “To examlne, evaluate znd anprove or <. -
; *regect modlflcatlon of the curriculun
A in the light oﬁgbest eduycational’ pOlLC“Ga.
Y ePromptly after ach of. its meeting$- the
, committee shnll renort Tts actions. to ‘the ',
. faculty in' writing. At {ts~alsgr ‘
the corm¥tice may reler o mottey
faculty for decision. ka;théfv
any faculty, member, mede T in v
the Aca cdenic -Déan within thirty dcys of
~the commlttee's/renort’ the conmittee
ﬁh 1T refer its decision £o the faculty .

nr ratlflcatlon._ P "8

/\88
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Subsection 3. Ihe Faculty Personnel Committee

a * .

Iembers: '

(1) Six faculty members to be elected fron

the full-tine or ranked vart-tine fﬂculty,
‘ﬁdve with tenure and one without.

N )

Pur@ose5°'

:{1) 'To make annual recommendations to’the
President on all ratsers concernlng )
anp01ntments, dismisgskls, renk, load,
tenure, retirenent,. epleritus status end
_the- equitable dlsty"utlon of salaries.

- (2) "To advise™he Presifient on Sabbatical

and other leaves

(3) To.advise the Pres1dent on general faculty
recruitment volkicies.
(4) To recommend volicies for, and to sunervlse

the annual evaluatlon of faculty members.
®

de

Stbaection 4 ThefCommlttee on Inetltutlonal otuéﬁeé.

i.embers : . S
(1) The Ac»de ic. Dean N w0

é?)f The Registrar T

3) TFour renbers from. the full- tlﬂe or r%nkéd

. per% ~tinre’ faculty to be anvointed by the Ty
Presdident, .one of thﬂ shall be elected
: chalrwe
(4) Two utudents selected by the C. A.

~ Purvoses: .
(1) To investira te and recowmend for ﬂnnrovql
“ A vlans’ ‘for educationdgl e€xuveriments of
- reneral bénefit to the College. . o
| (2) To evzluate all major chonges in educetlonal
.policies ~fter an approvriate Berio@, n~nd
. o ® . to reoort their.findings to the fpfulty.
‘ N ; (3Y Tp collect records of mll educatifonal
-+ research- C”leed on at the Colleg durlng
. .~ each atademic yea ar and to devositj then .
s in the proper admlnlsbraggve off?ce. '
. " {4) To act o= a liaison betwveen the culty
: -~ and gny relevant. nroﬁeSS1onal resédarch
; s offiice. ’
e, MR (5) To. evaluate resehrch- done - Lnder their .
o v \ ~ - Jjurisdiction end-to report such evaluatlons
’ to the faculty. . : o \ ,
bubsectlon 2 The Achdemic Corm.'litteeﬂ%,,J
v a. “01bers"”“’ . .o A
4 (1) The Acedémic Dean, és chairman * * .
: < {2) The Registrar : .
Mo 053; The Dezn of Gtuden¥s ., ° . - ¢
PR Three members, from different dencrtments,
e - W 5 . 40 be elected from the full-time or- ranked
IR m pﬁ‘tmtlme faculty. ! % .
Qo : T RN . - g "
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‘b. Purposes: '
: (1) To take actlon on, nroblemo affecting the
, academic standing ofy individuzl utuqenta,
~such as nrobqtlon 10"155al and reqdm;sslon.
! ' (2) To advise on all ‘mafters concerning the . '
, », modification of credit loqd or reoulreﬂentu
' in indiyidu2l cases. : "
(3) To hear avvezls from:individual students N
*  concerning the aﬁﬁl&catlon of academlc - o
: regul tions. - _ ST ;. ! ‘

)

.o
R

ubsectuﬁ:l 6. ’]S‘he Election and —cdnstituti‘on Comhitiee
a. l[.embers:
(1) Three members to-be elected fron the full- "
- "« time or raned nart tine faculty.
bv PU.IPOS?S- t o \<—-—~\
c T (1) To foster facultv awareness of the splnlt . :
' ' and letter of these Constitution gnd Byv-La avs.#
> (@) 1If necessary, to call the attention of
' the appropriate: officer or committee.to
any deviation fron these Lonstltutlon and
By-Laws. *
(3) To serve‘as'a’re01.1ent'for comnlales
« from individuals that their rights under .
T these Constitution and By-Laws hzve been
* violated. If there is fho other means ol °
I achieving a solution satisfactory’ to tll
- © parties, the comrmittee shall arrange, thht
a special grievance committee be set up- v
v according to the guidelines set im Agficle* ~ :.
o VI, Section*B of the Constituti®n. -
L R “* (4)~ To.review these. Constltutlon ‘and By-Lavs |
‘ S - . annually to determiné whether the drovision$ |
N : : _4; are still relevent or whether rev131on is
c S , .. .called for. L
SR T . *(5) 'To serve zs an electlon commlttee dge’ o
STy * .1 distribute ‘ballots to eligible voters;
') %0 count the votes znd to make Xxnovin the.
results of the electlons.

o

L c Subsection~z. “The-lerarVﬁCommltteel : oo <
o - -a, l.embers e .
e %1) The Hea ad Librarian, as chairmen |

: e o L2) Sixsmembers revresenting various &1@01nllnes

R N . to be appointed by the President from - ~N

1, i " the full-time znd rdnked 'part-time faculty.
| ’ . (3) Two students selected by the C.A.

. Purnose- E e
R , (1) To consider znd recowmend "ctlon ~
A ’ ' matters relatlng to the Library. “, o

7
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Sectlon ﬁ. bbpeCLal Commlttees

. ;~; i

L

Subsection 8. The Collere Public'Re,. ions Committeef‘

a. l.embers: \
(1) Tnree meﬂbers to be elected from the full:
‘ - time.or ranked mart-tine faculty.
(2) Three students selected by the C.A.
(3) The President.of tne College and the
" Director: of Develonwent as non-voting -
, members." :
b. Purposes: '
(L) To study concerns exnressed by the faculty
; and the student Yody about the relationship .
.of the College to its various publlcs, to
set prlorltles for action, to work out
* ways to implement this actio )
> (2) “To serve in an advisory capa ty -Lo-tHe
.= ' President and the Director of Develonment .
. and, as necessery, to the other devarivments
~of the Collese engaged ‘in public relotions,
1nclud1n{ the nersonnel of the news bureou,
;the.directbr of nublications, the director
“~5f the 0'Shqughnessy cu@itoriun and the
. director of ™luinzeée relotions,
._(3) To work with, t‘equﬂubnrlate foeculty and
\ administrative offlgero in exnressins the
concerns of the College to State and
Federal legislatures.

Subsectlon 9. The Nomlnatlncr Comnlttee

a. L.empers:

{1) Three members of the full- time or ranked
part-time faculty aho lnove ‘had the equivalent
of three years full-%ime service at the

" College .to be elected to.a one year term.

- 4

b.: Purpoqe°' SR
(1) ' To propose *two candidates; for each vacancy
- according to the recuirements for office
‘as steted in these Const1tutlon agd By-Law
The committee shall review t? a%gﬁt of b
those currently serving and shall suggest - @
candidates who present, broad renﬁesentatlon
‘of the faculty. :

[N

<Subsect10n 2

Permanent snecia 1 committees may be establighed zs

necessary, w1th members app01nted by . the - Pre31dent
S , D .

Subsectidn 1. ‘ \\\\\
<

‘Temporary pe01a1 comm:ttees nay be estebllghed as" .
: nece gary. Ilembers may be appointed by the President’
“or such other metho& as.nay be deulgnamed when the T

0 -

cb’hlttee is established, .

',‘“4A : . 8(}




ferning c mmitteésx‘-‘ ] B
. j * 4 i Q"ﬁ v . : . <
" Teeriberehip Eg:éeneral Comiittees shall be for
v three yecrs excent for:: : :

v

a. -Ex Officio membergf

. A T | ' . , .
b. Members of the Nominating Cdmmittee who. shall -
serve for one year. o . -

There chall be rotation of all -elected menbers
"I' . General Committees with the excention of the
- Nominating Committee. In order to establish such
. rotation on a newly constituted committee, the
BT S term of members elected to, the new committee shaay
' be determined by lot. T

Subsectioﬁ o, . o R :
of \3-

/ . Subsection 3. S : '
- On existing Generzl Committees vhaose numerical / .
mémberchin is reduced by these By-Laws, the incunbent
o members shall remain in office until their terms = -
' ~ have exnired’ and the numbér of members has thereby -
‘ '~ been reduced. Zlections will then take place
o s:regularly “os. provided in these By~Laws. ‘

' Subsection 4. | . o ' o

« T an elected member*of a General Committee becomes
an ex officio member, an election t6»£ill this
vacancy before the following meeting of the cemmittee.
Any other vecancy shall be filled in the same '
manner. g ; ‘ - ' T

Subsection 5. . Y . : - -

& Taculty member elected to the Educational Policies

Committee, thé Curriculum Committee or the Faculty

Personnel Comnitee shall not serve on any other

‘Generzsl Committee. Any vacancy caused by the ' )

application of this~provfsi0n shall be filled by

~ eleetion or azppointment according to the rules
‘\"-"governing the committee.

. Y ) '

’ : wé )
. : ) ¥ - s . S,
» Subsection 6. ' ' LT
In committees vihere 'no- chairman-is desighated, the
! : mémber having the least number of years .of service .
¢ . =&t the College shall be temporary chairman.
N i , SEREES SR
//u ’ ‘ N - : : ¥ 7
©© - Swubsection 7. , ‘ PP .
d "\\Qggiittees4shall make decisions concerning the.
cot

routine implémentatiop of policy. Specific ~
nittee recormendations concerning major changes
in policy'shall"bejapproved by the faculty at.z ,
. “regulpr meeting before such;;eCQHmendafions becone: -
o effective. At Jeast three days written notice of

_. e ~\\'~‘l\ 8 7 . ’ . “v . ; “.
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Section ‘A.

" . general faculty meeting and call for nominations

Section B.

7/

Section C.

Sectién D. 

Section E.

s

‘Section F.

1]

USRI

Section A,

©

Section B,

. Section C.

" Phe Blection and Constitution Committee shall .

_ residence shrll constitute a quorum.

,\_.‘,

such-changes‘shail bengiven.pripr t6 such 2 meeting.

Ll

‘o

. -~

. %

"Subsection 8.

—

An snnusl vritten revort of thé activities of
each Generé%%ijémittee shal1l bé .made to the
and. t

Precident he Paculty. Any other revorts
shall be made &t the request of the President
or' of the Faculty, or at the discretion of the .
committee. ' - : E '

-

\3

 ARTICLE V o o
. Blections S

-

The,ﬁomihating Committee shall nominate candidates
for Secretary.and for elective committee membershiv
and shall present their slate of candidafes at a

from the floor.

conduct 21l eléctions that .are by ballot and
make a report to the President. ' N

-

Elections will be held in the fall of the year.

Elec%ioﬁs cshal

: 1-be by written ballot of the voting -
menmbershiyp. o 3 . N -

¢

. % ‘ g I ! . ) o
A plurality of *the votes cast shall b¢ required for
election. D : 1"ﬁ Lt

1

The Secketary and elBcted committee members shall
assume their responsibilities at the first faculty
or comnittee meetingkafter\theif election. ’

N

ARTICLE VI T :
| Meetings . *4//,) )
.0 ‘ .
‘Robert's Rules of Order, Revised/shall be the

- parliamantary dﬁ?hopity for the conduct of business..
_There shall be a faculty, parligmentarian appointed
by the President. R U P

* Oone half of the voting m erghip currently in

v

Efoeptvin5thé case of émergenbyw notices of a
. meeting shall be given .in writing at least ftwo
~ weeks prior to the. date set for 2 meeting. -
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ARTICLE VII S ‘
1} ’ - {hv
Amendmen g 4 ‘

!These By-Laws may be amended
present,. provided thit notj
in writing at the previo

v a_ndjority of the voting merbers
the amendment has been given
-meeting. :

‘
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