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ORGANIZATION AN ADMINt,STRATION

The College of St. Cathe ine was named by the Most Reverend John Irland:
Archbishop of St. Paul, under whose patronage the College was founded in

9905 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.

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-
tion of American Colleges, the American Association of Colleges for Teacher
Education, the Upper Midwest Association for Intercultural Education.

4

PHYSICAL ORGANIZATION ,

KEYED TOJHE MAP on the opposite pageare 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-

ice; mailing office; dormitory rooms

2: Visual Arts Building: art department faculty studios and
offices; teaching studios and classrooms; galleries

3: Bookstore: textbooks; supplies; paperbacks; cards; gifts

4: Caecilian Hall: faculty offices; conference rooms; dormi-

tory rooms

5: Chapel of Our Lady of Victory: chapel for religious ser-

vices; guest house; Lower level: Alumnae center

6: Crandall Hall: dormitory rooms; lounge

9: Fontbonne Hall: gymnasium; swimming. . .Ol; non-smoker lounge;

health clinic; faculty offices; classro ms

11 & 23:. hitby Hall: classrooms; faculty offices) language labora-
tories; -guest rooms; student lounge; dorm tory rooms; Jeanne
d'Arc auditorium .

12: :A. Catherine Library: book and periodical holdings; archives
ardi- special collections, rare book room; audvo-visual equipment,
listening room and recording facilities; photographic reproduc-
tion; conference room; library school classrooms; librarians'.

offices



Physical Organization Coil't.

13: w Mendel Hall: classrooms; faculty offices; laboratories,
stoc,k-ropms, and balance rooms for science instruction;

nursery chool

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

Studio theatre; 5peech and drama department faculty off-

ices and classrooms; 01:Shaughnessy auditorium; Recital

hall; Performing Arts library; music department faculty

offices, classrooms, practice rooms

18: Stanton Hall: dormitory rooms; lounge
o

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

20: Saint Mary Hall: dormitory"rooms; guest suite; conference.

rooms; lounge

re

1.

to

4



ADMINISTRATIVEMFICERS

Board of Trustees
'

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 COMI-

mqttee, made up of the Board chairman, vice-chairman, and three mem-
bers elected by the Board, meets as necessary. a The Board appoints the
President of the College. Current board members are listed in the

Catalog.

President

The principal executive office of the College, the President is res-
ponsible to the Board of Trustees for the management of College affairs.

She makes the fjnal dedisiOn concerning appointment of all other admin-

istrative officert. 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 Poll7,

cies committee and the Public Relations. committee. She appoints mem-

beitqt, to the Committee on Institutional Studies and 'to the Library

committee. °

Academic Dean
O

The Academic
is

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 responsible for the prepay ion of the-

instructional budget for presentation to the President. T Registraro

the Director of Admissions, the Librarian, the Director Placement

and Testng,,the Counselors,,the DireciOr, of Interim StUdies and Summer

°Session, and'departmental chairmen rep rtJto the Academic Dean. The

Dean is ex officio chairman of the Curriculum and Academic Committees

and a member ofthe Educationil Policies Committee and Committee

on Institutional Studies.

The duties of-the Registrar, the Librarian, the Director of Placement

and Testing, and the Director of Interim Studies and Summer Session
are-inherent in their titles.

41.
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V ,

AdOlnistrative Officers Con't.

116-S16-6-Ss Manager

The Business Manager is the principal financial officer of the College

and is responsible. to the Presi-dent for all business functions. , We

assists the President in.preparing the annua), budgetand oversees the
management. of the College's physical plant and property. Reporting

to-the Business Manager are the Comptroller, the Bursar, Director

of Purchasing, the Superintendent of Buildings and Grounds, the Direc-

tor of Food Services, the Director of O'Shaughnessy Auditorium, and

the Bookstore Manager. The duties of these officers are irreient.in
their titles.

Dean of Students

The Dean of Students is responsible to
and organization of student services
come under her supervision are
Financial Aid, and Counsel ng,
Commissions of Education, elig

and the Resident Student ounci

Director of Admission's

ousi
is well as Student

u$ Life, Spcjal
and Day S

77

e President
and activities'
g, Health Ser

or the deVelopment
The areas which

ice, Campus Ministry,
overpment with its
ife, Community Action,

Council:

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

hhe College, supervising the dissemination of information to prospec-

ive students, and coordinating the recruitment activities of the

/ admissions counselors.

The staff of the admissions office functions as the field represen-
tativesof the College by presenting its programs and providing informa-
tion to prospective students.

Director of Development and Public Relations

The Director of Development and Public Relations is responsible to,

the President or the p eSentation to the public of the character f-,

.tr

the College ogram and its financi-aids. Working with the Presi-

dent, the B siness Mana , and other #dministrative officers, the

Director DevelopMent formulates plain$Jor increasing understanding
of finan lal needs a0d for increasing su port for current operations

and long-range progr ms. The Director o the News Bureau and the
°Director of Publicati ns report to him.

-12.1;
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INTER-,50LLEGE COOPERATION

The College of St/Catherine participates in cooperative association
with four other win Cities private colleges: Augsburg College, Haniline71-H
University, M calester College, and the College of St. Thomas. The
purpose ,df this voluntary association is to expand educational opportun-
ities for students and professional options for faculties in the five

--,colleges, and to seek ways to.avoid or eliminate the least necessary du,
',plications in programs And facilities.

. .

Cooperative efforts. are funded botji by the colleges and, in five selected .

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

is used for, experimentation in admissions recruitment, inter-campus
transportation, an urban affairs program, counseling services forsminor-

, c
ity students, and mini-grants for joint developmental efforts proposed
by five-college personnel. ,

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

ordinator is Patricia A. Mullen, located in Augsburg's Memorial Hall,
Room #125 (332-5181 Ext. 450)

A / .

Professional rapport and the exchange of ideds and information with five-
college cdlleagues 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.

Other effective means for association with five-college colleagues are
through existing organization, whether departments, special interest
groups, or administrative units. Dr. Helmich has noted that those who . .

A ( (

would like to meet with counterpart's on the other campuses are urged %

to make the contacts without asking that his office arrange it.
.

t .

4

N..
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DEPARTMENT CHAIRMEN

The Department Chairman

attends department chairman meetings,as colloked by the Academic Dean,

,holds departmental meetings for discussing common objectives and

'problems and for proposing CmproveMents in curricular offerings,

*. .

maiptains a file of faculty and departmental materials,

plans.course offerings for each year and the assignment pf teaching

duties tom members of the staff in consultation with the Academic .

Dean a d the Registrar,

prepares the dkpartmntal budget,
,7 1k

keeps the rec&ck for the annual repprt and writes it accohling

to the .o ne furRished by the Academic Dean,

s candidates to fill vacancies in the instrdctional staff

n the department MaktatrecomMendations in regard to their

suitability (refer to ULTYTKECRUITMENT VOLICY, Noveiber

1970),

vi
assists new\members
tions,

th problems of instruction and student rela-
.

'prepares a written.evaluation each -faculty member the depart-

ment for the Academic Dean an, e Faculty Personnel Committee

accord* to the Evaluation -of 'a Faculty Member. form furnished,

encourages faculty members of the department tb keep abreast of

professiohal loiterature and research and to use the best methods

of- instruction, and
g

r?preents the institution at educational meetings and conferences

or asks a'member of the deOartment to attend.

4

..
-14-

1,3

at,



I

FACULTY RESPONSIBI LITI[ES AND PROCEDURES

0

a

14



ACADEMIC STANDARDS AND PROCEDURES

Facu ty familiarity with the curre,it. Catalog is assUmedin evelry part
of th Handbook but especially in thi sect4a6,-Aioh focuses on
curie t bulletins and procedural deta is either not supplied in Cata-
log in ormation or change since the C talog was printed.

IN'Sl TUTIONAL POLICIES ON ACADEMIC "OGRAMS,

Experiential Learning

Experiential learning is that lear ing in which the student is
actively engaged in the process of ntegrating theoretical know-
ledge with peactical'oxpelien-e. A. used in thig context, prac-

', tical experience is that which invol es the student in a work
setting on either a salary or a volun eer basis, normally off
c

.

In ass ssing the appropriateness of a tor* experience for credit, ''.c'

attent 'on should be given to:
,

1. th suitability Of the experience for 'he student at her stage

of evelopment;
. \ .

.

2. the possibility of planning fair ...the experience In advance and .

of securing definite faculty appeoval; 0, .

3: the relationship between credit and the time and work involved;
(Work in an observing-participatory capacity for four 40-hour
weeks should be considered to have a full course value. Ex-
periences completed during the summer should be Included in the
student's fall program:)

4. careful valuation on- the basis of goals which have been agreed
upon by he student, faculty-sponsor, and when possible, the
actual work supervisor;

5. the many opportunities experiential learning offers for self-
evaluation. '

(Extracted from REPORT ON EXPERIENTIAL LEARNING, EducationalPoli
cies Committee, April 20, 1972.)

To register for an experiential learning course, the student gets
special permission from the chairman of the department, except
the Education Department chairman, before she is permitted to
register. The chairmah uses the same forms for Experiential
Learning permissions as for Independent Study by.crossling off
"Independent Study" in the uPper right -hand corner and writim,
in "Experiential Learning."

-21- 1974
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Institutiooal Policies Con't.'
r

Independent Study

Independent study projects it the traditional view are initiated,
planned, and" carried out by t e student with minimal direction by the
faculty member sponsoring thewonk. In a tutorial kind of study,
the faculty sponsor gives greater assistance in planning and direct-
ing the project. Depending"upon the type of study, meetings with
students range from ajew times in the semester to biweekly meetings.
A basic outline for an independent study includes:

1 tement of the ,.,bject,

2 objectives,
3. tentative outline of procedure,
4 length of time for the project,
5. method of evaluation.

Some departments use,a special form for recordiPg 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 wishing 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 name of the Instructor who will be
supervisin'g the study in'the .space provided OR b) asks the student
to get the supervising instructor's signature on the form. It is
understood' that such-applicdtion is preceded by 'a discussion of the
proposed study by the student with an instructor.

The student brings all three copies of the signed form to the Re-
gistrar's Office in order to register for the independent study
course. The three copies are later distributed to the department
chairman, the instructor who is superviSing the project, and the
Regjstrar:s Office.

Final grades for the independent study projects are given by the
faculty-sponsorlib the department chairman who reports the final
grades for all students to the'Registrar's Office.

4r,

-21.1- 1974
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Institutional Policies Cont.

Special Major.

. .

Various major fields of study aresevailable to CSC students either
at St. Catherine's itself or throughthe.cooperating. colleges.
The requirements for these various majors are defined in the-cat-
alog. In addition, Special Majors may be proposed by the student
in place Of the regular, defined programs.

. Definition: .

The. -Special Major, which involves study in depth in two orthree,
fields, is-intended for one student who wishes to design a program.

: to-fulfill special interests or goals. Pie program of study
should include .a miniMum'of.I2 and a maximum of 15 courses,
with at least half the courses in. each field at an advanced level.
(the Special Major differs from a double major for'which the.
Student Meets the complete requirements of two separate fields.)

Procedure: ,.

The spdentconsults with the departments involved in'her pro:
posed major and with her advisor.

The student out the form, Petition for Special Major (see
p.-21.41and submits it to the Academic Dean by the date in her
sophomore year when sophomore petitions are due. The petition
will be reviewed by, the Curriculum-Cohmittee; in some instances,
tie Committee will ask fora personal intervi w. The Academic.
Dean will notify her of the action of the ttee before pre';,

registration' time in .the spring.

Special Majors, Examples'

East Asian Studies (or other Area studies such as Middle Eastern,
Russian, Latin American, African, South Asian): a lan ,age and .

cultural emphasis fs common. Course' will normally need to be
takemon4everal of the, Five-College campuses,-in departments of
Modern Lan es, History,. Religion (Theology), PhilospOhy, Lit-
erature, Art, nd the various Social Sciences..

Humanities Normally ba ed on a core of Interdisciplinary courses,
in Humanities (at C , ID 201, 202, 203 and 204) and additional

)n the de tmentsof Art, Speech and Theatre, English,
Modern and C sical -Languages; and Philosophy.

' Social udies NorMally based on a core of courses in a single
fiel. Anthropology, Economfbs, Geography, History, Political
S nc , Sociology), anthadditional 'study in'several of these
ame fields.

Topical Many different possibilities can be arranged de-
.

pending on individual student Interests and goals. Some top-
ical majors proposed by CSC students recently are:

-21.2- 1974
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Institu ion .l Policies Con't.

"Business and. Human Relations" (combining with Business Administra-
tion study in:PsYchology and Sociology).

Ak.

"Occupational Therapy and Child Development" (combining OT study
with Psychology, Education, and Biological Sciences 'with empha-
sis on child growth,#nd development).

.
`1

"English, and.Journa1ism in Public Relations" (core of study in
EN and JO supplemented.by work in Business and Communications).

Mechanisms of Change in EconoRic and Political Systems"'(course
work chiefly in PO and EC).

"Modern Langu ges and BusineSs" (combining foreign language study
and work in Bu 'mess Administration).

Environmental Studies (to prepare for participation in envitonmen-
tal activities programs or, for-graduate work; involves study in
the sciencesBiology, Chemistry, Geblogy, Physics; in Mathematics;
and in the social sciences -- Political Science, Economics, Geog-
raphy).

(From Academic Dean)

-21.3- 1974
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ACTION BY CURRICULUM COMMIlfEE

(Do Not Write In This Area)

Jan. 25, 1974,

PETITION FOR SPECIAL MAJOR

STUDENT'S NAME GRADUATION DATE

P.O. 'PHONE CUM. GPA DATE SUBMITTED

. TITLE OF THE SPECIAL MAJOR:

PURPOSE OF THE SPECIAL MAJOR (one paragraph):

COURSES IN SPECIAL MAJOR: (include dept., number, and title; put an x in front
of courses already completed.)

SUPPORTING COURSES: (List on backi, if necessary.)

APPROVAL OF THIS PROPOSAL BY ADVISOR AND DEPARTMENT CHAIRMEN

DEPT. CHAIRMAN: (signature) (date)

(comment)
4

DEPT. CHAIRMAN: (signature p (date)

(comment )

DEPT. CHAIRMAN: (signbture) (date)

(comment)

ADVISOR: (signature) (date)

(comment)

0 11 19 . ofih



Institutional P,licies Con't.

Inter osals
,

The purpose at the Interim term is to break the typical routine of

ex ected schedules and curriculum in"hopes that such a change may

r inOgorate a sense of intellecttial'excitement and adventure:

For the faculty the Interim offers the opportunity to delve deeper

into a specific area not emphasized in the usual curriculum, to
experiment with different' pedagogical techniques, and to teach in

an area of high interest not in their customary departmental

classification.

Proposals for Interim study must have substantial intellectual
content and must presume sustained effort that is disciplined;

consciously structured and carefully evaluated by appropriate

means.

1. All 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 ap imates the conventional. Instead approval

should be depen ent upon:

(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;
(c)° the degree to which there is Precision in the articula-

tion of goals.

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 included
in an integrated and syStematic manner.

4. Proposals which include field work should mate geneeoUs pro-

vision for advance preparation and also for systematic reflec-

tion on the experience.

5. All proposals should include ample provision for explicit.

evaluation of the work done.

6. To retain a sense of freshness that is in line with the objec-

tivies of the Interim term, unless there is unusual student

demand, courses-Should not ordinarily be repeated more than

two years consecutively.

The proposals. are to be no more- than one-half page in length ands include

title, objectives, procedures, method of evaluation, prerequisities,

and-expenses...

(From a turricglum CoMmittee Report, 1972)

-21.5-
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INSTRUCTIONAL MATTERS

Syllabi and Course Plan;

Syllabi for courses newly introduced or substantially changed re

regularly prepared each semester for the department chairman ho

forwards. them to the Atademic'Dean at the time pf the annua'

departmental report. A basic syllabus outline includes:

a. Number and title of course.
b. DesignatioR_Of full or fractional course value.

t. Instructor's name.
d. Text.

e. Aims of the course.
f. Course content outline.
g. Techniques used:

Lectures, papers, laboratory work, special projects, discussions, etc.

h. Bibliography .

,

i. Testing and evaluation,
including copies of important examinations.

Classroom Assignments.

Classroom assignments are the responsibility of the Registrar on
the basis of class size and instructional needs. A chart indica-
ting use of claSsrooms at all teachin6 hours is mounted on the
west wall of the Re'gistrar's Office. Changes in class hours,
which should be cleared with The Academic Dean, are recorded
with the Regi rar, who corrects the chart. Discussion sections

meeting, for one or more hours a week in a conference room or a
'classroom other than the assigned one s ould be recorded in the
Registrar's Office to prevent double sc eduling.

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.

tv

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 Students about the con-
tinuedabsence ofA student for whomno drop card has been received
may provide the opportunity for a service necessary to a student
in potential or meal trouble. After she has found the reason for
a continued absente and has, if netessary, referred the stydent to
counselors, the Dean of Stddents will notify the faculty member who
caller her.

-22-
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Instructional Matters Con't.

Class Admittance Cards

At tht 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 A

admittance card for each student in the class. St. Catherine's

students should be asked for their cards the first class session

of the semester. Cards for ekchahge 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".)

Drop-add Procedure (after class lists have been issued ti to instructors)

A s4dent wishing to ADD a class must obtain the instructor's signa-

,/
. ,re on a drop-add Card; If the class is already too large the
instructor may refuse. to sigo the card.4, In order to admit a'student

.. to the cldss the instructor signs the dropadd card and ADDS THE

STUDENT'S NAME TO THE CLASS LIST. The student. keeps the signed card

and takesit 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 signalpres of instructors for dropped courses.
The Registrar will send a note notifying the instructor that the

student has,dropped the course AFTER the student has coMpleted the

"drop" procedure in the Registrars 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
received should call the Registrar's office. The office may be
able to helpicontact the student to find out if the student is

planning to drop the course.

I -22.1-
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EVALUATION AND GRADING

Policy on Student Academic Progress

Final Examination Policy

See current catalog

(1) Factilty members determine methods of evaluation appropriate to
the objectives of each course and the students taking each coUrse.

(2). Whatever, means of final evaluatiOn are selected, 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 classet during the week immediate-
ly preceding the Fitial Examination period.

If the regular classrooin is not needed for the final evaluation,
notices should be given to the Registrar's Office. This proced-

ure helps the Registrar reassign rooms when requested (see point

5 below).

(3)'' -Any student who has three or more examinations scheduled on the
same day may reduce the nuTber to only two,by the consent of the
instructor of each reschgaled. examination.

(4) It is understood that'rescheduling of final examinations is not
permitted except for serious seasons beyond the student's con-
trol (examples of such reasons are a death in the family or a
student illness); plane reservations are not usually in the cat-
egory "serious reason." Within the above general guidelines,
faculty members are expected to exercise their own judgment in
responding to student requests' for rescheduling.

(5) Faculty try to, ensure the best possible physical conditions for
Final Examinations. Should the regular, classroom be considered
inadequate, request should be made to the Registrar for a,bet-

,

ter room.

Revised 11 -7 -72

-23- 1974
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Evaluation and-Grading Con't.

Mid Semester Graded

.Grades, reported toqhe 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 Dor F work. However, CST students must be given

a letter,grade.

Comments For CSC and CST Grades

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

slip. A sx§tem of codified comments is used to permit the instructor
to add at feast a brief comment by way of explaining the grade. Com-

ments are available from the Registrar's Office.

Ihcompletes

The policy on incompletes is stated to the Catalog) Instructors

should promptly report a make-up grade on forms ailable in the

Registrar's Office.

Dean's List

The Dean's List, published twice ually, recognizes students who -

have earned a 3.7 grade average-(4.0=A) while taking at least three
full courses on a graded basis.

1974
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FACULTY OFFICES AND OFFICE HOURS

Faculty offices are assigned by the Academic Dean. As far as possible,
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
durin0 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.

czt

0
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STUDENT OWTH AND DEVELOPMENT

G DANCE ACTIVITIES

Advising

1. Faculty members are assigned freOmen and transfer student
advisees according to the stateciacademic interests_and
per on preferences of the incoming studen0'. Faculty'
are usually providad with basic information on new advisee
early in the semester;%they should, consult the student per
sonnel files kept in the small room adjacent to the Coups
lor's Offices on the second floor.df Derham Hall for fur her
infirmation. The attached form may be used for recordi
information about each advisee. (See p. 25.2.1)

Students may decide to change advisers'especially if they
change their major field interest. Changes are mad at the
request of the student by means of a form availabl~ at the
Registrar's Office. The new adviser's signature required
on the duplicate forM which the student then ret rns to the
Reg; krar's Office. Duplicate copies are sent o the new

and f9irmer advisers as notice of the change.

2. Functions of the faculty adviser

.°

Academic

(4.) To help the student review her program of study, maker

any necessary changes in the first two eeks of the

academic year, and plan her progr fo future regis-

tration periods: second semester and 'reregistration
in the spring for the subsequent year

(b) Tobecome/familiar tlijth the sc olas is background of
the student by con ultind the perso, 1 files in -thf

Registrar's Office, e csntain i ion ores
pondence, school record, references, te 6 es,

autobiographical informatin,'grade reporfs an. fur-
ther correspondence, /

(c),-To discoVer the study habits of the student and he
budget her time balancing study, work, and,sqcial
life. It is jmportant/to get the studeht started on
academic. work early it the year lest her whole college
careel- be jeopardize' by a poor beginning.

(c) To conler with the/dvisee concerning midsemester and
semestei- grades. To discuss with the failing advisee
the.reasons for failure and to suggest measures to be
taken: To encourage the average student. To help

t6e gifted student to develop her talents.

-1-
-25-
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GuidanCe Activities Dolt.

(e) To encourage the student to attend educational events on
campus in addition to those occurring in the classroom.

( ) To help the st4dent clarify her -goals in-choosing
major (attached,it. '25.2.2 Major field Of Study)

Personal

(a) .To help the student make the necessary adjustment .to the
col lege envtronment

_ (b) To help the student with personal problems which she Mayl
present or if necessary refer her to, Someone qualified.
to give the needed help: counselors (see:below), doctor
nurse, teacher, dean of students,- academic dean, or
campus, ministry.

(c) To help the student balance her academic and social
commitments with enough emphasis on the academic..

1

(d) To make the student aware of tip resources on campus
for spiritual growth, aesthetic expression and 'healthy
physical development as well as scholastic achievement
and social 4ife.

('e)

(f)

To be available if the student Wishes help on any prob-
lem. Sortie schedule of regular office hours- is a mini-
mumessential.

To -offer understanding and sympathetic attitudes toward
personal problems.

Counseling and Allied Services

In addition to academic advising available through faculty advi-
sers and deans, the College also provides the services of pro-
fessional counselors. The counsel,ing office is located on second

. floor Derham Hall (see Catalog p. 18). The faculty is alerted
to the. importance,of referring studentt who need assistance beyond
that which advisers or other staff members,have the time or pre-

,

paratioh to offer.

She counseling staff is available for a wide variety of servites:
counseling for personal growth and adjustment: educational 4nd
career planning; providing and evaluating interest, aptitude to,nd
adjustment tests. Appropriate avenues for additional help are*also
provided by referrals to clinical psychologists and psychiatrists.
The Hagm Psychiatric. Clinic is also available for referrals. A
social worker Oool.g 204 D.H. nd a coordinator of Indian programt
(first floor St. Mary Hall) ar available full time to assist
Blact students and Indian stud nts, both .those enrolled at the.
Coll and prospective studen

-25.1-
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GUIDANCE ACTIVITIES

Act. if

MAJOR 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 rogram.

Art (AR 101 or 102) *No specified aurses for first

BiolOgy Of 111; CH 111) semester; general liberal arts

Business Administration (BA 210) program the first yeai..

Chemistry.(CH 111) Prospective majors should also begin their College

Economics Math, sequence.

East Asian Studies (Japanese orChinese language) ,

ElementarAducation* '(There will be a fall meeting for Freshmen who
are interested in Elementary and,Secondary Education to discuss the

Human 'Relations and State Requirement (Minnesota).
English (EN 130, 131 '132)
Foods and Nutrition (HE 200, CH 111) .

Foreign Language*: Chinese, French;'German, Japanese, Latin, Russian,

Spanish. For either Chinese or Ja0a,ese, major field must be East

Asian Studies.
Geology (GE 111T) Prospective majors

History* -

Hoge Economics (HrE 210)

Humanities* -..,

JoUrnalism*
Library 5cience*
Mathematics (MA 105 or,113)
Music (MU 113; also Individual Performance Study and an Ensemble. The

music major should be started, in fat of freshmen jPear.)

Nursing (CH 101) . -
. -

0 cupational Therapy-(PS 111; AR 120) AR 120 may be taken second semester

,)
or first and can be used to meet Fine is area, requirement in Liberal

Arts`'Core. OT 300 is Open to freshmen interested In 0.T.OT
Philosophy (PL 1 )

Physical Education* ,

Phys'*cs (PH 111 plus Math sequence)

Political Science*
Psychology (PS 111, BI '111) .

Quantitative Methods (Math sequence)
Religion (Theology) (TH 120) 4.

Socia0 Studies*
Socifil Work (SO 100)

SociblOgy (S00100)
Speech and Theatre, (ST 103) '\

Textiles and Clothing in Business (HE 210)'

Theol)gy (Religion) (TH 120)
Special Major* (Through consultation with faculty advisor during first

semester) .

shout der otlegin their College,

M. quence.

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,

Veterinary Medicine and pharmacy. The Academic Dean has information avail--
Ar.mn.,A4v +/.. 9C 1 14176.
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Guidance Activities .Con't..

Members of the college faculty and 0.1 inistrative staff are,also
encouraged to discuss with any of the above persons evaluation of
test scores and posslble'splutions to a student's academic or other
difficulties. Faculty may also ask that one of the counselos 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 personnel, files with
out permission.

Campus, s try

The campu.s chaplainsl are available for members of the college coimun-
ity.. Their offices are on the first floor of the Chapel Guest House.
Hour liturgica services are posted- aper doors or are

avail hrOugh e switchboard.

O

-25.2-

29

.

.



Guidance Activities Con'

Financial Aid

Students in need of financial aid must submit an-application to
the C011ege 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 following academic year.

Faculty members can ,be of real help In the area of financial aid
when a student Says she is leaving school, or dropping courses,
because of a shortage of money, or when it is obvious that,a stu-
dent is working too many hours. .The faculty'meMber should talk
with the student and whenever possible refer the -stident 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 sendlany information available to the
office.

Funds are available for students in an emergency such as trans-
,

portation difficulties, death of a' parent, an unusually, large
book bill. These emergency funds are available tfirdugh the fi- ,

nancial aid office; they are not intended to,beilsed as financial
aid for students who failed to apply fOr id. Students may ob-
tainsmall loans through the College Association..

Financial aid may bp granted for second semester to students
. encountering financial Officulty if some is available. Stu-

dents must apply for this'aid in November and must offer some
evidence of a change in since-their appli-
cation for the whole year was made. ThiS aidAs not available
to students who feel they did not get enough for the year, but
rather to those whose financial circumstanceOlavechanged to
warrant it.

-25.3-
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-CURRICULAR ACTIVITIES

5

The College Association'

.All duly - enrolled- students g to the College Associ tion.. Leg-
islative powers are to elected officers of the CO, lege Asso-

- ciatipn Governi oard which Consists of a-President Vice.Pres-
.ident forJducational Affairs, a Vice President for Co ricular

Affairs, a-Set-re tary and a Treasurer, as well as elected epresen-

)tatives of e, class and the Class Presidents,

/MeMrs of the College Association serve on'C'ommittees with faculty,
'make.recommendations, and'attend Faculty meetings. Faculty amkee
o attend CAGB r eetings and enter into the discussion's.

Representative of the C.A. meet with student goveinments of the
five coordina ing Colleges- and the private-Colleges'of. Minnesota
in order to exchange ideas, planAbint activities, and support
educational advancement.

The C.A. takes the re0onsibility for student orientation; social
events, cultural experiences, and cooperation 'in co4curricular--
events'

Faculty and Co-Currigulars
4

The faculty recognizes the value both to individual students and
to academic departments of co-curricular activities, either as
regularly meeting organizations or as less formally constituted
occasional gatherings. Through cooperating as invitedsmoderator
or as participant in these activities, a genuinely'interested
facultymehbdrsan extend and make potent in students' lives the
objectives of,a liberal ai-ts education. Departmental m9fale is
generally high in those departments whose faculty are active in
co-curriculae affairs.

Permission to organize any new extra-curricular group'or activity
is obtained from the Dean of Students.

t".
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o-Curricular Activities Con't.

scheduling Co-curricularEvents

A.calendar of'scheduled co-curricular and special Class events (e
(e.g., outside speaker, meeting to which off-campus persons are in-
vited) is kept in the office of the-Dean of Students. To schedule
lievent.-faculty members Should check on the availability of the
lace they wish.to reserve on the-Calendar orl, if they are expecting-
o sehedule:the meeting in speech or music department tooMS, with
the secretaries of those departments. Then the faculty member obtains
avform in triplicate from the Dean of'Student's'Office. indicating
time, place, description of event, facilities necessary.

(A 'sample of this form is attached' - p. 26.1.1) Onepcopy is kept
for, the calendar record, one is forwarded to the appropriate arrange-
Men personnel, one. is retained by the*faculty member.. All, events

sche uled by Friday of the preceding week will be listed on the
week y calendar Of events circulated from the Dean of Students
Office. ,(See alsO Functions of the News Bureau).

For scheduling 00tside events at C.S.C. or for scheduling the use
of tb Alumnae Center for outside events, see Scheduling outside
event at C.S.C. On p. 37.1.

-26.1-
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Co-curricular Activities Con't.

,EVENT REQUEST FORM

OENERAL iNFORMATOON.

THE COLLEGE OF ST. CATHERINE

Name of Organization

Kind of Event

.
Place of Event

Date of Request

Person in charge

P.O. No. Tel. 140.

Date of Event Time

"Faculty Advisor

IPECIAt INFORMATION IF EVENT ID IN MARiAN LouileE

East Lounge West Lounge Both

Food to be served? Yes No. Obtained-from. ice Own source

Food and/or beverage to'be served: t 2 3

4 5 ,
6 8

Number expected to attend No. in attendance (do not fill in)

Will there be a speaker?____ DO you want a lectern?

Motif screen? Piano?, Other?

Loud speaker?

PEcjALjNF0RMTI0' IF EVENT i IN JEANNE IP ARt AUDITORIUM
b95

(If event is lin 0' aughnessy, arrangements are made with Auditorium Office)

Stage: Lectern...'... Chairs on Stage (Number)._ Full Stage_ _ Apron__

Movie Screen_ __:..Microphone___ House lights_ Stage lights__

There is a 16.00 charge for setting up and managing lights for each rehearsal

and performance

Other accomodations WY special arrangement

Remarks:



PROFESSIONAL ACTIVITIES

GENERAL RESPONSI LITIES

ty r nes its responsibility to keep aware of research
ual fields and in higher edUcation. Readiness to experi-

structional methods, willingness to participate in forums
visiting classes arejurther, ways toward professional

-went

and w
devel

DUTIES IF ALL FACULTY

a. Full time faculty members are expected to attend general faculty
meetings. Part-time faculty members,, are encouraged to attend
all meetings. Thursday mornings at 10:25 and Thursday after-
noons at 4:15 are se V aside for committee meetings, forums,

'and general faculty meetings.

b. Faculty members are responsible for announcements made by:

(1)' individual notices placed in faculty mailboXes,
(2)' notices in the Cog, the faculty news-sheet,
(3) announcements made at faculty meetings,

() bulletins sent out from the office of the President
or from the publicity office, and

(5) notices posted on the bulletin bdard,near the Faculty,
mailboxes.

c. ,In case of an unexpected and therefore unarranged absence, a
faculty meMber.notifies'the department chairman so that class
`members can be informed or a substitute provided.

d. Faculty, members are urged to Make suggestions to any member
of the.Library Committee for the:imprpvement of library
Collections, library services, and library public relations.

e. .FacUlty members,,write,references far4tudents at their request
for grant applications and for placeMent service file

f Faculty members are expected to be present in a adem c dress
for commencement processions and exercises. Th- F. ulty
recognizes that students and their families d full

faculty representation at the culminating a demic ccasion
for a college career.
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ProfessionaPActivitiesCOn't,.

COMMITTEEPROCEDURES

Lists of&current members of faculty committees are furnished .to each

member eery year. Committees ordinarily evolve their own 4aToce-

dures. ormally a secretary is appointed by each-committee at its
first 5 ssion. The secretary files minutes and any other documentary

materia, . The file is given to the committee chairman at the end
. of the year to be passed on,to the next secretary. Copies of the

minutes are given to each member of the committee, to the Prestdent,
and to the Academic Dean.

At the end of the academic year the chairman of the committee prepares
three copies of a summary report and eviluation 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 bean.

Committees have power to act on routine matters. Where special pro-

jects are deeined necessary or useful for the welfare of the College,

such projects may be requested of a committee by the administration

of the faculty. At the conclusion of the project a report is made to
the one requesting the work to be done.

-27.1-



Professional Activities Con't.

TRAVEL AND RESEARCH

Professional Meetings,

To encourage the professional growth of the faculty and to promot
the vitality of the individual departments, the'College will p
the expenses,in whOle or in part, of the faculty members atte d-
ing professional meetings. The chairmen of the departments, in
consultation with the department members, shall give the Admini-
strStion an annual list of meetings at which they recommend their:
departments be represented.. The Administration Shall authorize
reimbursement for such expense on the principle of distributing
such opportunity equitably among the departments and individual

faculty members.

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 tileir annual, lists of
recommended meetings for faculty travel to the Academic

Dean.

(2) With careful planning,, support may possibly be available
to each full time faculty member for one national and one

regional meeting of a major professional 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
chairman is recommended, and preference may be given to
those who make long-range plans for their professional
travel.

(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 offiCial banquet,orconference
meal. Thg conference registration fees, when separate from
organization membershipAues, will be paid by the College.

Pccasions when entire departments 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 duplicate; obtain the signature of the department chairman; and

give the form to the. Academic Dean for final approval. The Business

Office after ieceiving both approved forms from the Dean sends one

coppto'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 mailbox. After return the applican records actual expenses

on the travel request form; attaches voucher nd receipts; and

submits this material to the Academic Dean.

-27.2-
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Professional Activities Con't.

Sabbaticals
o.

Long term planning of sabbatical leaves is advantageous to the
College, the departments, and the faculty members eligible f
these}eaves. Planning in consultation with the Department
Chairman and the Academic Dean ought to begin at least two
academic years before the anticipated sabbatical leave.

Fohmal application for sabbatical 'leave should be made by Nov.
1 of the year preceding the leave (Nov. 1,.19734 for a 1974-75
Idave)., The form is available in the President's Office. One

copy of this application should be given to the department
chairman for forwarding successively tolthe Faculty Personnel
Committee, the Academic Dean, and the President.

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 equitable decision, considering the
entire set of applications and establishing, if necessary, a
preferred and alternate listing. The Alternate. would 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.

On return the faculty member may be asked to. address, the faculty
or to share in some other way.salient features of the experience
in order to stimulate professional growth of other faculty members.

37
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Professional. Activities Cont.

GRANT APPLICATIONS :

Faculty.members are encouraged, to apply for grants for their
particular interest in their f'eld for their department or for

themselves. The Director of fh Development Office can assist

the facu4ty member in searching out a grant and in making the
application for the research or prograM. For those interestedinknowing what type of fellowships and grants are available for
the yeat, the Annual Register of Grant Support, available in the

'Library and the Devel;p15ent Office, should be consulted.

. -

Grants for cooperative inter-college programs and urban 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 12, 1973. Copies may be obtained through the Office of

Inter-College Cooperation. The funds for these grants come from

an award made by the Hill 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.

Individual facUlty members at the College of St. 'Catherine may

apply for,the Sister Marie Ursule Faculty 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 fora faculty

member to experience or to pursue a particular educational oppor-

tunity.not included in the budget. Requests should include

written statement of the purpose for which the money would be used

and the amount requested. Since the amount is limited to $1,000

per school year, grants will be'given on a first-come-first-served

basis with preference for first-time applicants. Requests 'Should

e sent to the College of St. Catherine Alumnae Association.

(Announced at the Faculty Meeting on January 17,1974)
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BOOKSTORE
f

The Bookstore Is open Monday through Friday a:00 a.m, - 3:45 p.m.
Principally the campus source for textbooks and supplies, it also
carries paperbacks, greeting cards and a limited stock of gift

articles:,

Textbooks should be ordered not less than two months before they are needed
since the similarity of academic calendars throughout the country often
create& unavoidable delays. Requisition forms are available in the Book-

store. If'an order is not available, the Bookstore Manager will notify the
faculti member as soon as this notice received. At the beginning of
ternis, faculty members are asked to check 'the arrival of their texts in

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

begtnnings,will be put in the mailbox of the faculty member ordering theni.
The Bookstore. does not order individual copiesAof books other,than texts
for students or faculty -members.

Publishers' honor requests fora .desk copy of a text only -when, the faculty

member requests it. Forms are available.in the Bookstore:'

A six-month limit for returns of overstocks necessitates regular checking

by the faculty member and care in ordering as close as possible to the

number actually needed. The Bookstore Manager asks that faculty members
notify the Bookstone promptly when they know a regular title will not be

used for the next term.

Supplies may be charged to the depaAmental budget by the aculty-membeo
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

charge, student should bring written aUthorizatio, sign her name and.the

name of the faculty member authorizing charge.

Duplicating4on SCM copier is available.

Faculty and other college emplOyees are'illowed 10% discount on all Book-

store purchases.

LIBRARY

COLLECTION

The St. Catherine Library offers a Wide varietiof materials, including
books, periodicals, records, tapes, cassettes, slides, microforms (micro-

film, micrpfiche, and microcards), filmstrips, maps, pictures, and audio-

visual equipment for faculty"use.

Special collections 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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Library Con't. 0

Iniaddition to the main library, the Performing Arts Libeary (PAL)
is maintained in the Music Building. It houses'the record collec-
tion, scores, music, and songbook's, and" books on the technical'
aspects.of music and drama.. It is equipped with, sixteen listening

: stations that have phonographs and tape players. A listener may
also tune in to-any of six different programs fed in from the an- "

trbl center. Faculty members may arrange to have 'ape programs
played for their students.

FACILITIES FOR STUDY

Faculty members will fin'd for their use two special types of study
.accommodations in the library: the faculty study, room 226, and
carrels on the first floor in thetstack area.'

The faculty study, furnished with lounge furniture and study tableS,
was designed to give faculty members' a'secluded and quiet place
for study. On an exhibit sheTf.maintained in the faculty study,
new books are placed for ten days before being shelved in the
browSing areaoor'in the stacks. Faculty members may-request a new
book. 4igning on theyellow reserve form in thp book pocket:,
Facu4tylyonberS should come for the books they have'requested as
soon as4Ossible,after receiving-the notice. If the, books have not

been taken within ten days, they will be circulated to. the next
name on tty,request slip. Faculty members may write their names d
on the req4ett slips if they wish-to reserve a book next, but should
alAys 'give:loriority to names which are first on the list. By

visiting'the facUlty study regularly, faculty members will.be able'
to see new books Teceived- in the library.

New reference books are d4splayed in the Reference Room, and from time
to time annotated lists of new refprenceasources are distributed to
the faculty.

The carrels are arranged around the outside of the stack area. A
faculty member may. reserve a carrel by giVing his or her name and
the carrel number to the assistant Reader Services Librarian.

Book lockers are located in the stack area and may be reserved in
the same way as carrels. Combination locks are available from the
Librarian.

If you would like to receive telephone calls or have people directed
to you while you are in the library, please. sign the "faculty regis-
ter" at the circulation desk, with your name, location in the library,
date and hour.

40
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Library ton' t.

FACILITIES FOR MEETINGS

There are four rooms available for meetings, three in. the main°1ibrary
and one in the Performing 'Arts Library. , Each of these rooms should be
reserved in advance: Please consult theschedule book at the circula-
tion desk of the main library for the three rooms in Vie main library,
or the Performing Arts Library for the Seminar Room there.

- ., -

Room 223 iethel ibrary is 'a faculty conference room which seats 'ten '''
per rIS . No student groups or classes may use :this roOm.' .

Conference Room 225 is available for seminar or group meetings.
Approximately 25 persons can be accomiiodated around tables or up
to sixty in a lecture arrangement.,

k,,
.

There is ifa, small projection room, seating 25 .on first 'floor, room
110, egOppedigoith a wall screen and an opaque projector. Other

i
ypes of machTiffes may be borrowed from the audio-visual service.

8
s .,

'0
he PAL Seminar Room (Music Building 201A) seats 16; ,t is equipped

w' thee wall screen and-has an audio-visual cabinet with turntable and
.

tape deck.. ,

BORROWING PRIVILEGES

Faculty member may' borrow books for a Teasonabl e length of 'time
(subject, to recall for reserve use or a request, if" they can be'
rel eased) .

`Faculty members may borrow periodi cal s, both current and bound
volumes.::: The current issue of a periosfical should ordinarily
be. returned'after one-day usebut scholarly periodicals and
b$und volumes may be borrowed for two weeks..

'Record-Pngs'are loaned to faculty members for a'reasonable period
of ime. %Since the record and tape collections Are not :as exten-

,. ,siv -gas the book- collection, instructors should be considerate of
the- eeds of othe'rs..'

Books borrowed through CLIC (Cooperating Libraries in Consortium)./-
are .given a one-month borrowing period by the lending. lsibrary.
facul-ti members, do not have extended borrowing privile,ges in CLIC:

., Also, several 1 ibraries do ,not allow renewal of books.. Successful
continuation of the CLIC system requires'the cooperation of all
borrowers in returning-materials promptly. Photocopy borrowed
through CLIC does not have to be returned.

t
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Library Con't.

CLIC (COOPERATING LIBRARI S-1N CONSORTIUM)

10
F

CLIC (Cooperating kibrari s inlnusortium) is an organization of Twin

Citie libraries that includes college, university, public, and-` ,

reference libraries.' Members .of' CLIC are The College of St: Catherine,

Augsburg College, Bethel College'Concordia'College,Hamline University,
Macalester College, The College of St. Thomas, and the James Jerome
Hill Reference Library. Asa group, the CLIC colleges 'have borrowing
privileges'with the St. Paul Public Library and the University of
Minnesota: A Union catalog of the book collections of the CLIC librariv
ismaintained at the-HiT1 Reference -Library, and a Union List of
Periodicals f the CLIC members and the University of Minnesota is
shelved behind the des in the Reference Room. All.the libraries

are connected to the H'll Union Catalog by "direct line" phones.

Requests must include luthor, title, and preferably date for a book;
and for peribdicals, t e volume, date, and,pages of the periodical

article. The CLIC dp er service delivers and picks up material

twice a day at each member's library.

Inter-library loan from libraries outside the local area is avail 1.

able through the Reader Services librarian.

_ORDERING PROCEDURES .

Orders fore books should be given-to the head librarian".,'room 222, wh

will see tigisit the order is processed. 'Individual faculty membersnma
submit ordars directly:to the librarian. Faculty members are respon-
sible for developing that part of the, collection which pertains to*

- their subject field! and to make suggestions at all ,times for its

improvement. Faculty members are encouraged td have out-dated material
removed from the* boyk collection:

Themutstviding order file is kept in the acquisitions office, room 224.,

The "books receive " is, kept in the Technical Services Department.-

These two'files wi show which books are.on order and,which books are

in the Technical Serv'ces Department. Faculty may consult these files

at any time.

A temporary card is filed by title in the card catalog shortly after

the book is received. If there is no call number,on the card, please

ask one of the librarians to assist you' in locating the book.

Suggestions for new'periodical subscriptions (or suggestions to cancel
those not needed) should be directed 10 the reference librarian.

Orders for records. and tapes should be directed to the Performing

Art's librarlan. ,



Library Con't.

SERVICES

Xerox copying 'is available at the circulation desk. Faculty members

may charge material being copied for their teachfng or committee use

in the charge-book, 'Material copied is limited to one copy from the

student help.. For multiple Copies-the material shoOld be taken

to the Publications. OffiCe.

A:typing room for public use is located in the stack area, room 121.

few typewriters are kept there, for student and faculty use, free

of charge.. Anyone who withes to do so may bring his or her own

typewriter for use'in this room.

Library instruction for classes is available. Tours, and classeS' of

one to three days are available from the reference or assistant

reader services librarian.

"Term paper assistance" (TPA)Is available for students from the

reference librarian. This service gives students personalized

help in doing research and in learning prop.r form for papers.

Books that. are circulating may be reserved or, your ute by putting

a request on the. book.'

Special catalogs are maintained for the convenience of the faculty:

the departmental library science catalog j room 105; the slide,

map, and filmstrip catalog in room 212; and the records

music catalog in PAL.

RESERVE

u.

Faculty members may. place books on reserve either by takteg
staff to ga
services li
the name

tin

the shelves themselves or-by asking the librar

materials: A form.. (available ,from the reader's

should be filled out, noting. such)particulars as
reserve, type of circulation desired, name of req

member, and the description of the- materials..

Books areleft on reserve until instructors give .permission to return.'

them to circulation or until the librarians- observe that .the books

are not being used.

Reserve books are,arranged alphabetically by the names of the courses.

The room has o en. shelves with self service, but-an assistant is on

duty at the .des at all times to answerquestionsan to help the

students and lac 1 ty.

Desk reserve should be requested-only for special items whic need

to be guarded or restricted to room use. Desk reserve space is

1 imtted.

hem from
er the

the
acuity

Any instructor ma take books from his own reserve. If a boo

not ret rued he reserve within a month, the book will be

from th f culty member's reserve. If an instvictor needs

from another instructor's reserve, he or she Should take it

day only or ask the instructor's permission to keep it fi

period of, time.
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Library Con"-t.

LIBRARY HOURS

Main'Library

y throu h Thursday
Friday
Saturday
Sunday
Interim
Vacations

)

8:0d a.m. - 10:00 p.m.
8:00 - 5:30 p.m.

10:00-a.m. - 4:30 p.m.
2:00 - 10:00 p.m.
Special Sghedule
If you need to use the library
during vacations, contact the
Readdr's Service Librarian

Performing Arts library (Music Building)

Monday through Thursday 9:00 a.m. - $:00 p.m.
6:30 p.m. - 9:30 p.m.

Friday 9200 a.m. - 5:00' p.m.:

Saturday CLOSED -

'Sunday- ,
2:00 p.m. - 5:00 p.m.
7:00 P.M. - 10:00 p.m..

Interim Special Schedule
Vacations If you need to use the fibrary

during vacations, contact the
Pe f -orm in6 Arts Librarian.r r

AUDIO- VISUAL CENTER

The Audio Visual. Center isin the Library jut.behind the reference
desk, rooms '212-213. The Center provides thefollowing services:,

a. Rent films when--provided with the title and the date needed --

order a term in advance,-
b.' Pick up. films at St. Paul and Minneapolis Public Libraries.

with 1 week notice,
c. Show filMs by setting up the-' equipment and running 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 transparencies - -a' Targe.type typewriter which can add

. color is Available in the center,
f. Dub LP records on to cassette or reel-to-reel audio tape,
g. Produce audio tapes for cassette or reel -to -reel,
h. Produce slides,
i. Repair equipment--simple repairs, or an assessment of professional-

repair required,
J.- Loan the following equipment -- reel -to -reel or cassette recorder,

record player, Carousel slide projector, filmstrip projector,
projection screen,

k. Coordinate consolidated puithasing-jaudio cassettes, tapes,

transparent,-' material supplies;

1. Coordinate IV studio production. utilizing Hamline and St. Thomas

TV studios,

-31.5e
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Library Con't.

m. Standardizd AV equipmentplease consult the AV Media Coordinator
before ordering materials in order to obtain the lowest price and

the best equipment,
n. Media,consultatiqn for'software according to specified ne ds.

The Media Coordinator, John Lange, is in the AV Center, Librar

RooMis 212-213 from .8:00 a.m. to_5:00 p.m. Mondays through .

Fridays. His extension phone number is 200.

47
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PERSONNEL Of ICE

FACULTY BENEFITS

The Blue Cross hospittal plan and the Minnesota Indemnity Incor-
'poration (MII) are provided fdr eligible faculty members under'
sixty-five years of age.

'A Group.Ld

to full-ti
-age. Be
days.

unt*

Li

g Term Di ability EmployeeInsurance is also provided

e eligibl faculty members under sixty -five ,years of

fits do no begin until after a waiting period of RO
Monthly Ben fit of 60% of Basic Monthly Earnings is beid

the individual is able to return to work or until age,65.

e insurance As carried for the full-time eligible faculty mem-
rs for 60% of their annual salary by the College. The indivi-

dual may choose to pay for the additional 40% of their annual
salary by requesting that the cost be deducted from their month-
ly pay_check.

Retirement plans from TIAA and CREF are available for eligible
faculty members-when they (reach tenure or thirty years of age,
vhichever is earlier. The College matches the individual .con-

tributioh.

FACULTY SALARIES
,

Faculty salaries are paid in ten payments on .the of each

month beginning in S ptember. The salary envelope is placed in \

the faculty member's mailbox. One twelfth of the full salary is .

paid to full-time faculty each month for nine months. 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 c is picked

up personally in the Business Office. Part-time acu ly members

are paid over a nine-Month period.

Each new faculty member must fill out an applicat ion fotrIM and a
form for withhdlding taxes before the first the can be\written,. 7
The'forms are available in the Personnel Office. Any changes in
tax exemptions or address should be reported immediately to the
Personnel Office.

,

ACCIDENTS

Any accident which.would be. covered by Workmen's Compensation' should
be -reported to the Personnel Office within three days after the

accideit. Reports must-gdinto the insurance company within one

week;
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PUBLICATIONS RTMENT

HOURS AND LOCATION

Director of Publications
Room 10, Derham Hall

9 am., to 4:30 p.m.
Extension #300

-Typing Service and Duplication 8 a.m. to 4 p.m.
Extension #338 ,Room 11, Derham Hall

PREPARING JOB ORDERS FOR DUPLICATION
I

Copies will appear exactly as typed. In typing, a 20-pouqd 8-1/2'X 11

inch white smooth bond paper, not erasable bond or onion skin paper,
should be used; at least 1/2 inch of white pace should be left at
the top of the page, Fbr a clear finished product, the typewriter
keys should be clean and a sharp, black typewriterTibbon should be
used

Ditto masters will appear in the copy. exactly at the material appears
on the front,of-the master; all corrections should be made on the front.

PLACING JOB ORDERS FOR TYPING ORANPLICATION'

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.

Job order'forms are filled out by the Publicatio,s Personnel for each
order giving the number of copies needed, the dat and the hour the

work is needed, and the department.

COMPLETED ORDERS °\.

All orders are picked up at the service desk in Room 11, Derham Hall.
The persomreceiving the order must sign the sheet at the Service

desk:

-33-

47

1974



Puulications Department Cont.

DUPLICATING SERVICES

0

0

For 1-5 copies a Xerox machine is located in Room 10, Derham
cu1ty members do0their°O4n..xeroxing;stbey arelimited to 5 copies-,

..r original sheet.

For 6-5,000 copies a job order should be placed in Room 11, Derham
1-11. 'AM Multilith equipment (2 offset presses) are used, for these

Jr°'.es. Jobs of 6-100 copies are prepared while the individual waits.
of 100-500 copies can be completed the same day. Workebrought

J he service desk in the morning can be picked up'in the late af-
' f,-.1oon; work brought in after twelve noon can be picked up the fol-

,';n9 morffing between 10:30 and noon..

of 500 copigs or more require a day'or.two'depending on the
load.

. .

.' the job must be collated, stapled, cuttableted, etc., one extra .

.'Iould be allowed.
.

)__ ,::1 times such as the beginning of semesters and the period pre-
.

cedirIck examinations, an extra 2 days should be allowed.

o$,, jobs .w be done as. quickly as possible when a real need arises.

;?.er, it causes, interruption' of the work flow and slows down the

of other work.. .

!..EVEE
.

,

`.,.ing service is available for facul y memhers Who do not havericret,aria: or clerical help for tY0 g of instructional materials,
c tT,Ps, assignments, course outlines, review questions,

.,....zes. .aboratory worksheet, examinations) and College-related
ck,s \Colleje business letters, minutes of meetings, annual

f c co t-rsee pages of typin (not counting charts or graphs),
,

c, .y s)oul bmitted at lea t-2 to 3 working days before the

'qnec work is needed. Days o'ver the weekend should not be

.....5,,4rd,

"rnu ly vped draft of the order is -preferable o handwritten.

"ten work must be legible.

AH: be done by Publications DepartMent personnel unless
tie fa.u'v member requests to proof his or her own copy. 'If tech-

orforeign phrases are used in copy content, the faculty

Terre," should oroof the copy.

-33.1- 1974
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Publications Department Con't.
o

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.
lo

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

Programs (recital,concert) -- those programs involving copy only--1 week-

iferf ore due date; programs of more than 1 page or folded in half require

more than 1-weekbeforedue date. )

Programs (exhibit, concert; pley)-Athose programs requiring copy,

photos, and/or artwork--2-1/2 to 3 weeks before the due date..

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

quire at.least 2. weeks before the due date; those la than 11 x 17

are sent to an outside printer and require at least 2 wee s before

the due date.

The above schedule has taken 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.

For colored ink extra time should be allowed in addition to the dead;

lines listed above. Changing ink necessitates extra vioric..

All copy submitteq is to be typewritten in:order to-ensure accuracy

in content as well as in spelling specific names.

The Director of Publications will meet with faculty regarding paper,

design, quantity, size, etc. on jobs using the, printing service. An

appointment can be set up by phoning extension 300.

.r
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Publications Department Con't.

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 ,ertion.
of the total budgetlbased 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.

Only the work done for organizations or groups such as the College
As 'ation olp n Club, Freshman Class, Phi Beta Kappa, Home Ec.

C ub, ae Assoc.' tion, ARA Slater Food Service will ,be billed

directly 0,the organi at n. Payment will be made directly to the

College Bursar after the invo is received from the Publications

f Office.

\v"
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1

MAILING PROCEDURES AND POST OFFICE FACILITIES

MAIL DEPARTMENT

The United States Post Office located in the basement of Der Hail

is open frOb 8:00 a.m. - 4:30 p.m. Mondays through Fridays Stamps,

money orders Ind speeial,registry are sold here. All busi ess mail

for the College is also received here for postal, metering

Slots for stamped Uilited States mail and for Intra-cam us mail are
located to the left of the U.S. Post,Office window.. Inter-campus
mail shbuld be delivered to the Circulation' Desk of the Library
for distribution to.the other four colleges. Packages cannot be

s n by -inter - campus mail .

Th U.S. mail is picked up at the post office inside at 10:30 a.m.,

2: 0 p.m.; and 4:45 p.m. 'On weekends no mail As picked up inside;

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

Derham Hall.

Inbound U.S. mail is distributed in mailboxes twice 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.

All mail boxes' are lock bo es. United States postal regulations require

that the boxes be kept loc d.

Notices to be distributed 't FACULTY ONLY may be leftat the post office

counter with the clerk. It of necessary to write on the names of

the faculty members. Mailboxes have been marked to distinguish faculty

from staff.

For a general -meg ing 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.

A list of post office box numbers is available from the postal clerk

-,for short -term use. Fliers and pamphlets approved by the Dean of

'St 6rts_may be sent through intra-campus mail.
1 gm
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Mailing Proceluresand Post Office Facilities Cont.

BULK MAIL SEROCE

, The bulk mail service coordinates and expedites large mailings for

departments by assisting in setting lap 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 beginning a mailing.

Bulk mailings are handled on a first-comq-first-serve 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 to

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 pieces.

There is a permit form that should be printed on the material at
the time of printing in order to use this rate. Please check with

the Mail Room supervisor BEFORE having any piece printed to assure

the'best postal advantages.

Mail weighing less than 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 my standard envelope with ,a flap not exceeding 2 1/2"
with or Weout printing 'the postige on the envelope is also

available.

Notify the Mail Room supervisor as soon as possible regarding

a mailing in order that funds for postage and sufficient help can

be planned. A summary showing the total postage and labor used
is sent to the mailer at the end of the month.

Contact the Mail Room supervisor for further- inf6rmation,

-34.1-

52



'0

PROCEDURES FOR REPAIRS, PURCHASING AND CHECK,REQUESTS

REPAIRS

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

building.

Bu:',1ding Room Date.

WORK ORDER

REPLY

RquPsted by

Approved by

Leave work Jrder slips in Derham 13



Procedures for Repairs, Purchasing, and Check Requests Con °t,

PURCHASING

Faculty members ordering or charging materials are to complete five
copies of the requisitton/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 will permit a facu t member to charge ma-

terials, Items should be charged in the n f th college, The
College of St. Catherine, and/not in the n m o t6 person.

REQUISITION/ PURCHASE ORDER
THE COLLEGE OF ST. CATHERINE

, UPPLIElf
r---^ SHOP _ _ _ _

TO:

The College of St. Catherine
Dept:

_Bldg: Room .

2004 Randolph Avenue 0

St. Paul, Minnesota 55105

UIRED: This form is a purchase order only when number has been assigned
by the department

P.O. o.
purchasing

V NO DESCRIPTION ACCT. NO EST. COST PRICE

4.

.
.

ED BY: DATE:
Col ..pR CODE:

White Supplier's copy
-Green Dept. Head copy
Yellow Business Office copy
Pink Purchasing copy
Gold Receiving copy

D BY:
DEPT. HEAD

,1

BUDGET OFFICER

N. - 35.1'-

54

1974



?.4

Procedures for Repairs 9 Purchasin

gRECK REAuE:sirs

and Check Requests ,Conftt.
4.

is NOT to be useGi for purchasing .materials. It is

used to obtain funds for conferee = to ;..y *speakers, and' o rei

burse persons who have perf,59/Jled 4, se, - ice. Check requests received

before.10 a.m. on Thursda re paid the following Monday. Formi are

available from the Business Office, Derha 203.

14.E 'K REQUEST

Cotle0 of St. Catherin

tJR:

Typewrite or grant-

STATE:

DATE

lb?

ZOP6ODE

DERIT ACCOUNT MAIL CHECK HOLD CHECK FOR REQUES CHECK BY idatel

?IEf]UESTED BY

YES NO

APPROVED BY DEPARTIthroCHAIRMO APPROVED BY MANAGEMENT

?PIO SVPERCEDES PREY.
8MC-0004.

A

.."

-35.2-*
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NEWS BUREAU

the News Bureau directs the dissemination of.all campus news to the

various inedia, press, radio and television, and informs them of all

_newsworthy activities of the college, its faculty, students and

other publics. °

0

the Bureau gathers information,'distributes stories to thp metropoli-

tan niedia,'preistares special stories about students for their hometown

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

views, etc. It also sends special In-foiniation to professional journals,

magazines,. events calendars, 'and works to coordinate its activities-

with student publications and general colle publications.

o assist the New Bureau in the essential fu ctio of gathering all

th ampus newsworthy material,,a beat system ape, s with one faculty

membe from each department responsible for repor i at 1 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.

D.



OTHER SERVICES AVAILABLE

AAUP

A chapter of the American Association of University Professors is

active on campus. Presently working committees includelCommittee-

A: Academic Freddom and Tenure; Committee T: College and,Univer-

sity Governance; Committee W: Status of Women in the Academic

Profession; Committee 7: Economic Status of the Profession.

ACtive members pay both'nattonal 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.

FACULTY CLUB

All faculty,member are eligible to join,thd Faculty Club, an organi-

zation which promotes bonhomie by planning varied social events

during the school year. The membership fee is payable at the-begin-

ning of the college term. Spouses and children Of club members are

invited to several events. A president, secretary-treasurer, and

two social chairmen are elected each spring.

HEALTH SERVICE .

The Health Service i.9 available to faculty members as well a 'students

at Fontponne, Room 3, egte 289. No medicines are available. In case

of sudden illness or injury, the resident nurse should be called through

the swi tchboard.

Emergency Numbers to keep handy:

'Emergency rooM, St.'joseph's 291-3348

Police 291-1234'

Fire and ambulance. 224-7371

AmbOantes:
rdwest' . ... . # 488-0288.

rtin' 222-0555

CHECK CASHING ,

.The office of the Bursar is located on .s coed floor Derham Hall. All

Miitters concerning students' financial r cords 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: 8:30-10:30 and

1:30-3:30.
. 7
NOTARY PUBLIC

A Notary Public, ',ester Jane, is available, in the'Bursar's office to

faculty without charge.

-37-
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Other Services Available Con't.

PARKING

Parking on campus is by permit only. j Permits are available from the

receptionist in Derham Hall. Cars wi hout permits or parked in a

no parking zone will be given parking iolation tickets carrying,a

fine. .
,

Cars. should NEVER be parked in areas marked with yellow curbing .or

with NO PARKING signs. These zones are,designed for the free move

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

caffeebreaks and for meeting friends: It' is not open to students.

Faculty,Forus ate held here on scheduled Thursdays at 4:15.

The SNACK BAR also located in St, JosephHall has fountain service

and snacks available during the day. -

The CAFETERIA is open for faculty members as'well As students between

7:30 to 8;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 special occasions, complete a

Special Service tvent form (p. 37.1%1)availaple frdm the Food

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

weeks in advance for banquets and buffets, and at least. 48 hours

in advance for coffee, punch and cookies. A definite.and guaranteed

count for the event must be furnished.

SCHEDULING OUTSIDE EVENTS AT CSCAND THE USE OF THE ALUMNAE CENTER

For scheduling outside events 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 &aunt of the- rental fee.

Arrangements for 'use of the Alumnae Center are also made with Sister

Stella Marie.
erP'

.

For, scheduling campus events, see page 26.1 Scheduling co-cures cular

events.

SCHEDULING DERHAM HALL BOARD ROOM

All reservations' for the use of Derham Hall and Room for committee

143
meeting,s.are made2through the President's s 1tetary.

FACULTY FORUMS

A date-for a faculty forum for discussion of a topic of significance

for all-faculty members is arranged throoh the Academic Dean's office.

..--37-,1-
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SPECIAL SERVICE EVENT

Ile of Organization Day/Date Time

)

,

Purpose of Function - No. of Guests Guaranteed

Name of Representative

,
.)

Title

Address
. -

-
Phone

,-

L
,

ocation of Event 0
Client Approval '` , Yes No ;:i

MENU. .

11

-

,

e

,

, .

(1.,

. .

0 '

,

,

. _
rl s II .

,r /

?RICE:.

Per Personl\ Total

...-

_ ._
O.

.

ii,),fr LIME . LOCATION: LYESTS: . PRfCE:

EXTRAS

Candjes Easel

.

REMARKS

PRICE OF
EXTRAS:

eez..

TAX: .
.

_

Howers Microphone TOTAL

.

PRICE:.
_

Platform WCiter,Pitcher,_____ .

Blackboard /Pointer Glasses

, v ,

.2 :

, ,

4 -

Checking Table Spot Lights

Piano Place Cards ,

7.),chestra Programs
,

.

.,

.

,

.

._...
Food for Entertainers Favors_ _______:_.

'roiector Flags

---- Podium .Check Room
^

f.;-ivel Tickets
(For Seating Arrangements see Other Side.)
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The

CONSTITUT

and

BY-LAWS

of

THE FACULTY OF THE COLLEGE OF ST. CATHERINE

As amended to Vecembsr 1, 1973.
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Foreword

The Faculty Constitution was first adopted in 1954 fpt

period of one year, then amended'in 1955 and adopted as

amended for another year. In 1956 it*ias further amended

and adopted as amended until such time as a, Constitution

Committee elected by the Faculty would present a revision

which would further clarify the original Constitution.and

bring it into harmony with the changed administrative

structure.

On Vlay 29, 1958, the Constitution and By-Laws of the Faculty

mere adopted as an amendment, by subst'ition, to the Faculty

Constitution as amended in 1956.

On May 17, 1967, these Constitution and B&- -Lays were passed

as amendments, by substitution, to the Constitution 'and By -Lags

adopted in'1958. Additional amendments were passed in May

1969, May 1970, ' :ay 1972 and April, May and Novembei 1973.
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PREANBLE

The College of St. Oath rine,- owned and-operated by the Sisters
of St. "Joseph 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 undertalten, and a- refinement of the ability"
/to evaluate alternatives faced in a pluralistic society can
be achieved.

ThR Judeo-Christian heritage.and its fulfillment in the Gospel
of Jesus. Christ isemphasized as a key to linderstanding the
relationship between Gad and man, and between man and his

.
fellow-men.- 'The College offers students of all faiths the

experience of'1, believing community. It creates an atmosphere
su'portive of religious values and providesopportunities
for worship. As'an institution, the College encourages-its
.faculty, staff and students to respond with justice and charity
to the needs'of others both within and outside-the College
community.

.
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CONSTITUTION,

ARTICLE I

Name

The name of this organization shall be The Faculty of The
College of St. Catherine.

ARTICLE II

Purpose

The Faculty of the College of St. Catherine shall organize,
direct and implement the academic program of the College in
consistence with high academic standards, the tradition
the liberal arts and the-distinctive purposes of the,College.

ARTICLE III

Membership
0!

Section A. The administrative officers shall be ri'ehrbers of
this organization.

Section B. All faculty members shall be members of this
organization.

ARTICLE IV

Officers and committees

Section A. Officers:
'he officers of this organization shall be.a
?resident, a Vice President and a Secretary.

Section B. Committees:

Subsection 1. General Committees:'
There shall be the following General/Committees:

1. he Educational Policies Committee
2 h Curriculum Committee
3. T' Faculty Personnel Committee
4, T Committee on Institutional Studies
5. T Academic Committee
6. T e Election and Constitution qommittee
7. Th Library Committee
8. Th College Public Relations Committee
9. Th: Nominating Committee

Subsect on 2. ,Speciol Committees:
There 8 all be any:other necessary. .special
committ es.
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ARTICLE V

.leetings

There'shall be a minimum of three ryleetings of this organization

-each year.

AR ICU'

cademic'Freedom

.Section A. All ,embers of the faculty are entitled and subject

to e- rights and responsibilities of academic

fr edam as defined in the 1940. Statement of

Pr ncinles on Academic Freedom and Tenure.tpiMulated
he AssoTration of American TElleges.and the

ican Association of University Professors.
ertinent provisions of'this-sthtemwt follow'

;raphs 1-3. Paragraphs 4-5, der' liked from.

Counoil of the AmeridU Association
s issued in 1970 and entitled
tv folther explicate the

f a.co cept of resp.lisi ility.

1. The reacher is entitled to 'ull freedom in research

and i the publication of'his esults to

the :equate performance of.his academic

duties but research for necuniary return should

'be based upon an under'otanding with the administrs ion

of the-iisiitution.

.Am
The
in pa
a statemen
of University Profess
Fr edom and Resnonsibi

2. The teache
in.discussi
not to intro
matter whic

3. The college
learned profes
institution. The
he should be free
discipline, but his
community imposes sne
person of learning axid

he should remember that
prafetsion and his iristit

is entitled to freedom in the clastroOM

-f his subject, but he should be care ul

ce into his- teaching controversial
as no relation to his subject.

er. is a citizen, -a meriber, of a

and am. officer of an educational
he 'sneaks or writes as-a citizen,
omHinstitutional censorship or
necial nosition in the

.

'al obliv.tions. As a
n educational officer,
he public may judge his
tion by .hie utterances.

Hence, at all-times he should be accurate, should

exercise proper 'restraint and shouldmake..every

effort to indicate that he is not an institutional ,

sTOkesman.

4. Because academicjfreedom hats traditionally indIuded,
theinslruc'tOris.full freedom as a citizen, most

faculty meMbers face no .insolubiq conflicts

between the claimt of'politice, social action and

conscience on the one hand, and the claits.and67
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expectations of their students, colleagues and
institutions on the other. If such conflicts
become acute, and the instructor's attention to
his obligations as a citizen and moral agent
precludes the fulfillment of substantial academic
obligations, he cannot escape the responsibility
of .that choice but should either request a leave
of absence or, resign his academic position.

kv; e

5. Membership in the academic community imposes on
\-. students; faculty members, administrators and

trustees an Obligation to respect the dignity of
others, to acknowledge their rights to expresse
dif ering-opinions and td foster. and defend \

int llectual honesty, freedom of inquiry. and .

inst uction and free expression on and off the.
campub. This framewbrk embodies a-responsibility'-
in matters'relatin to both the expression of
dissent and the at empt to produchange. Any.

co ..c serving to 'njure indiViAtals or to damage
i stitu ional facil ties or tolisrupt the classes
o on s -colleagues ust be regarded-as,contrary

t e fundamental n .inciples of academic freedom.
. .

Sec icln B. If faculty -.member alleges- that a decision not
to r ppoint him is caused by considerations in
viola ion of academic freedbm, his -allegations
shall be given consideration by a 'special committee.
The a orimittee shall /consist of two members. appointed.
by t e Pres,ident, two teMber$ appointed' by the
aggr eved faculty member.anda fifth member to be
agr ed ups by the other four members. A member.
sh 1 r7 -ove himself from the case, either at the
re uest of. a party or at .his (mil initiative, if
he deems himself disqualified for bias or,interest.
II ne first four :embers cannot- upOn'a
fi th ebber, then they shall enlist the assistance

the Election and Constitution .COmmittee in
securing a mutually acceptable person, not
necessarily d member of the facUlty. If, after
,one montlrei mutually satisfactory fifth 'member
,has -still not been determined, then the fifth
member shall be selected at random by the
Election and Constitution:Committee froM the
ranked faculty. In the case of random selection
each party :shall have a maximum of five challenges
without- stated cause. The chairman of the special'
comnattee shall be elected by the members of that
committees During the proceeding the faculty
member will be permitted to have an .advisor ,)f his'
own choice who may act 'as counsel. If the faculty
member's competence is in question, the testimony

rr
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will include. at of qualified faculty members
from-thit/cr otheinstitutions of.highareducation..

e faculty memberf`shall haVe the additional
procedural rights set-forth in the 1958, Statement

on Procedural. Standards in FacUlty Dismiosa
-Woceecidnr:s ofd the AssocTation.of Americald.Oolieges.
and the- AmericardAsSetiatdOn.of' University Professors.
The allegation by the aggrieved faculty member
must be Made no. later than One month befora the
expiration of the.contract 'then in effect...

ARTICLE VII\

Amendment

This constitution may be amended by h two- thirds vote 'of the

Members present provided that notice of the. amendment, has been

given in writing at-t previqus regular- eeting.
.

,
. -

, ,

,
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vT3YLAWS

ART ICL
a

Officers and th ir dUtie8

Betti.on.A. The President

Sutsection"
The tresident shall be the Prpsidentdf the 0
of St. Catherine.

Subsection 2.
,'.9trhe President shall meetings of the

orgariilation..

Sub'sec-6iOn 3. %

,TheTresident shall pretide oVer the Meetings of
\.the organization. ''

Subsection. '4.
The, President .:shall act as thek.rofficial reire edtative
of the organization.

Subsection 5.
The-President Shall appoint members Of.the
Committee anInbtitutional Stu es.and six members
of theLibraryCommittee. She" all appoint the
.members of 'special committees ox. eSignate the
method by which they .shall, be -name except as:
otherWise stated in these By -Laws.

411i 4

Subsection -

M4e Presidepit shall provide each f culty. methberth-
a.`yearly lYSt of committee member

Section B. The NicePresident

Section C.

'Sub ec ion 1.
The ce,Preside shall the Academic Dean.of

S4section 2.
The Vice - Preside t shy.
President in the absenC
perform sue er.duti

ThecSecretary2,..-

SIA ection a. 1

She ecretary shall be'elected a specifi0 in
Artie e-V-of these By -Laws. The term of office
hal be twO years.:

"SUbsection.2.-
secretary shall keep a roll of the members

assume the duties Of the
Of the la)ter and shall
as may be assigned.

7 0
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and the minutes of .the org . .The Secretar
shallsee-that a copy of the minute of each tiOing\
is distributed to each member.

. ..
ARTICLE II

Du es Sand privileges of the Facultyas a whole

ion A. 'Responsibilities

Subsection 1.
,

-In .conjunction With the AdmAlistration,'the Faculty_
shall have the responsibility of formulating'the

..educational objectived-o the College and_pf,
,

eXamining -them periodical y.,

.

Section B. These dutieb and"priVilegesAphall be- implemented
through the committee structure provided in these

By-Laws.

Subsectio 2

Facu shall,have the responsib;lity of

determinin the

Subsection. 3.
The .Faculty shaIlaiave the..responsibility of

`determining the requirements for entrance. and

graduation.

Subsection 4. -

The Faculty shall have the responsibilityof
instituting and carrying ori,institutianal:researchp

Subsection 5., d' .

Iriconjunction with the Administration, the Faculty

shall have the responsibility of formulating the
long range plim,of College building and physical

expansion.

Subsection 6. .

The Faculty shall have the respons/ibility of

advising onmatters pertaining. to the _welfare

of its own members.

ARTICLE III

Duties and privileges o pembers

Section A. Definitions

Subsection 1.
runtime faculty members are those whose normal
'academic, teaching load is six full courses per

year or'its equivalent, 4>

_1 ('h
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Subsection-2%
Parttime faculty members are ppointed in three
categories:
a. Visiting Lecturer:::-individ als regularly

employed elsewhere who ordi arily.teach. no
more than trio courses per y r.

b. Lecturer: individuals not r guiarly employed
elsewhere. who ordi ari.ly to h no more :than.
three Courses per ear.

c. Ranked part,time:- i idUals not.retrUlariv
employed elsewhere:lidio.teach. dt-leaSt' three
and at ,most five courses:per year..

Sub ction 3.
Provisions for adjustment in Hart -=time status as
stipulated in Article III shall be retroactive
with the except -ion of those prOvisions in Section
D.. subsection 6. extending the .maximum years of
service which, may be required :before granting of
tenure and the maximum-years of prior service at
another institution-which may be applied towards.
years of service at this College.

Settip B. .Membership

The Administrative. fficers President, Academic:
Dean, Dean of Stude tp, Registrar -- and faculty
members arp members of thisarganization,

Section C. DUties of "11111ti e and Ranked ParttiMe Members.

_meSubsection.
They shall accept the duties and restonsibillrs
of their professiOn,

\-

Subsection 2. 4
They :shall elect the. chairman of their department
at three.. year intervals. Elections shallibe held
between the end of SeMester I and March 1 for the
term beginning the- following qWptember. Elections
shall be by plurality of wrAlen ballot and shall
be supervised by a member if the Election &
Constitution Cbmmitee. Vo ing 'privileges. are
reserved to fulltime and araked parttime'faculty
members in residence. Onli ulltime faculty
members are eligible to be c irm
election is not completed by 1, the President
shall appoint a chairman. The.Election and
ConStitution Committee shall determine and .

circulate a list of eligible and willing members
at least two weeks before the scheduled election.

72.
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Subset on 3.
They sh.F.11 consult with thechairman of the
-department about the content and organizrtion
of courses to be tru'ht and about problems which
may arise in. the department.

Subsection 4.
They:shall attend faculty and departmental meetings.

Subsection' 5.
They shall obtain the approval of the President

for any.tegular off-campus empnyment during the

time covered by their contract's.

Subsection.6.
They shall hand in reports requested by the
AdminiSt'ration and faculty committees. They.

shall answer no questionnaires on offiQidl College

Policy without the approbation of the .President.

e

Subsection 7.
They shall serve, if elected .or appointed,. as

members o committees. Elected mebers of the

Education! Policies, Curriculum and Faculty

Personnel Committees shall not serve on any other

General Committee.

Subsection 8.
-They shall accept responsibility for. freshman and

sophomol'e advisees as assigned by 'the Academic Dean

arid junior and senior Majors in their department

.

who select them as adVitors.

Subsection 9.
They shallserve, if requested by the Dean. of
Students-or,:the chairman of the department, as
moderator of not more than one student organization

and accept the responsibilities of thatoffice.

Subsection
Assigned professional duties of ranked part=time
members 411 :be apportioned according to the:.

nimber of *hall courses taught or their equivalent.

Section'D.' PrivilegeS of members

Subsection 1.
All faculty :members have the right to know their

professionalstatus in the College and to exercise',

the rights pertaining thereto.

Subsection 2. .Rank
a. Full-ti7e faculty members, Including-librarians,

aid ranked part -time faculty members shall haVe

one of the following ranks: Instructor, .

Assistant Professor, Associae.ProfVSsorlPrOfessor.
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b. Thee initial npointment to rank shall be by.
the Presiden . She will. consult.wi h
Academic Dea , the ichairman of the departmeht,
and the Faculty Personnel Committee.

c. Advancement i
.affer consult
the 'chairman
consideration
PerSonnel Co..
_CORini tee sha

rank shall be by the President
Alan with the Academic.Dean'and
fthe.department--and after
of the report of the Faculty
ittee. The Faculty Personnel
1,also conduct an annual ,review

of the rank. of each faculty member..

d:' North for.rank are the.followipg: ----
InstruciarL Master's, degree.

2) Assistnnt Professor: ""graduate Nwrk or
its equivalent beyond the EaSter's degree.
Normalln .pr those without the doctorate,
the equiveTent of fiva years full-time
experience as Instrubtor.f

.

AssociateProfessar: The doctorate or 4'

equivalett.outstanding achievement in
these fields where, the doctorateis not
considered essential. ,Normally, five
years Of full -tile- experience, or its
equivalent, as .Asistant Professor.
Professor: The doctorate and evidence of
outstanding qualities as a teacher.
R cognized contribution to the'field.
f scholarship.

- .

It sh 11 be the General policy that a faculty
member to whom, tenure has been Granted shall-

, havg a ustifiable expectation bl'ioromqti9n
accordin to the criteria listed in ..Subsection
2. d. abo e.

(4)

f. A'statement of the faculty member s rank shall
be included in his contract.

Subsection 3. Teaching Load
The normal 'Teaching lead shall' be sixfull courses
per adademic year and _may be arranged according
to'the patterns ef-3-1,-2, 2-1-3, or 3-0-3.
This load-May be adjusted by the. Academic Dean
in, accordance'with.sixch policies as may be approved
by the faculty 'On the recommendation o the
Faulty Personnel Committee.
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Subsection 4. Contracts
a. The precise terms and conditions'Of every

appointment to- the faCulty will be stated
in Arvriting-and be in the possession of both
the institution and. the faculty member before
the appointment is consummated.

.

b., All facUlty meMberswi11 be appointed under
one of the follOWing three types of ,contract:
tenured appointment contracts, non - tenured
regular term. contracts, non-tenured temporary
contracts.
(1)- Tenured appointment contracts:' Such an

appointment, will be for continuous service
-until age 65 and-may be made only at the
rank of Assistant .Professor or above.:
Every tenured appointment-will be
full-time appointment unless otherWise .

spedifie4 as a.tenured, nart-time appointment.
Full-time and .ranted. Dart -time fF.culty
members are granted tenure on-the basis
of the criteria in Article III, Sectiop D..
Subsection.6 . -

(2) Non,- tenured regular term contracts: SuCh
an'dppointment serves as. a.probationary
.pertod for a faculty n'lember, in antici-titiann
Of a. tenured appointment. Such ananpointment
will be for-a stated term and will be. made
at the rank of Instructor, 'Assistant

(3)

Professor, AssoCiate Professor or 'Professor.
0

No combination ofsuch,termannointments
may total more than the ecuivaient of
seven years of 6full=time'service, .n
accord with the notice stipUlations in
Article III, Section D, Subsectl.on 4,d.
below,if a faculty member's aPP tment
is- not -Co be carried beyond the se enth
year, then he- shall be,notifiecrof the
.termination of his emnloyment-by:th
end of the sixth year... u

pion- tenured temporary contracts: Such'
'appointments will, be a stated term
and ''are explicitly terminal:' .

Lp. Tenured appointment Contracts and non-tenured
regular term contracts shall be issued before .

March 15. of the current academic -year. Notification
of acceptance or resignation shall be given
by a faculty-member-before April 1 Of the
current academic year.

T.
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Non-tenured regular term appointments may be
for one year or. for other stated. periods.
subject to renewal. Written, notice that 48.-
non-tenured regular.term appointment is nbt
to be renewed Wi1I be .given to the faculty,
rlember inadvanceof.the,expiration.of his
appoihtment, according to the following minimum
periods of notice: 7,
'(1) Not later than Larch 1 of "the first.

academic. year of service, if .the appointment
expires, at the end of that year; or if
a one year appointment terminates, during
an academic year, at least three months
in advance of its termination..

(2) Not later than December 15 of the second
77ac6aNnicyea;' of service, if the appointment !:
expiree at the end of that'' year -; or if
an-.initial two year appointment terminates
during the acaddmid'yearlat least, six
months in advance of itS termination.

(3) At least twelve' months before, the expiration
of an appointment after two or more. years'
at 'the Ocillege..

Appointments will. be with tenureUnless otherwise
specified. Until age 65 of the faculty member
and sub -ject to the procedure specified. in
Subsection 4 g.'below,-.such an appointment' is
terminable by the institution only for adeouate
cause or on account of extraordinary, demonstrable
financial exigency, after not less than twelve
months' notice tothe faculty member.

f If. .a member of the faculty desires to 'terminate-
an'existing anpointment at thed of the
academic Year, or to decline a renewal'in. the
absence of notice Of nonreneral, he shall
give notice inwriting at the .earliest opportunity
but not later than-17.ay 15; but he may-properly
requst'a waiver of this requirement in.the case
of. hardshiip or in a situation Where he ould
otherwise be denied substantial-profesS nal
advancement.

Termination, for cause, of a tenuredanppinment,
4ismissal'of a faculty member.during
tenured appointment, or the nonrenewal.of a.

,

.non-tenured regular term' appointment with less
advanced. notice than that specified in these
By-Laws shall be preceded by:a statement of.
reasons and gn opportunity to be heard by a
'special committee-.to be set up ,as specified
in the"Constitutibn, Article VI,' Section B,
according to the procedures there delineated...

g.
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h. Until the final decision _upon termination
of an appointment has.been reached; the
faculty member will be suspended only if
immediate harm to himself or others is.

threatened by his continuance.,. ,If the ,

appointment is terminated, thejqcultymember
will receive his salary for atO,Cast the
period of notice to;-which he ist,entitled under
these By-t4ws; and will- be continued.in his

duties for:that tried unless'his welfare
L-J

or

that of the ins tution requires that he be

granted a leave- of absence.

1: The Colle: subscribes to the Statement on

Financia Exigency and Staff Reduction issued

y the A cociati.on of-American Colleges".

Included in this statement is thesubStande

Of the following: .1f,a-tenured, appointmeht

Or a non - tenured regular term-aPpointment
because of-financial exigency,tlie released!'.--

fadulty member's-place will not be filled by.

a replacement within a period of two years,

unless the releaSed faculty member has been

offered the ontertunity,to accent or decline

the position, within a rcasonabie time .(at

least sixty" days,., and has declined.

Subsection 5'. Salaries

a. At the tiMe contracts are renewed', the salary

schedule range shall be given to faculty members..

b... Chairmen of departments. may have.thein-extra
responsibilities recognized in salary differenti6,1.

.c. Fatuity members af,comparable.-service, background

and rank shail'redeive comparable salaries.

d. Initial salaries be ,sedupCin academic
qualifications and experie ce. It is recognized

that the. College may find it ncessary to-7.14y

t higher beginning salary to instructors'in
certain fields because of a demand,for such

instructors Such-inequities. shall be corrected

as soon as -possible:

e. Salaries for visiting. lecturers 'and lecturers

shah be ne"gotiatedofrom a published minimuM

per course. Salaries for ranked part=time_'

members. shall bccomputed on:the-basis of'.

one sixth of the full-tie'e salary per Course,

.according to rankotervice and background.
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Subsection 6.' Tenure and Due Process
The College subscribes to the 1J6.3 'Recommended
Institutional Rerulations on Ac a-e:eic -2reeC.o7!
and Tenure of the American Association of-
University Professors, particularizing in the
*following manner:

a. A faculty member will be granted tenure upon
completion of no less than five and no more'
than sevenftyears of competent full-time service
or its equivalent as a ranked partttime faculty
member.

(1) ,Prior employment as a. regular faculty
member at another accredited institution
may be counted up to a,maximum of three
years towards the fulfillment of the
service requirement for tenure',' with
exceptions permitted for those hOlding
the ra ' -of Professor.

(2) Competent e is to be determined by the
Presiden -11 consult with the
Academic Dean ^ a-the chairman of the
department and Weigh the, report of ,,the
Faculty Personnel Committee on the
candidate's teaching performance ald-
professional achj.evements.
tenui'e isordinarily granted only to a
person holding the highest relevant 'degree
for his discipline and the rank of Assistant
Professor or above. Tenure shall not be
granted to a'part-time-laculty metber
classified as a visiting or

lecturer..
(4) The forggoing provisions extending the

maximum_years of service before thsgrantin.
of ten.Cire (now seven, fo, madly fi e) and
the ma*imtim years of nrior o' ent at
ah-Othr-institution that ,cn be applied
towards the fulfillment of this service
requirement (now three, formally two)
sha.14 not be retroactive.

( 3 )

;,A

b. A tenured faculty member may change from a:

'full-time to a part-time status, or-from a
.part-time to a full-time status, only according
to the following.provisions:

(1) A tenured fulltime faculty member-whose
Status, upon This request, changes .to
ranked part -tire e retains for a maximum.-
c>f, three fears' the option of returning
to.a-tenured full-time appointment.
this dption is not exercised; the appointment
will .continue as a tenured. part-time
aPpaintent.,
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2) A tenured fulltime fr.cultrmembpr whose
status, because/6f financial-exj:rency,
-changes to railted parttime,. retains
until age 65.the option ofreturning to

a tenured ,ill time appointment should
one become available.

,A ranked part-time faculty'Member with
tenure who accepts a fu ,time- appointment
will thereafter have tenured ,full time

appointment..

(3)

c. A statement, of the status of the faculty member
shall be. included inittte Written contract.

d. Any faculty member,. about to-hav6his tenure
rights terminated has the right to -have-his .

case reviewed by a special committee' to/be set,
up. as specified. in the Constitution. Article VI.
Section B. He shall `be entitled toall the
procedural safeguards there'delinea 4d.

e. Tenure .may be terminated by ,forma. action of
the President after consultation with the
Academic Dean,-the chairman of he dePartment.

and the Facultk.Personhel Comm ttee for 'adequate

cause: nrOfessional imcompetence, willful
neglect of duty, grave moral'turpitude or
prolonged illness (where the inabilit to

perform teaching duties e:;.tonds for-three
academic years).

f. Either party may re4u6st.termination of tenure
for adequate reasons. Such a recuestshall be
made sufficiently, in advance so that adjustments,

may be made without hardshdpto.t e College
or the faculty. member. "Adequate reasons" on
the. part of the College shall be defined as
the closing or reduction in size of a department

or financial exigency. (The statement by the
Association of American Collegeson Financial
Exic;Bncy and Staff Reduction shall n_rovide the

guidelines' for hese circu::.stances. In-the
application of these reasgris, the seniority
of the factlty member .-tb be considered.
"Adequate reasons" on the nart of the facialty
member shall be -defin§d as ill:health, the
offer of abetter poSitiOn or a-change .of

vocation,
a

SubseCtion-7.-Votinsf and holding office:_

:a. Faculty members with. rank shall have the right

to vote at faculty meetings and are eligible-
for elective positions within the. several ,

restrictions contained in Article IV belOw..
o
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b. Faculty members without rank.shall.have the
right. of -debate but .no vote in .faculty

c. Part-time faculty members.elAtlified as lecturer
shall have to right to vote At the departMental
level only, at the discretion. Of -the department.

gOsection,8. VrdfeSsional meetings
a. To'encourq8e the,professional. growth of the

faculty and to promote the vitality of the
individual departments, the College Will-pay
the expenses,. in4whole or'inpart, of .facUlty

members attending professional meetings., The-
Chairmen of,the several departments, 411
consultItion Vith the department memberS, shall
give -the administration an annual list, of meetings

at which they recommend their departments be
represented. The administration shall make
reimbursement for such-expense on the principle
of distributing suah,onnortunity quitably
among the'departments and the i lvidual
faculty members.'.

13&' On the occasions.whena lac lty member is ail.

official delegate of the liege, the College
Shall pay the necessary, pens.

Subsection 9. Leaves of abs ce

a.: Purposer Leaves of absev,ce are "among the
most' important deans by Ihieh .afaculty member,-s
teaching effectiveness ,,y be enhanced,.his
scholarly-usefulness e urged, -and an-institilti
ac.adetic prorTam .stren thened-and.developed. .A

sound prograM of is-therefore-of vital
importance to .a colle-e or university and: it..

is ,the oblia- ion of very faculty. member to.
make use of -vailabl means, including leaveb,
to pro:tote his prof ssiOnal competence. The /.
major purpose is t. provide opportunity for/
continued profess on growth and new, or' renewed,
4ntellectual-achi vement through study, research,

writing and tray 1. Leaves may also be provided 2

in,appropriate ircumstances for project. Of
direct benefit to the institution.and f r
public _or private service outside the-institution.
Leaves shou alsojoe granted for. illness, ...

redoveryo .health and maternitY. (1972'

AAC-AAUP hdOrsed. Statement of "Principles .

on Leaves of. Absence)

b. Leaves of absence.are'classified as follows:

(1) Sabbatical Leave
(2) Leave for study or other special.work

with partial or full firanctal support
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from the College or the religious. community.

(3) Leave withodt-pay for:a:definite-perioe
for"perqonal or academic reason's such as
.travel ar'scholarship grants.,

'CO leave; with or without pay, gronted on
of illness; maternity or pdternity.

c. A sabbatical leave shall be grunted as a Matter'
of poliCy to a fulltime or rtanked mart-tine

faculty member of the rank of Assistant Professor

or above who.deSires such leave, after each

six years of actiNe full-time teaching service

at the College-1 or its equivalent.° Such
.leaves shall be grftnted as liberally as the
financial condition of the College-will
A sabbatical*leave shall normally be for a term

of one year at half salary but may be granted
for a semester.onIyat fullsalary.. The
recipient of a sa)abatical leave will be under,.

contract to return to his academic post at

the College for at least one year following the

termination of his leave.,

Leave for speciLl work, as described under (2),

--shall be granted 'by the President as liberally

as the financial condition pf the College
shall allow and shall be based on talent and
fitness as, well' as 1.161on ears oT,",Service.

P LeOes described in b./(2) , .4.31 and (4) shall

ordinarily not' count 'as time of service in.
-determining tenure or seniority.

f. Leaves .shall under no circumstances be r

as a.manner Of severanbe-from the Coll

.

The contract coveringl the terms, of'the leave

of absence shall be. signed ,by the President

and the recipient. It shall ordinarily
stipulate that' the faculty, member may not

receive a salary from another educational
institution during the leave of absenee,

Subsection' 10, Fringe benefits.

a.. The ColleEe presently pays for hospttal and

mess al insurance for full-t'iMe faculty members,.

and a so for ranked part-time faculty,members
upon their request, the latter on a basis
proratedLaccording to the number of courses

taught.

b. For/faculty on leave with pay, the College

will continue all fringe benefits in TIAA

and-CHEF at a prorated share, and will continue

to maintain the existing insurance coverage.
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c. The tollege, in conjunctiOn with the College
of, St. Thomas, has a eciprocal policy of `.-

partial tuition. remiss' on for the 'families
of'full-time faculty m mbers.

Subsection 11. Iletirementi
a Tenure TE.terminated at the end .of the school

year in.which-the faculty member has reached
his 65th. '.birthday. An individual faculty
Member"h4 be reappointed on an annual basis,
at. tlie'discretioxi of the President.

.
.

b. Upon retirement, faculty membersmay. be degignated
by the Pre6ident as emeritus members of the
faculty, provided that they possessthe rank.
'of Associate Professor or above at the time
of retirement, have completed at least .ten
yehrs of full-time service or its equivalent
in faculty rank at the ColIege.and have made
substantial contributions/to.the.College ,

through their teaching and other professional.
activities. The President's. -des4gnation is
ordinarily requested by the depattment chairman
of thetretiring faculty member through the
Faculty Personnel. CoMmittee.-

.

Retirbtent as a chairman of a department shall
ordinarily take place a.the end of theschool
year ,in.'which.he.has reaCiied,hit 65th. birthday

d. The College supports the purPOse of 'retirement
insurance by maintaining Cantracts.in TIAA and
CREF on a,shared .phyment 'basis fbr faculty
classified as full- time and ranked part-time.
If ,upon appointment, to the _faculty an individual
isparticipating in a different ret ement plan,
the College, will honor.it on thesam financial

,.,

basis-as the existing TIAA .and CREF lams. .

'
.

ARTICLE IV

Committees

Section .General Committees.

Subsection 1. .Tlae Educational Pdlicie's Committee
a. T7embers7' ;'' .

, -1) . Thee President of the College
2) The Academia Dean . .

3) Six members to be elected fran the full-
: .time Or ranked part-time faculty. Each

member shll- have had9the equivalent of
three rears full-time service. at the College.

, (4) Two students selected by the C.A.
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4
,

.: Purpbscs, ,

-..

(1) To ,mine and evn uate trends in " .

eigradUate:e e el tion with nartitular
ference-to '61- ni, nose and heeds `of:

he Coilege.
To initidte and ...:c.-amend .mmjor polities

such, as ,slegreereq I.h,$,L, - nts,- standards f .

6ihstruction, and exa,._ ation, major t lcies
a

-dfexpansian, curtai]:aerit.ar revisi- .n-:..;
. .

'6;,the curriculati-S
anc4ltd's tot sc alarbhipS,

40hor,6 and aWnrds, ,'., .-
.2 0.

Or Tainitiate.and.recomt:end
the long,ranc:e

plan. of. college building -.4 physical '

"expan ion:
(4) -To,eo Sider .the educatit arj4eSpansj.bilities

of the College 0, and ts relatio s w'ith,

"oth collezes _the co unity and he,:

al , and recomme d.c.propria e action:. ,,.

(5) Tointe e Tiality ...a
renuested todo.---

(6) To. interpret :the,ConstitUtioWtalid-Las.-

-(7) T.0 recomend.,,..changes;in:the
Constiutitn,-

. and-By-Lawsrelating to:educatioma-oolicy.

(8), To ba a. arum of discussion of:facult!): '

concerns, - to the wel,fare'apdacademio
yital.it;v o the faculty 'and-the College

coMmunAty a a Whole. . :. - _ !,

(9) To-r6colen
. -- honor ,studen .

and initiate programs for

'4..
...

Sub,section'2.- The CUrriculum'Cottee:
.-77777-7C7FTs:,

7r--

The Acndemic Dean'; as',IChairman.

}
(2') -Thee Librarian .

,. "
(3- r,x mObQrs; to--'be:electedifrOmthe

full:-

timeopanked partitime faculty. tack'

member 'shall have hl. the.Ouivalent'of,,,

..two veers .of fullx-fme',SerVice.ate
' GO'llege.' .

.
.

,,,

*:(.47) .-wo students select ei by the'c.A4k,

ti., Purp osel. -
,, . ,.

-' ;(1) "To examine , evaluate and approve or .

-rejeat*modifition of the currieU2Um

%. in the light oLbest edticational policies.

'Pnomptly after7ach of.ltS meetintethe

domMit-tee.snall report !ts action.c) the

,faciAlty in' Writing. At its *discs ti,oh ,..

the eti-miitte,e'ay refer a inatte. Io-tpe

-fhcultY for. decision.` AA:the, etuestf:

.any:ftaculty:member.;
made'iti:wr ting to

the Acaderaia..Dean
,,i.-t,hin'thirty'deys of

the comMitteerePort, th'e, cd.qmittee

::shall refer its de-cision to the faculty ,,

...A,ratification. , , a
-4

0,00
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Subsection 1. The Faculy Personnel Committee
. Rembers:
Al) Six fadulty members to be elected from

, the full-time-or ranked part -time fc turfy,
five with tenure and one without,4

PurrpoSes:-.
(1) 'To make annual redommendat ions to .the

President on all matters concerning
anpointments, dismiss lsr rank, load,
tenure, retirement,. e,eritus.status and
theeclul able distAn ution of salaries.

(2) To advise he Presi ent onabbaitical
and Other leaves. ,

To.advise.the.President, on general faculty:°-
recruitment policies-.
To recommend policies far, and to supervise',
the annual evaluation of f5?.clity members.

41

1

. 1 .

0

(3)

(4):

Subsection 4. ComThe ':mi'ite,e on Institutionalut Stuoiies.
a. Iembers: - -

".(1) The ACade.. a Dean
(2)''!', The Regis ar
(3) Four members fro: .the nil-time or ranked

part-time' faculty to be appointed by the
Prddent,.one of 'whom shall be elected
chairman.
Two stjdents selected by the C.A.(4)

PurpoSes: , t.

(.1) To investi.7ate'and recommend .for approval
plans for educFitional e::periments. of
general .benefit to the College,.

(2) To evaluate major changes in educational
,policies after an appropriate-perio t and
to report their.findings to the f silty.

(3) .To collect records. of all educational
research.caeried on at the Colleg during
each acade4Tc year and to -detosit t4em-

J do the proRer administraV.ve off-ce.
(4) To act as a liaisen between the culty

and any relevant.professional re's arch.
office.

(5) .To, evaluate resetroh-done'under their
jurisdiction and-to report such evaluations
to-the faculty.

.

Subsedtion:5. ,!2he Academic Committee.
a. embers! -

:(1) The Dean, as chairman
:(2), The Registrar '

The Dean .of GtudenS.,

D.

Three.rpetber-s, from-different departments,
to be elected- from tie full: -Rime or, ranked

facult.4 .
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V.

b. Purposes:
(1) To take action on,problems affectinithe

academic standing of individual students,
such as nrobation, andreadmi,ssiotern

(2) To advise on all.ma ter concerning the
_modification of credit load or requirements
in individual cases.

(3) To heaft<,appears'frondividual studeqts
concerning the aPplicatiorLcf academic
regulations.

ubsectlai 6. The Election and Constitution Comhittee
a. Eembers:

.

(1) Three Members to'be elecfed froth the full-
time or ranked part-time faculty.

b. 'Purposes:
. (1) TO foster faculty awareness of :the spirit

and letter of these Constitution and By-Laws...
(0) If neceSsary, to call' the attention of

the. appropriate officer or committee. to
any deviation from thebe qonstitution.and
By-Laws.

(3) To serve 'as 'a recipient:for'coir.plaints
from individuals that their-fights-under
these Constitution and By-Laws. have been

. violated. If there is"fto other-means of
achieving. a solution satisfactory' to
parties, the committee shall arrangeothat-.
a special grievance committee beset up

iaccording ;to the guidelines set n iclec
VI,. ZectionB of the Constitutiiin-.,

(4)-, Tc,-review theSs,Consiitution"and,By-Laws-
annually to determine whether the trovision
are. stfil. relevant-or whether revision is
called for. ,

*(5) .To serve as 'an election committee
distribute"ballots to _eligible voters;
to count the votes, and to make known the..
rebultsofthe,elections.

Subsectiori-7. The Librarv'Committee'
a1 ,' I:embert:

(1) . The Head Librarian, as chairman
(2) Six4members representing various disciplines

to be appointed by the President from
the full-time and reed .part -time faculty.

0), Two students selected, by the C.A.

,b. Purpose:
(1) To consider and recommend action

matters relating to the.Library.
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Subsection 8. The Colleire Public Rel ions Committpe
a. 1i:embers:

(1) Three members. to be elected.from -the full:
timeor.ranked .part -time faCuIty.

(2) Three students selected by The C.A.
.

(3) The' President.of'the College and the
DirectOr.Ofj)evelOpMent, as non- voting

, members.

Purposes.:
(1). To,study concerns expressed by the.faculty

and the student 16pdy about therelationship.
.of the College to it various publics, to
set -priorities for action, to work out
ways to implement this actiolil

( ) -To. serve in an advisory capallityto-fle--
,President and the Director of Development .

. and; as neceszary, to the other departments
of the - College engaged in.pdbIic relations,
'including the' personnel of the news bureau,
the.direct r of publications,. the director
of the O'S ughnessy c.uditoi"ium and the
director of dtnae relations.

(3) To work with. t eocppi-opriate faculty and
adM'inistratiVe offiqe.i-s in expressing the
concerns of the College to State and
,Federal legislatures.

Sdbsdction 9. The Nominating Committee
a. Eembers:

(1) Three members of the full-time or ranked
part -time faculty4who-havehad the eqivalent
of three years full-time service at the
College .to be elected to a one year term.

b, Purpose:
(-1:)b To propose 'two candidates; for each vacancy

according to the recuirements for office
as stated in these Constitution a d By-Law
The committee shall review the 'st of
those currently, serving and Sh 1- 'suggest
candidates who present, broad representation
of the faculty:

Section cpeeial-Committees

Susectidn
Permanent special committees may- be established as

. necessary, with members appointed by,thePresident.

Subsection
77-P-676.77.-sreclal committees may be as .

. necessary. Members may be appointed by the President'
'8r such other method as:may be designated when the
committee is .estab1ished.

86,
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Zecton G. Rule. ge erning cymmittees

ir

N

Subsect
4emberchip 6 General Comr'litteas shall be for
three years except forl.

a. :Ex Officio members:

b. Members' of the Nominating Cdmmitteet who_shall *,

serve for one.year.

Subsection 2,
There shall be.retation of all elected members of
General Committee6 with the exce-otien of the -

Nominating Committee.' In order' to establish such

rotation on a newly constituted committee, the
term of members elected to, the new committee $ha
be determined by lot.

Subsection 3. a

m . ,

On existing, leneral.Committees whose numerical:
membership, is reduced. by these By-Law ,.the incumbent

members shall remain in-office until their terms" ,

have exnired'and ,the number of members .has thereby
been reduced. Elections will-then take place

tregularlyas.,,provided in these By-Laws4

Subsection 4. .

If an elected member'ef-a General Committee become.5

an ex officio, member,, an election this

vacancy bef)ore the follpwing meeting, of the Committee.

Any other vacancy shall be filled in the same '

manner.
.

Subsection 5.
A ,faculty member.electe& to the Educational Policies

Committee, the.Curriculum Committee:or the Faculty ,
Personnel Commitee shall not serves on any other

'General. Committee. Ari-vaCancy- caused ' )

application of thiss-provIsion shall be f lled by

election ar',appointment according to. the rules

governing the 'cpmmittee,

0.
-\ Subsection 6.

/.

h coMmittees Ohere'no,chairman-is.designated, the
iiimber having the'least number of Years,of service

at -the College shall be temporary chairman.
I

Subsection 7.
N'ommittees(shall make decisions concerning the,

utine implementation of policy. Specific.'

Ce,A.ttee, recommendations concerning major changes

in pelicy*shall'teapproved by the Faculty at.a

regulpx meeting
bSfotpsuch-redcmmendations become, ,

effective. At least, three d'ays 'written notice Of

87.



such changes shall be,given prior tb such a meeting.

Subsection 8.
An annual written report'of the activities of
each Gener

k____
Committee shall ht .:made to the

President -, d. the Faculty. Any other reports
Shall be maa at the request of the President
or'of the Faculty, or.at the discretion of the

committee. .c
.

ARTICLE V

Elections

Section A. The Nominating Committees shall. nominate candidates

for Secretary,and.for elective committee membership
and shall present their slate of 'candidates at a
general faculty'meeting and call for nominations
from the floor. .

,

The Election. and Constitution COmmittee
.conduct all elections that ,are by ballot and
make a report to the President..

.

Section'B.

Section C.

Section D.

Section E.

Section F,

0.

Section A.

Elections-will be held` -in the fall of the year.

Elections shallbe by written ballot of the voting

membershiP.

A plUrality' of 'the votes cast shall b required for

elect ion.

The Secretary and elbcted committee members shall
assume their responsibilities at the first faculty.

9r committee meetinc aftertheii. election.

ARTICLE VI

Meetings

'Robert's Miles of Offer, Revised shall be the.
parliamonTEFTaMhorityfor.the conduct of business..

There shall be a facultYparli nsntarian appointed
by the President.

Sectiop One half of the votin
residence shell const

,Section G.

a

mver hip currently in
tote a auorum.

E)t'cept in-the case of emergency, notices of a

Meeting shall be given,in writing at least two

weeks' prior, to the, date set for a meeting:
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ARTICLE VII

Amendten

!These By-Laws maybe amended
present,. provided,that not
in writing at the_pre'vio

y a majority of the voting Members"
the ,amendment has be'en. given
meeting.


