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ORGANIZATION

Composition and functions of the BOARD OP TRUSTEES
, .

Alfred Univergity' was incorporated by speciol act of the legislature

'of'New York State in March.1857. This act provided that the Alfred
University Corporation "shall have perpetual succession for the srur-

pose of promoting education by cultivating art, literature; and

science." It was further provided that the Corporation " all have

.power to receive and hold property, real and personal,, ad to sell
or' otherwise to'dispose of same for the objects" of thi. Corporation':
The Corporation is, therefore, the entity which has leg 1 responsi-
bility for the life of Alfred UniverCity. Copies of the Charter and
the By-Laws of the Board of Trustees are on reserve in the library.'

The Act of Incorporation further provided that the "estate, powers,
and business of said Corporation, shall be vested in, and controlled
and managed, by a board of thirty-three trustees, allotted' into
three equal classes, one class of which shall go out of office at

each succeeding annual election" and that "eleven . . . shall con-

stitute a quorum for the transaction of business".

It has come about in practice that the membership of the Corporation '

is identical With that of the Board of Trustees. The president of
the University, the secretary and the assistant secretary f the

Board of Trustees, and the Vice Presiden or Business d Finance

of the University are the president, creta and assistant sec-
retary, and treasurer of the Corpor ion. Theo eeting of the

Corporation is held on the date of the annual meeting of the Board

of Trustees, and the principal item of business has become that of

the election of trustees.

The Board of Trustees of Alfred University', acting for the Corporation,
is the actual governing body of the University. Its powers are those
outlined in the University Charter (as noted above) and in the Educ-

ation Law of the State of New York. The Board "also exercises those
powers with respect to State University of New York College of
Ceramics at Alfred University as are stated in the Education Law of

the State of New York."

The Board of Trustees has two regular meetings each year--the annual

meeting and the fall meeting. Special meetings may be held when

needed. The Board operates through its officers and the following

standing committees:

Elected

Executive
Investment
Development

Appointed

finance
aculty/Curi-iculUM

St .ent Affairs

Ad-hoc committees are appointed from tim
problems. The Board of Trustees fu
the Executive Committee which may "

except that it shall not sell, gran
part of the University campus, nor s
in unless specifically authorized in

#1

o.

to time to deal with special
s between meetings through

xercise all powers of the
lease, or mortgage . . . any

all it grant any easement here-
dvance by the Board to do so.



Subject to the provisions of the Eddcation Law of the.State of New
York, the Committee shall not authorize conferment of degrees nor re-
move elected officers of the University from Office." The Executive
Committee reports its proceedings at each regdlar meeting Of the
Board: .

THE PRESIDENT

The President of the University shall be elected by the Boar4 of
Trus tees. to serve at the pleasure df the Board. He shall be directly
responsible to the Boardfbr his acts and shall make a report and re-
commendations to. the poard at its regular meetings. The President
shall be 'the Principal educational officer of the University and
shall generally direct and supervise pits educational programs and

''activities. He shall be the chief executive of the University
and shall manage its property and affairs with such
delegation of authority as he may deem advisable. He shall be the
official medium of communication between e faculties and the Board
and between the students and the Board. f _sh be the Fepresenta-
tive of the trustees and the faculties of the Uni ersity at all Uni"
versity convocations and on other public occasion . The J?resident,
or Chairman of the Board, shall sign all diplomas or certificates and
he shall confer all authorized degrees. He shall b an ex-officio
member of all trustee and faculty committees. The President, with
the approval of the Executive Committee, shall appoint and promote:
officers of administration, except the Treasurer, Provost and Vice-
Presidents; melnbers of the faculties with the advice and assistance,
of the appropriate faculty committees on tenure and promotion; and
the academic deans.

VICE PRESIDENTS

The following Vice-Presidents may be elected by the Board of Trustees
to serve at the pleasure of the Board. Their powers and duties shall
be defined by the President of the University with the approval of. .

tire Board, and they shall each be responsible to the President in the
performance of their'duties, viz:

P
(a) Vice-President for Academic Affairs who may also be the Provost.

(b) Vice-President for Business and Finance who may also be the
Treasurer of the' University.

(c) Vice-President for.University Relations.

(d) Vice-President for Student Affairs,

The Vice President for Academic Affairs

Operates as the chief academic officer of the University. This posi-"
tion has line responsibility-authority for the academic sector of the
University. This is defined qs those matters pertaining to the fa-
.culty and the curriculum of the various colleges and schools of the
University including the Library. Registration and accreditation of
all programs by outside agencies is accomplished via the Vice Presi-
dent for Academic Affairs.

2
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V

In addition to the DeUs of the College, tAe'Directors of the Library,
Computer Center, University Planning and the Registrar report to the
Vice President for Academic Affairs. Such matters as budget,\promo-
tion, tenure, appointment, reappointment, Curricular changes, re-
cruiting, etc. for the above divisions are within the scope of this
position.

While the Vice President for Academic Affairs is a line position as
described above, the.Provost's Office is a staff position--advisory
to the President in all matters concerning the University. The Pro-
vost has line authority-responsibility when the President delegates
one or more of his functions. When the President is either off cam-

,
pus or incapacitated, then the Provost title serves to identify the
senior Vice President ,functions as the chief University officer.

The Vice President for Business and Finance

Operates as the Chief, Business Officer of the University. He is re-'
sponsiblE forthe administration of the finances, funds and business
affairs of the University.

Specifically he is operationally responsible for:

University finances and funds.
University budget development and control.
Developing business policies.
Planning for and providing essential business services and- .

facilities.
Personnel policies -- non-academic personnel.
Administration of benefits.
Auxiliary services.
Purchasing.
University owned buildings and grounds.

The Vice President for University Relations

Supervises management of several administrative departments. Such

supervision includes:

1. Co-ordination and review of the goals, continuing operation, and
priorities of the administrative departments in the Division.

2. Budget planning and control for each of the departments.

3. Personnel decisions within the division.

The departments and a brief description of their operations are:

1. Development Office - Secures gifts and grants from private sources.

2. Alumni Office - Provides communication between campus and'elumni-
individually and in groups.

3. Public Affairs Office Co-ordinates news bureau activities with
University publicatidns and off campus media.

4. Cultural Programs r Planning and direction of campus cultural
activities for the academic year.

3



5. gmissions Office - Admies all.new students to the'lleiversity.

6. Financial Aid Office,

The Vice President for Student Affairs

Has administrative responsibility for the operation of':

The Health Center.
The Counseling Service.
The Placement Service.
The Student Affairs Office.
The Rogers CaMpus Center (except food service and the PUB).
The Resrdence halls program and operation (except maintenance

and repair).
The Intercollegiate and Recreational programs.

This person reports to the President on all matters which concern and
affect students.

In addition to program administration and.Contact work with faculty,
students and staff, there are soma specific job responsibilities_which
are presently associated with this position such as

CHAI

Fraternity Affairs.
Monitoring the Student Judicial System.
Selective Service Registrar and Adviser.
Foreign Student Adviser.
Counselor for Rehabilitating students and those Visually Handi-

capped.

uld
e Un

ine

n e
versit
hich of

rgency arise durilg the absence of both the President of
and the Provos., the following chain of command deter-
cer of the ersity is in charge.

-0

1st. That D an of Liberal Arts, Ceramics, or Business AdMi.pistra-h
tion w .4. has been in the Dean's Office the greaser nuMber
of year .

2nd. That DeanItof Liberal Arts, Ceramics, or Business Adminie.ra-
tion who has been in the Dean's Office the 2nd greatest \
number of years.

3rd. That Dean of Liberal Arts, Ceramics, or Bu ness Administra-
tion' who has been in the Dean's Office th lesser number
of years.

4th. graduate Dean.

THE F ULTIES

The faculty of each college and 'school of e University shall consist
th President, the Vice President for academic Affairs, the Dean,

of administration wit academic tank, and all members'of the
teaching staff

4
exclusive of tudent ass stants and those serving on

4
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part-time or temporary appointments. Other otficersof administration
may attend meetings of the faculty of each college ,Or school without.

the, voting privilege, Emeriti may attend 'faculty meetings without
'vote. The Dean of each college or school shall be'the.chairman ofdlr.s '

faculty,and shalr.preside at all faculty meetings:, Under the direc-
tion and 'SUpervisibn of the-Dean, the Vice President for Academic
Affairs, and the President of the University and subject to the appro-
val of the Board, each 'faculty:shall have jurisdriction over the educa-

tional affairs Of its on oo).lege or school. . k

The'University faulty shall.'consist.of-the President, thb Vice Pres-,
ident, for Academic ffairs,.the Deans of ,,the colleges and schools,

. officerSt of adminis ration w4th.academic rank, librarians, and all
Members- of the teach ng staff, exclusive'of student assistants, an
'those'Serying on part tin, or temporary/appointments. Other off' rs

of administrati may attend meetings Of the facu.1.1,-without

voting privikeg at the discretipn of thePreSident. Emeriti may

attend fhculty m ttIngs Without vote. The President shall be the ,

aha' pan of the Un'VersiY l and shall presidd'at all faculty
direction and supervision of the President ofme ings. Under

-th UniverSity and ubject td the approttal of the.BoaPd; the.Univer-
sity faculty shall h ve responsibility for the conduct of the educ-

ational programs of e'University insofar as the"ge involve matters
of concern' to' all ,c lleges and schoolsof the Univeirsity.

4 CS
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COMPONENT EDUCATIONAL UNITS

The component educational units of the Universit? are: Herrick
'Memorial Library; College of Liberal Arts; New York State College of
Ceramics; School of Nursing; School, of Business. Administration; and
the Graduate School. .

HERRICK MEMORIAL LIBRARY,

The Library is described in detail on page 71.

COLLEGE OF LIBERAL ARTSi
.

The College of Liberal Aits plays a central role in the.University.
` Students froth all'of .the other units take their non-professional
courses in the Liberal Arts College.

The' Liberal Arts College offers to its yawn Students .the opportunity
of studying the humanities, the natural scientes, ,the social sciences,
mathematics, and the performing arts; in either survey or depth.

COLLEGE OF CERAMICS

The'College was created in 1900 by an agt of tha New York State Legis-
lature for the purpose of ,advancing the art and scien,ee of ceramics.
It has maintained leadership, in the field of ceramics education since
that time, -The Coflege has since its beginning offered programs
leading tb the Bachelor's degree-ih' Ceramic engineering, ceramic
sOience, and ceramic art. Thai program leading to the B.S.. in glass
was initiated in 1932 as was the M.F.A. degree in design. The first
Master of Science degree was granted in 1933 and the,firs*t Ph.D.
degree in 1958.

Although receiving_by far the greatest majorIty ofita financial
support from the State of New York, the College of Ceramics operates
under the policies of- Alfred University. Students enrolled in the
College participate fully in all areas of Uhiversity life. Further,
the faculty and'staff of the College are represented in the several
facets of the University ..community.

. o.

Students enrolled in the College of Ceramics register on.an equal
-basis with Oth'er students for certain required'and elective courses
offered by the faculty of the College of Liberal Arts. Conversely,
'students enrolled in the College of Liberal Afts and the School of
Nursing are able to take courses offered by the faculty of the
College of Ceramics.

SCHOOL OF NURSING

The School of Nursing is an outgrowth of the Cadet Nurse Corps which
started in 1943. A four-Aar baccalaureate program was begun in
1946, and the pre s school with Dean was established in:1951.

-.., The program is de igndd tbserve both t4 new high school graduate
- and the Registered Nurse who wants-'-to earn a baccalaureate degree

for'personal andyrofessional\advancement.

4
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.Students use all library, laboratory, and classroom facilities of the
University. 'They li)(e'amay from the campus 'during the. junior year, ,

devoting this period 'to clinical eXperience in selected health agen-
cies in the urban area. :\

,

Upon completion of the program, the3graduate is awarded a B..S. degree
with a major in nursing and is qualified to sit for.the State Lic-
ensure exam to become a registered nurse.

SCHOOL OF BUSINESS ADMINISTRATION

The School of Business Administration is a professional .unit that
exists to prepare'students for successful careers as managers and
administrators in both private business-and governmental organiza-
tions. To provide the necessary preparation; basic courses are offered ,

in'all the basic business disciplines. To allow specialization ad-
'vanced courses are offeied in all are-ab. Professional preparation is
also enhanced_by the rAquirement of n sub-major. Thd whole program
is built on a liberal arts base, which constitutes most of the fresh-
man and sophomore years.

THE GRADUATE SCHOOL
. , 0

, .
The Graduate School administers programs of advanced study leading to
the Ph.D. inCeiramic S'ciences.orfngineering, and to the master's
degree in various fields. ,

.

'he graduate facility is not separately designated. Participation in -

graduate teaching is based on the interest of°the faculty member,
subject to the approval of his Chairman and the Graduate -School-Dean,
who review his quatifications.

*

COMPUTER SERVICE

The Computing:Cener in the McMahon Building serves both academic and_
administrative:needd of the University. Computer facilities are.'`
available for faculty and student academic and research uses, either
through jobs run at the center, or from remote terminals.

Administrative functions include clats scheduling, grade reporting,
stude t billing, exam scoring, and numerous reports and lists. Be-

ginni with students who entered in September, 1970, a complete aca-
demic ecord is being accumulated on computer files, and shoUld soon
be ver helpful in assisting advisers.

Present equipment consists of'a Xerox Data Systems Sigma 5 computer,
with card reader, card punCh, line printer, disk drives, magnetic
tape, and continuous plotter. Eight teletype terminals are located
in prious buildings throughout the campus', providing easy access to
the computer.

THE DEANS

:Director of Herrick Memorial Library

The Library Director is the chief administrative officer of the Uni-
versity Library nd, as such, reports to the Vice President for
Academic Af The Di:rector-I' with the cooperation of the faculty
and staff i responsible for all functions and services (including

A



personnel) of the Library 'and for interpreting these to the academic
community. The Director also works with the UniGersity Library. -

Committee.

Dean of the College of Liberal Arts
Dean of the College of Ceramics--
Dean of the S hool of Nursing
Dean of'the col of Business Administration
Dean of the G aduate School

'The Dean of each colleitvis the chief administrative officer of the
College. As such, he is responsible fgr supeVising staffing and
recruitment for the faculty of the college arid,supervising the budget
of the various academic departments or divisions. He must administer
the academic policies set by the faculty of the college and as the '

chief academic officer should monitor student academic performansie.
and other matters pertaining to the relations of students with the .

college: His pOsition of. leadership in the college requires that he
set Ehe tone and direction of the.e4lege by establisning budgetary

.emphasis and personnel policies with. the ad14ele-Jonf,hia_011eagues
within the college.

The Deans are responsible to the Vice President for 'Academic Affairs
or the organization and operation of their School or College..

The Deans are responsible for exercising-st'rong leadergliip in curri-
culum deyelppment and to ensure that'the program required of students
is academically and professionally sound.

The Dean of the Graduate School is responsible fon. graduate programs
and graduate study. Academic standards, policies and programs axe'
formulated by'"the Operating Committees of the Graduate Council, and
the Dean is t'hen.responsible for their administration. His office
processes graduate admission and monitors student progress.

FACULTY RESPONSIBILITIES:

.

Faculty members are exefeeted to carry a teaching load of approximately
three courses per semester, to 'serve as advisers to an assigneq number
of students, to serve on major.faeulty committees, and to attend
meetings of'the faculty of their division and the University. They,
are expocted to attend Commencement ih academic

Teaching 'Load

1.$Teaching Loads Course Plan*

Effective 1972-3, the normal teaching load will be,regardpd as
three courses per semester (under the course unit system) and the
following student course registrations. VariatiOns of the standard
teaching load may exist within a department or,division, but the
average load per departMent or division is to be-in accordance with
the following:

*Reductions in teaching load for Department/Division Chairmen are
contained in the Provisions of Appointment for Department Chairmen.

6
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[hits

Liberal Arts
Bus. Adm.
Ceramics
Nursing

Registrations
Student Credit Resulting
Hours Equiv. Avg. Cl. Size

75 ' f)f) 25
75 300 25
60 240 T,20

40 160 14

2: Allenterm Responsibility

44 addition, each faculty member is responsible for three out of,
a * four Allenterms.

3. Independent Study

1An independent study is defined as a learning situation in which
one faculty member tends to deal with one, two, or three students
each of whom may be'engaged in a"different research project.
Supervision of.some independent study work (up to three students
for full courses, or the equivalent) is.considered to be normal
faculty activity. With the specific approval of the Dean, one-
half course reduction may be granted for four to six students
(full,course equivalents). No additional reductions will be
granted for loads of more than six students and faculty members
should be discouraged from attempting more. The department or
divi'Sion chairman Will .make the assignment of released time,for
independent studies. 6

4. "Self-Education"-Courses (in manner of Dr. Martin's pilot course)

Even though a course taught with a ."self-education" technique re-
quires minimal supervision, such course will count as one of the

\ three-required courses', and the student registration of such course
swill count toward the 75 (or whatever) required student registra-
tions. This formula is the best way of encouraging "Self-education"
type courses. It is obviously to the professor's benefit to teach
a Course this way --. it lightens his real load, .and boosts his
student registration count.

5. Thesis Supervision and Graduate Teaching

Thesis supervision isan important part of graduate programs and
some undergraduate °grams. At the graduate level, supervision
of one and one-half fullcourses Or equivalent will result-in one-
half course reduction in load. (At the undergraduate level,
supervision of three courses or equivalent will result in one-half
course reduction in load.)

Graduate courses are calculatqd in the same way as undergraduate
courses in the eaculty member's teaching load.

6. Team Teaching

Each faculty team engaged in team teaching will receive credit for
1 1/2 courses for each full course under the course unit system, with
the following provisos: 0) Not more than three .faculty members
will be engaged in any given team teachihg project; (b) All team
members will attend all class meetings; (c) No instructor will be
engaged in more than-one team project per semester; (d) Courses

9



taught by teams will be interdisciplinary in nature. The faculty
team will have the responsibility for assign4hg appropriate teach-
ing credit within the policy framework stipulated above.

7. Track II

Participation in the Track II program involves some commitmdnt by
the faEulty member beyond the usual activities., However, recog-
nizing that Track II advising will inevitably,be'more time consum-
ing, the following allocation will be tentatively followed:

1) Advisory Boards --
11

first three .= no load reduction
4-6 = half course'reduction
faculty'are limited to not more than. boards.

21 Chairmanship ot'Adv,ksory. Boards shou10-be'taken into considera-
tion by the Department,,or.Division Chaarman.in assigning faculty\
loads. ,.

8. Program needs may supersede the stude '1';obUrse registration method
(e.g,calculation (eg, a program may re ifire a faculty position even

though it does not average 300 stUdehtcredit hours). (HoWever,
another option might be to eliminate the program.)

9. Laboratories: T
laboratory and o
one-half course)!.

10. New preparations:
full courses in a
for that semester
courses.

e usual two for One arrangement will continue for
her similar courses (e.g. four contact hours =

'-.:,. r

With the approval of the Dean, two or more new
semester may result in a half cdUrse.reqctiOn

May also apply, to new preparations in team

L.A. Curriculum Committee--Spring 1972, Spring 1973
Deans Council--Spring 1972
Board of Trustees General Policy StatementMarch 30, 1972
President Miles--May 23, 1972
Effective September 1972 ('

Revised August 1973

In their capacity as advisers, faculty should be aware
of the following services to assist students:\

UNIVERSITY COUNSELING SERVICES

University counselors are available to/assist studbnts to better
understand and to use more wisely their educational, vocational, and
personal potentialities as well as opportunities which they have, or
can develop. Psychological testing is sometimes employed to determine .

the students' long termed interests and abilities and their probable
bearing'on future personal and vocational planning. Counseling ses-,
sions may be scheduled for the student to assist him in the clarifi-
cation of his goa18, greater self direction, and the achievement of a
more-effective adjustment .to himself and others.

10
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Faculty can refer students to the University Counseling Senvidpel
They should encourage the student to call Miss Doris Simpson tp71,.

2187) and make an appointment to meet with a counselor. Miss agmpson
'is the secretary to the Director of Counseling Services as well as
Psychometrist.

PSychometric instruments of a wide variety are avaktable. These in-
clude tests for discovering interests, abilities, and aptitudes as
well as personality inventories-, -These tests are administered in
the Counseling offices at 10 Park Street. These offices also have
literature for the standard professional exams such as GRE, Law
Boards, Medical and Dental Boards. This service is an authorized__
agent of the Psychological Corporation and administers the Millel
Rnalo9ies Test routinely. It is also's regional testing center for
ETS. Orientation Week Testing and other campus-wide testing programs
come under the auspices of this service. There is also an Occupa-
tional-Informational Library for students to browse in so that they '
may get a clearer picture of the various fields of work and the
opportunities in these.fields.

For those Who.are emotionally distraught, short-term therapies are
available by' appointment through Miss Simpson even though the sessions
are conducted in the Health Center.

TESTING.

Several testing programs are in continuous operation on campus, e.g.
Miller Analogies, some are scheduled at certain times on campus, e.g.
Graduate Record Exam and. New York State Placement Exams. Some testing
programs are not administered on the campus, but information about
them is available at the Counseling Center.

PLACEMENT

Alfred University offers,a placeetent service for its students and
alumni. The primary functions of the Pldcement Office are to counsel
students and alumni concerning full-time employment; angst°, arrange a
schedule of visits to the campus by employing organizations to meet
and exchange career information with students. The Office.in Allen
Hall has a reading-reception room, a career-reference library, and
several interview rooms for student conferences with visiting person-
nel from school districts., governmental agencies, busine§s and

industries.
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ALFRED UNIVERSITY
PROVISIONS OF FACULTY APPOINTMENT

ACADEMIC FREEDOM

A. The \faCulty member is entitled to full freedom in research and
in the publication of the results, subject to the adequate
performance of his other academic duties; but research for
pecuniary return must be approved by the.appropriate academic
Dean. The faculty member who wishes to engage in consulting
is expected to adhere to University policy, which permits up
to one day of consulting per week. Any deviation from this
policy must have. the approval of the appropriate academic Dean.
The faculty member is responsible for keeping the Dean informed
of his consulting activities.

B.The faculty member is entitled to freedom in'the classroom in
discussing his subject, but he should avoid introducing into

_4his teaching, matter which has to his subject.

C. When a faculty member speaks or writes as a citizen, he should
be free from institutional cen rsh' r discipline, but his
special position in the community es special obligations.
As a man of learning and as an edu,detor, he should remember
that the public may judge his profession and his institution by
his utterances. -411.ence he should at all times strive tobe ac-
curate, should exercise appropriate restraint, and should show
respect for the opinion of others. When expressing_geTeonal
opinion, a faculty member should make it known that he is not
a spokesman for Alfred UniVersity.

II APPOINTMENT, REAPPOINTMENT AND RESIGNAtION

A. Initial appointments to positions with'academic rank shall
normally be made for a period of one (academic) year.

B. Reappointments to positions with academic rank shall normally
be made on an annual basis until the termination of appoint-
ments or the conferment of tenure status.

C. An initial faculty appointment does not lead automatically to
tenure; this status is achieved only after careful evaluation
during the probationary period. Where appropriate, an initial
appointment may be designated as "temporary" i.e., not sub-
ject to 'renewal,

D: All members of the faculty, either with or without tenure
status, whose appointments are not being terminated at the°end
of the current year, shall be notified of the'terms of their
employment for the., following year by February 15.

4

E. All faculty members shall submit to the appropriate Dean
written replies to offered employment by March L. Such reviles,
if favorable, shall be considered legally and morally binding
upon members.of rOe-faculty and the University with the follow-
ing exceptions:
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1. During the period between March,1 and May 15 a reversal of
decision on the part of a faculty member shall'receive sym-
pathetic consideration by the administrative officers of the
University.

2. After stay 15 a reversal of decision by a faculty member
Shall be at the convenience of the UniveNity. Ethical
standards advocated by national educational associations
specify that a faculty member should not resign in order to
accept employment elsewhere after May 15.

0
F. It is desirable that member of_ the faculty notify the chair-

m'an of his department or the Dean off his college or school if
he is negotiating with another institution for an appointment.

III TENURE AND PROMOTION

A. Principles

1. Tenure is a continuous appciAtment to the institutional
staff that may be granted to a faculty member who fulfills
the probationary requirements defined in this statement. A
faculty member on tenure assumes a responsibility for ser-
vice of continued high quality and is entitled to consider
his appointment permanent to the age of retirement.

2. In provisions regarding tenure and promotion, the term
"faculty member" shall apply to full-time (salaried) person
nel with the academic rank of '-Instructor of higher.

3. The maximum probationary periooPis six years. Each4facultym
member who continues to be annually reappointed shall no
later than February 15 of his sixth year on the faculty of
Alfred Univeksity receive notice from the Dean either that
he will have tenure as of the beginning of his seventh year
on the faculty, or that his services will terminateat the
end of the seventh year.

4. An Instructor who is granted tenure must simultaneously,be
promoted to Assistant Professor.

5. Appointments made during an academia year prior to the'be-
ginning of the second semespr shall be considered as hav-
ing been made at the beginning of that academic year for
the purpose of paragraphs 3 and 4 above.

6. Leaves of absence for non-tenured facuity shall count as
part of the probationary period unless otherwise. stipulated
in the leave letter.

7. In unusual cases early tenure may be granted to a faculty
`member for extensive satisfactory prior service as a full-
time faculty member at this or another institution. Early
tenure may also be granted to a faculty member for extensive
satisfactory prior service in a "non - academic 'capacity di-
rectly related to his Alfred Uhiversity assignment. Early
tenure is here defined as the granting of tenure prior to
the end of the maximum six-year probationary period.

14
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8. Reappointments, promotions, -salaty increments, tenure deci-
sions, terminations of appointments, and other personnel
decisions shall be made by the President after consultation
with the Vice President for hcademic Affairs, Appropriate
Dean, and the appropriate coffimittee hereinafter designated
for advising on these matters.1 The colleges and schools of
Alfred University shall each have a "Promotion and Tenure"
Committee composed of the Dean (non-voting exceptti to break
a tie) and at least three faculty members. elected in a man-
ner determined by the faculty of the appropriate college or
school. Each committee shall eleceits own chairMan from
members other than the Dean, to whom the committee shall
pubmit its recommendations. In theocourse of their deliber-
ations, these committees shall 'Confet with the chairmen,of
academic departments, And shall consider formal evaluation'
of faculty members by students. A f4culty member elected to
a Ptomotion and Tenure Committee Shall not serve4 for more
than three consecutive years. DeterMination of the composi-
tion of these committees for academic units other than '

colleges and schools shall be made by the President.

9. Updh request of the individual faculty member, the Promotion
and Tenure CoMmitteerahall review with hiM any committee re-
commendations concerning that faculty member after he'has
reviewed the matter with his chairman. Deans shall notify
non-tenured faculty of inadequacies that may impede their
attaining tenure.

10. Department chairmen shall normally be appointed for a
period of three years. A chairman may bd reappointed for
one or more subsequent terms. Changes may be made in a de-
partmental chairmanship at any time during the threeLyear
appointment period. Chairmen shall normally relinquish the
chair at the end of the fiscal year in which they reach the
age of 62. Appointment, reappointment, and termination of
chairmen shall be the prerogative of the appropriate Dean,
after consultation with department members and after ap-
proval by the Vice Pretident for .cademic Affairs and
President. The, foregoing paragraph also applies to heads of,
divisions within colleges or schools. -A detailed policy
statement on department chairmen is available from the
office of, the appropriate Dean.

B. Criteria for Initial Appointment, Promotion and Tenure

The following criteria shall be used in an annual review of
tenure and promotion by the appropriate committee for recOmmen-
dation to the Dean, the Vice-President for Academic Affairs:,
and the Piesident. Initial appointments are expected to be

c sistent with the promotion criteria and practice. These
criteria are concerned with the quality of the service rendered.
No faCulty member can reasonably be expected to be outstanding
in all points; achievement in one type of activity may offset
lack of achievment in another. No rigid scale for weighing
the various criteria is considered feasible.

1. Teaching - Teaching should facilitate learning. Unless his
contract stipulates otherwise, the primary responsibility
of an Alfred University faculty member is to teach.

15
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corollary of teaching is keeping up-to-date in one's field
through reading, study, and attendance at meetings of appro-
priate professional societies. The effectiveness of an in-
dividual as a teacher will be determined by his department
chairman and his faculty colleagues on the Promotion and
Tenure ComMittee who will make appropriate recommendations
to the Vice President for Academic Affairs and President
through his Dean.

2.'Advising - Advising of students is an integral part of
teaching. Good advising includes being available during
posted hours, being accurate in the information presented,
and demonstrating a genuine interest in the student's prob-
lems. The effectiveness of an individual as an adviser will
be evaluated in the same way as his effectiveness as a
teacher.

3. Teaching-oriented Research - Research'ca indentified by
intensive and authoritative attivity rea of learn-
ing, ot by creative work. Such act it considered
complete, however, until the result nated in some
form, the most obvious of which is p cation or presenta-
tioh. The faculty member will be wa d primarily for
research which enriches his teachi g and his students, One
form of "publication" for teachin -oriented research is the
integrAtion of such research into the faculty member's class-
room presentations and other -academic activities.

4. Campus Citizenship Members of the faculty are expected to
.

serve on College and University committees, to aid in',the
work of their departmentsc to.adkise and counsel students
when so assigned, to atteid faculty meetings, and to parti-
cipate in the formulation of University policies, which they
are subsequently expected to support until changed through
democratic means. V

5. Community Service - Faculty.members are encouraged to con-
tribute to the civic, intellectual, esthetic or spiritual
development of the greater community berAd by the
University..

6. Ltngth of Service - While no system' of automatic promotions
or salary increments is established hereby, valuable service
over a period of years should be recognized and, rewarded.
Faculty members vary in value and should receive recognition
quite independent of length of service, but anyone who is
thought worthy of tenure has a right to expect some further
advancement provided he maintains and improves the level of
performance for which tenure Was originally granted.

7. College Center of the Finger Lakes Participation'- Partici-
pation in CCFL programs shall be evaluated as the equivalent
of participation in programs at Alfred University. Specifi-
cally, the following principles apply:

0

a. Retentibn of status as a faculty member of the home in-
stitution with service'at the host institution counted

,

at the home institution toward tenure and promotion.
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b. Salary and fringo benefits paid by the home institution
at the contracted 'rate.

c, Suitable subsistence and/or quarters ptoviN,cs.1 by the
. hdst institution.

d. Travel expenses provided by the host institution.

e. Recognition given by the home institution fbr partici-
pating in inter-institutional cooperation:

C Evaluation of FaCulty
Q

1, Each faculty member shall-each October forward to the depart-
ment chairman and Dean an annual report of activities for the
preceding year'.: This report shall be used in an evaluation
of services. In addition to this report, each chairman
through cladsroom visitations and other means, keep up-to-
date on the capabilities of each member of the department.
In addition, the Chairman shall annually conducta formal
student evaluation of all department members (including
self), using a standard questionnaire approved 14 the Uni-
versity faculties. The chairman shall transmit the results
of this questionnaire to the members of the.appropriate Pro-
motion and Tenure, Committee, including the Dean, in advance
of thetCommittee's meeting to consider personnel recommendar.
tions for,the next year. Deans shall be responSible, through
classroom visitations and other means,.for keeping up-to=dAte
on the teaching capabilitieS" of department chairmen.

1.

'2. While proven teaching Retformanw is the prime criterion fpr
promotion and tenure, the. other listed factors will have an
influence on the recommendation made, especially at the
higher ranks. Promqtion through the vari2us ranks siglAfies
not continuing competence and contributioNs, but rather'
growiti7 competencd and contribution accompanied by. growing
recognition on and beyond the campus.

3. In accordance with criteria set forth in the ?xovisions df
Faculty Appointment (Section III-B), the effectiveness of
the tenured faculty member shall be evaluated every five
years by the appropriate Promotion And Tenure Committee. If
the faculty member's- performance is pound to be unsatisfac-
tory when judged against these criteria, the Committee sh,all:
(a) give the member a written statement of those areas in
which the member must make significant improvement; (b) Sti-
pulateat, the member's next academic-year is a "warning
year,"'fter which the member shall be reevaluated. During
this "warning year," .the member shall not be entitled to
promotion or salary increase. If the reevaluation is negative,'
the faculty member shall be given an opportunity to resign or
(if appropriate) to take early retirement. Should the member
not avail himself of either of these options, formall.pro-

u

ceedings under dcademic due process, leading to penalties up
to and including dismissal, shall be initiated. Such pro-,
ceedings shall begin with Step #3 of Section VI-A of these
Provisions. In the case of a tenured professor, the state-
ment of charges referred to in Step #3 shall be prepardd by
the appropriatd Promotion and Tenure Committee. Should the '
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Committee and the Deandisagree, the charges shall be
prepared by the Dean,

4. 'The tenure review procedures shall be as follows:

. Initial tenure review in spring.
1. Where appropriate, notification of warniv year by

summer.
c. Warning Year:. Fall/Allenterm/Spring.
d. Second ,tenure review in late May (after final eX0ms).
e. Formal proceedings wpre becessary after Commencement.
f. Decision in summer.
g. Following academic year: separation with terminal

payment .(where dismissal involved) .

D. Qualifications for AcAdemic Rank

Appointment or promotion to a given academic rank shall be
wholly-unrelated to sex, religious creed, or ethnic background.

1. Lecturer

This is a special appointment to-meet part-time needs. A
candidate for the position of Ledturer is normally expected,,
to have at least the bachelor's degree.

2. inStrpctor

A candidate for the position of Instructor is normally ex,.
pected to have the master's degree or its equivalent.
Evidence of potentiality for good teaching shcaild 8e 4n the
person's background.

3.4.ssistant Professor

A candidate for the position of Assistant Professor hhould
normally hold the hlghest degFee in the field, or its equiv-
alent in stpdy or other recognized accomplishment. Ideally,
competence be teach should have been demonstrated:

4. Associat Professor O 0

" A candidate for the position of Associate Professor should
hold the highest degree in the field. Promotion to the rank
of Associate Professor is not au omatic. Appointment tO
this rank would weigh the followiy considerations:

a. Outstanding teaching performance ),

b. Demonstrated scholarsthp
c. Interest and active participation in department,

College, or University affairs'
d. Contribution to the development or welfare of the

greater community Served by the University.
ti

5.- Professor

A candidate for the position of Professor should meet the';i
same requirements as an Associate Professor candidate,' over
a sufficientperiod of time to test consistency of and

18
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growth in performance. In addition, 'clearly demonitrated
leade-rsh-tip-i,n-a-tleast one of the,four areas specified

" ,stibuld be evident.w

E..AdminEstrators with academic rank

1. The eltgihility of administrators foracademic rank shall
normally be restricted to the President; Vice President for

"Academic'Affairs, Adademic Peens, Assistant Aeildeic Deans,'
and ;Director of Herrick Memorial Library. Such rank shall,
initially beassigned only.after consultAien wAh, the

. appropriate Dean and. department chairman.

2. Because of their limited time for teaching, administrators
with academic rank are not subject to annual review in their
capaCitytaS faculty membes. , However, adminisrators may
receive tenure only after review by the approliriate Promd-
tion and Tenure Committee. At the end bfthe normal six-
year probAtiona* period, the ,appropriate Promotion and
Tenure Committee-may determine that the administrator has
doncJinsufficient teachingto be evaluated for tenure as a
faculty member.1"Under such circumstances, consideration'of

- tenure.may be delayed until the amount crf teaching is judged
sufficient by the Promption and Tenure Committee.

3. The teaching of one coueseoper year on thp,Alfred University
campus Or elsewhere, whether such course is taught An a re-
gu,lar semester, in-Summer School, ,or. in-4 minimester, shall
normally be deemed sufficient for promotion or tenurq evalU-
ation'at the end of the normal six-year probationarypetiod.
Also applicable to evaluation shall be such instances ps
tAose where the.adminiStratoL is invited to give guest lec-.
tures in a ourse o6r is invited to teach or supervise-a "

',portion of a course. . o

4: Should a decision eventually be made to deny faculty tenure,
the administrator shall relinquish his academic rank after
a final terminal yeag appointment in rank.

5: Termination df academi.c rank for an.administrdtor shall.have ,

no,reiatien to his retenhidh 'or release in his administra-
tiye capacity, .

6. If for any reason an administrator with faculty tenure
wishes to resume full time teaching in his/her,field of com-

petence,"the.Dean,df the college.apd,the depar,tment chairman
'

shall be consulted' to assure that the assumption of full-
,time teaching resOdnstbilitiespoeS not adversely 'affect the

personnel structure or'balance of the,clepartment.1
4

7. Nothing in the foregoing shall be,constrtied to cohtravene

-e.the University's 81;laws, which'specity that the President,
Vice President for Academic Affairs, and Ncadentj.c [leans

'automatically hold Iaculty status by virtue oftheit offices.

IV LEAVES OF ABSDNCE

A. ,FaultymeMbei-s on tenue& shall be eligible for a Paid-leave bf

one on twoSeitiesters: The deadline for leave applichtiOn is

.2 7



November 1. The faculty memhteeparticipating in thi's program,
shall receive full ,salary for one semester or half salary for
two semesters, and will be expected to'return to the University
for a period of not less than two years. Non-tenured faculty
who are, engaged in doctoral studies and have completed three
years of continuous service toothe University shall be eligible

cto'apply for pre - doctoral. leave support. Detailed policy
statemegts on the University's leave programs are available
from the appropriate Dean's office.

.

B. Under appropriate circumstances unpaid leaves of absenceomay be
granted.

. . ,

,

C. A faculty member's eligibility for leave shall not be construed
as a guarantee that such leave will be granted. The granting
of leaves dependt on financial resources available and the
number of faculty applYing in 'a given year, and requi"res the
recommendation of the department chairman and the Dean.

V TERMINATION OF APPOINTMENT FOR A FACULTY MEMBEP NOT ON 'ENURE

1

A. 'NotificatiOn

The University recognizes that faculty members are entitled ,to
reasonable and sufficient notice of non-reappointment (non-

.

renewal eo.f contract). The policy of the University shall be
that a faCalty member in his first year of service shall nor-
mallyfie notified in writing by March 1 (three months before
the.end of the contractual year) of the Dean's intention to
recommend non-xeappointment During the second year of service,
such notification shall be not later than December 15 "(six
months befOre the end of'the contradtual year). In the third
and subsequent years, such notification shal,1 be'not later than
September 15 (a full academic year in advance); where later-
notification occurs, a terminal (fourth or subsequent year)
appointment shall be offered.

B. Procedures
1(

4
1. If the Dean, after consultation with his,,Promotion and

Tenure Committee, wishes not to reappoint a faculty member,
he will inform the Vice President,eor Academic Affairs (who

. will inform the President) of his intention.

The Dean will then, in the presence of the department chair-
man, hand'the faculty member a ,brief written notice of the
Dean's intention to recommend non-reappointment. The Dean °

will also make an oral statement of his and/or the Promotion
A.'nd Tenure Committee's ii,dament as to (a) published cri-
teria which the member hAs failed to meet satisfactorily;.
(b) assigned duties which the member has performed dnsatis-
factdrily; and/or (c) specified changes in UniMereity,,con
ditions'that make the non-reappointment necessary (see *AAC --,-

Commentary on AAUP Non-Repewal Statement," p. 3). The Dean -

will not make any oral statementAas to the evidence support
ing..such judgment. For example, the Dean can refer to the

o "effective teaching" criterion in the PYovisionq pf,Aapoint=
ment and can state that, in hi and /or the committee'6'.4

' judgment, the faculty member has failed to measure up to
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tliat standard., The Dean should not state (e.g.) that'he
has 14 negative reports frAl studentn,' 'or 10 proven id-
stones of tb' professor failing !-c ,ieet hi,, class. The
.bcgn win avoid the human,itiariah. impulse 'make alleviatinEy
FLatements af prais-e. 'Ale Dean will also avoid any informal
("off-the-reeord"I talks wdth the faculty member. Steep 02
will norra,Illy be compbated by the appropriate'Pnotification
of non-reappol,htment." date specified in the Provisions of
Faculty Appointment,.

If the faculty member so requests, the Doan wilt supply a

4 brief written transcript of his oral ".iiidement of unful-
fjl1ed crittia," with a Copy to the department chairman or ,

JOAd. Thin. tromg-ript illicata the position of the de-
paTtment,chairman, Promotion and TO111.1f0 Committee, and Dean

ludiment. The faculty member 4ihl1 be informed that
sl,.)11 written transcript mill become a :part of his pprsonnel
f ,;r1,1 used r0,11- ter to respeind to inquiries re-
; ,rdin7 the Yer,bel'i, suiChility for position elsewhere.

r 'is not required to make such request in
't ,ivahL,1 of the procedures outlined by para-

1, bc'Iow.

It Hi.1,er so requests, tie will be given a hear-
: ore tu !ri ',.enure Committee. At this

the coL:.a!loe and/or Lhu Dean will: (1) reiterate
recer.mendation not to reappoint; (2) describe the nature

evidence; lastch courteously to the member's
reactants, -ohjections to the intended recommendation not to
r''agq and any new evidence the member may care to
proh(a.

Proi.oLN,n and Atutp Cormidtlee (after discussion in
xecuti':e make a recomm6nd-ation to the Dean,
in); 1W,r, chairman and the faculty''member in

the decision is to uphold the original non-
,eappointnenti, the .Dean will ,then inform the faculty member,
the chAir.lan, and the Committee in writing of the member's
ti ;lit to appeal. The faculty member may appe4,1 through
appropriate administrative channels, or through the proce-
oures ,)utlined in paragraph, #6 below.

1. The faculty member may request a review hearing by the
.FircuPty council of his college or school to review the ade-

.
quay of the consideration by the Promotion and Tenure
Committee in arriving at its recommendation.

The Lein adequate consider:at:ion refers essentially to
procedural rather than substantive issues: 'adds the

decision'conscientiously arrived, at? Was all avail-
able evidence.hearing 0+4. the relevant performance of-
thi sought out n(14,considered? Was there

'adequate deliberation by, thq,department over the im-
port of the evidence in,,theOight' of the relevant

.standards? Were- irrelqvant `and 'improper standards
excluded from consideration ?.. Was the decision a

'bona fide exerciSe.bf ppfesOtbnal academic judgmrit?
Theseare the kinds of lgileste545 suggested by the
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standird ut "adequate consideration." (Excerpted
free Summer L97l p. 210.) ,

lf, reviewini the ease, the Faculty Council conciudes
tho. t!, consideration was inadequat11, it will return the
flattcr to the Frootion and Tenure Committee for further re-view. if after reviewini the case the Council concludes

.that adequate consideration was given,- the Council will so
advise the Promotion and Tenure Committee. In either in-
stanci., written copies or the Council's report will be avail-
able to the (acuity meriher,rand the appropriate administrative
oft leers,. 111 no instance ibi11 the substance of the Promotion
and Terfure Committee's deliberations be transmitted to the
Faculty 'Council. If a rember of the Faculty'Council is a
meilier of the Pronotioa and Tenure Committee, he may not
p,articil,ate in Lhe review flearin 1.

7. 1( the review committee upholds the adequacy of the Promo-.
.*tion and Tenure Committee's. consideration (or if the Promo-
'tiun and Tenure Committee, after further review continues Co
recommend non-reappointment regardle ss of the review com-
mittee's findings), then normally the Dean, subject to the

.

approval of the Vice President for Academic Affairs and the
President, will hard the faculty member a written confirma-
.tion of non-reappointment (in the chairman's presence) by
the February 15 contract' date. For a non-tenured faculty
member in his third or subSliquCnt.year, such' con'f4pation
will normally take tbev form of a terminal appointment letter.

If the Promotion'andTehlureCommittee changes its posiLion
and recommends reappointment, the final determination will
be nude, by the President, considering the advice of the Dean,
the Vice President for Academic Affairs, and the committee.

8. Nothing ir the above is intended to preclude the Dean's
right to disagree with his,Prom.rifion and YenuretCommittee in
givina notice of intention to non-reappoint. 'however, in-
such instances the faculty member is still entitled, on his
request, to full due process as outlined above.

vr TI:RMINATLONOF 0)IIJTMENT FOR-CAUSE OF A FACULTY MEMBER ON TENURE
oR WHOSE TERM APPOINTRENT HAS NoT EXPIRED

A. Procedures
4"?

1. When reason arises to question the fitness of a faculty mem-
ber who has tenure or whose term appointment has not expired,
theappropriate adminis,Lrative officers shall ordinarily
discuss the matter With him in personal conference. The
matter may be terminated by mutual consent at this point;

but if an adjustment does not result, the President, after
conferring with the Dean's Council, may recommend dismissal
to the appropriate Faculty Advisory. .Committee, elected by
the faculty and charged with the function of rendering. con-
fidential advice in such- situations. This Committee shall
informally inquire into the situation to effect an adjust-
ment if possible and if-none is effected, to determine
Whether in-its view forMal proceedings to consider the
faculty member's disMissali instituted.. If the
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appropriate Faculty Advisory Committee recommends that such
proceedings should be begun, or if the President, even after
considering a recommendation of the Committee favorable to
the facility member, expresses his conviction that a proceed-
ing should be undertaken, action shall be commenced-under
the procedures which follow. Except where there is disagree-
ment, a statement with reasonable particularity of the
grounds proposed for the dismissal shall then be jointly
formulated by the President and the Faculty Committee. If
there is diSagreement, the President or his representative
shall formulate the official statement of charges. Under
such circumstances, the Faculty Committee shall formulate
their own statement, indicating where and how they disagree
withthe official statement of charges; this latter state-
ment, like the official statement of charges, shall become
part of the record of the proceedings. 1'

2. The membership of the Faculty Advisory CoMMiteeeshal be
as follows:

a. for the College of Liberal Arts the elected facult
members of the Prbmotion and Tenure Committeeoof that
College and the senior member of the Promotion and TentKe.
Committee ot the College of Ceramics. "Senior" is here---,.
defined as the'faculty member with the longest period of
service on the designated committee. Where necessary,
rank and length of service at Alfred University (in that
order) may be used as .further means to ascertain

-seniority.

b. for the College of Ceramics: _the elected faculty'lmembers
of the Promotion and Tenure Committee of that College and
the senior member of the Promotion and Tenure Committee
of the College'- -of Liberal Arts.

c. for the School of Nursing: the elected faculty members
of the Promotion and Tenure Committee of that School and
the senior faculty member of the Promotion and-Tenure
Committee of the-College of Liberal Arts.

d. for the School of Business Administration: the elected
members of the Promotion and Tenure Committee of_that
School (includes a Liberal Arts representgtive).

e. for Herrick Memorial Library: the elected members of the
Promotion and Tenure Committee of Herrick Library, and
the senior faculty member of the Promotion and Teycpre
ComMittee of the College of Liberal Arts.

3. The forMal proceedings shall be commenced by a written
communication addressed to the faculty member by the Presi-
dent of Alfred University, informing the faculty member of
the statement formulated, and informing him that, if he so
requests, a hearing to determine whether he should'be re-
moved from his, faculty position on the grounds. stated will
be conducted by the appropriate Faculty Hearing,,ZoMmittee
(see 4 below) at a specified time and setting
the date of the hearing, reasonable time. --u all be allowed
the faculty member, to prepare his defense. The faculty
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member shall be informed, in detail or by reference to pub-
lished regulations,'of the procedural rights that willbe
accorded to him. The faculty member shall reply in writing
to the President whether he wishes a hearing and, if go,
shall answer in writing the statements in the President's
letter.

4. The membership of the Faculty Hearing Committee shall be as
follows:

I

a. for the College of Liberal Arts: the elected members of
the Liberal. Arts Faculty Council.

b. for the Colpiege of Ceramics: the elected members of the
Ceramics Faculty Council.

c. for thd8chool. of Nursing.: the elected members of the
Liberal Arts Faculty Councfl, plusothe elected Nursing
ropresentatiVes t.o the,, University

d. for the School of Business Administration: the elected
members of the Business Administration Faculty Council.

.e. for the Herrick Memorial Library: the elected members
of the Liberal Arts Faculty Council, plus the Director
of Herrick Library.

'5. Each Faculty, Hearing Committee shall elect its own chairman.
in no instance shall a person against whop charges have been
brought sit in judgment on his own case. A member of the
Faculty Hearing Committee shall remove himself from the

Committee, either at the request of a party or at
his own initiative, if deems himself disqualified for
bias or interest. In no case shall a.taculty member sit on
more than one of the several groups concerned-with the case:
Deans Council, appropriate Faculty Advisory Committee,
Faculty Hearing Committee.

6. The most recently retired faculty members of tile appropriate
councils shall be the alternates$for replacemerit in number.5,
above, should the Committee Chairman decide that one or more :\

replacements is necessary.

7. Suspengion of the faculty member from- teaching or other
duties during the proceedings involving him i justified
only if immediate harm to himself or others is threatens
by his continuance. The ('resident shall confer privately
with the appropriate Faculty Advisory Committee before taking
any suspension action. Unless legal considerations forbid,
any such suspension shall be with pay,

8. The Faculty Hearing Committee stall proceed by considering
the statement of grounds for dismissal already formulated,
and the faculty member's response written before the time of
the hearing. If the faculty member has not requested a hear-
ing, the Committee shall consider the case on the basis of
the obtainable information; otherwise the hearing shall go
forward with the faculty member present. The Committee, la
consultation with the President and the faculty member, shall
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exercise its judgment as to whether the hearing should be
public or priVate. At the request of either party or -the
Hearing ,Committee, representatives of one or more responsi-
ble educational associations may be permitted to attend the
proceedings as obServers. If any facts are in dispute, the
testimorm of witnesses afid other evidence concerning the
matter set forth in the President's letter to the faculty'
member shall be received.

9; e President shall have the option of attendance during the
hea , He may designate an appropriate representative or

%.counse to assist in developing the case; but the Committee
shall det rmine the order of proof, shall normally conduct
the questioning of witnesses, and if necessary, shall secure
the presentatiori of evidence impottant to the case. .

10. Th 'faculty member shall/ have the option of,assistance by
co sel, whose functions shall be similar to those of the
r presentative or counsel chosen by the President. The
Culty member shall have the additional procedural rights

set forth in the 1940 AAUP "Statement of Principles on Aca-
demic Freedom and Tenure" and shall have the aid of the
appropciate Facuilty Hearing Committee, when needed, in secur-
ing the attendance of witnesses. In the hearing of charges
of incompetence, the testimony shall include that of quali-
fied,faculty members from this or other institutions. The
faculty member or his countel and the representative or
counsel designated by the President shall have the right,
within reasonable limits, to confront and cross examine all
witnesses who testify orally. The faculty member shall have
the opportunity to be confronted by all witnesses adverse to
him. Where unusual and urgent reasons move the Faculty
Hearing Committee to withhojd this right, or where the Wit-
nesses cannot appear, the ildentity of the witness, as well
as his statements, shall neverthbless be disclosed to the
faculty member. Subject to these safeguards, statements
may when necessary be taken outside the hearing and reported

ito it. All of the evidence shall be duly recordedv Even
where counsel is present, the Hearing Committee Chairman is
not obligated to follow formal rules of court procedure.
The burden of proof that adequate cause exists rests with
the University, and shall be satisfied only by clear and
convincing evidence in the record considered as a whole.

11 The Faculty Heariff4 Committee shalt resch its decision in
conference on the basis of the hearing. Bdfore doing so, it
shall, give opportunity to the faculty member or his counsel
and to the representative or counsel designated by the
President to argue orally before it. If written briefs
would be helpful, the Faculty Hearing Committee may request
them. The Faculty Hearing Committee maY\proceed to decision
promptly without having the record of the hearing trans-
cribed, where it feels that a just decisions\can be reached
by this means; or it may await the availability of the trans-
cript of the hearing if its decision would be :ded thereby.
The Committee Shall make explicit. findings with'respect to
each of the grOunds of removal presented. 'Publi statements
concerning the, Faculty Hearing dommittee'e'decision may
properly be withheld until consideration has been given to

4
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the case by the Executive Committee of the Board of Trus-
tees. The President and the faculty member shall be noti-
fied of the, decision in writing and be given a copy of the
record of the hearing.

12. The President shall transmit to the Executive Committee of
the Board of Trustees the full report of the Faculty Hearing
Committee, stating its action. Acceptance of the Faculty
Hearing Committee's decision ,would normally be expected. If
the faculty member °requests that the decision be reviewed,
or if the Executive Committee chooses to review the case,
its review shall be based on the record of the previous
hearing, accompanied by opportunity for argument, oral or
written or both, by the principals at the hearing or their
representatives. The decision of the Faculty Hearing Com-
mittee shall either be sustained or the proceedings be re-
turned to the Faculty Hearing Committee with objections
specified. In such a case the Faculty Hearing Committee
shall reconsider, taking account of the stated objections
and receiving new evidence if necessary. It shall frame its
decision and communicate it in the same manner as before.
Only after study of the Faculty Hearing Committee's reconsi-
deration shall the Executive Committee 'make a final decision
overruling the Faculty Hearing Committee.

13. The Executive Committee of the. Board of Trustees shall in-
form the faculty member in writing of the final decision one
his case. If the decision is dismissal, the Executive Corn-
mittee shall inform the facultyn melnber of the effective date
of dismissal and of matters concerning compensation. This
date may nqt be earlier than the day on which the notifica-
tion by the Executive Committee is written. The faculty
member shall not be considered ,as dismissed during 'the
various deliberations on his case.

14. Except for such simple announcements as may be required
covering the time of the hearing and similar matters, public
statements about the case by either the faculty member or
administrative officers shall be''avoided so far as possible
until the proceedings have been completed. Announcemerit of

, the final decision shall be made by the Trustee Executive
Committee chairman and shall include the statement of the
Faculty Hearing Committee's original action, if' this has not
been made known previously.

15. Short of dismissal, the Faculty Hearing Committee may recom-+
mend such disciplinary actions as the following, listed in 1

decreasing order of severity:

a. suspension without pay for a specified or indefi ite
period

b. reduction in salary and/or rank
c. removal of tenure
d. fine through payroll deduction
e. censure
f. warning ci A
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B. The phrase "for cause" shall be interpreted as covering the
following:

1. Moral turpitude or other gross unfitness to associate with
students.

2. Unsatisfactory,performance in assigned responsibilities, and
in those activities described. in Section III -B of these Pro-
visions. The term "unsatisfactory" shall not include the
.trivial or capricious.

3. Obsttitctive opposition to the functioning of the Univers
including persistent violation of University

4. Violation of the principles of,academic freedom as
stated.

ein

5. Conviction-of a felony. However, the character or circum-
stances of the particular case, such as where the iolation
of a law'for reasons of conscience or social -conce is in-
volved, may bear upon the question of the fitne

7

s o the
faculty member and on cause for dismissal.

/
6."Gross neg ect of duty.

-

ers are entitled to protection against perso al
ded rumors, and judgments based on inadequat

C. All faculty me
prejudice,,unfo
evidence.

Termination of the appointment of a faculty member because of a
University finvici exigency'shail take place only when finan=
cial necessity is d monstrably bona fide.

E. Terminal Sala Pa m

If a'faculty member is ismissed, he may receive a terminal
salary payment in abcor nce with the schedule of notice to
which he is entitled uncle Section V'above - i.e., three months'
salary from the effective da of dismissal fOr1 a faculty mem-
ber dismissed in his first yea , six months' salary for a mem-
ber dismissed in his second year; and a full (academic) year's
salary for a member in his third or subsequent year, or for a
member on tenure. According to circumstances surrounding a
given-case, the Trustee Executive Committee may deviate from
the'foregoing policy in determining the sum (if any) to be
paid. In cases of moral turpitude, the Executive Committee
reserves the right to make no terminal payments following
dismissal.

F. Termination Resulting from Financial Exige cy

In the event that a program is discontinued o reduced by the
University as the result of the Master Plan, fi al emergency
or ,other appropriate reason, and-in the event theta tenured
faCUlty member does not qualify to teach In another academic
department or division, such faculty-member may be re eased
withdohe year's notice4 Every effort shall be made by e
University td assist in the member's relocation. No fac ty
member shall be shifted,to another discipline if such actin

27
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4

would adversely affect the personnel structure or balance of
the department or cliwision involved.

VII RETIREMENT

A. Each faculty member may participate' in the University Retire-
ment Plan and is encouraged-to do so. Participation shall be
compulsory as of the time a faculty member is given tenure
status, except that College of Ceramics faculty may elect an
alternate NewS,York State plan.

At the time of tenure, faculty members in the CO'llege of Cera-
mics will comply with the provisions'of the State Retirement
System or the-University Retirement plan.

B. Tenufe shall cease at the end of the fiscal year in which the
faculty member reaches age 65, which is to be considered the
normal retirement age.

C. A faculty member whose tenure has expired may be continued on *)
annual appointment up to,age 70 on the recommendation of the
department chairman and the Dean.

o;

D. Dependent on the availability of space and other University
resources, such privileges as the following may be extended to
retired personnel by the appropriate Dean: library facilities,
office space, laboratory space, eligibility for research
grants. A detailed policy statemenbmgn retirement privileges
is available from the appropriate Dean's.office.

E.1The honorary status of "emeritus" is not automatic. It is
bestowed on those .retirees whom the4Board of Trustees Idishes
to recognize for dedicated service. Emeritus profeSsors con-
tinue to be members of the faculty but without vote.

VIII PO TICAL ACTIVITY

Altered niversity subscribes to the following statement on poli-
tical ac vity for it faculty.

A,. The college or University faculty member is a citizen and,
like other citizens, should be free to engage in political
activities so far as he is able to do so consistently with his
obligations as a teacher and scholar.

B. Many kinds of-politIcal activity (including but not restricted
to holding part-time office in political party, seeking elec-
tion to any office under circumstances that do not require
extensive campaigning, or serving by appointment or election
in a part-time political' office) are consistent with effective
service as a member of a faculty. Other kinds of political
activity (e.g., intensive campaigning for elective office,
serving in a state legislature, or serving a limited term in a
full-time position) will often require that the professor
seek a leave of absence from his college or university.

C. In recognition cf the legitimacy and social importance of
political actiity by professors; universities and colleges
should provide, institutional arrangements to permit it,
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similar to those applicable to other public or private extra-
mural service. Such arrangements may include the reduction of
the faculty member's workload or a leave of absence.for the
duration of an election campaign or a term of office, pccom-
partied by equitable adjustment of compensation when necessary.

D. A faculty member seeking leave should recognize that he.has a
primary obligation to his institution and to his growth.as an
educator and scholar; he should'be mindful of the problem which
a leave of absence can create for his administration, his 'col-
leagues, and his students; and he should not abuse the privi-
lege by too frequent or too, late ,application or too extended a ,J

leave. if adjustments in his favor are made, such as a reduc-
tion of workload, he should expect them to be limited t!'o a

reasonable' period.

1;. A leave of absence incident to political activity.should come
under the institution's normal rules and regulations for leaves
of ab;;ence. such a leave should not affect unfavorably the
tenure status oP a faculty member, except that time spent 'on
such leave from academic duties need not count as ptobaionary
service. The terms of a leave and its effect on the pybfes-
sores status should be set forth in writtnq in advancc.of the
leave.

IX pATLNTS Al;D COPYRIGHTS

A. Taculty .of Alfred University shall submit to the University
disclosures of intentions which may be patentable. The eq ity
(if any) that the University has in a patent will vary fr M one
patent to another, in accord with the extent to which Uni/vor--
sity equipment, laboratories, personnel, funding, and the-like
were involved in the .development of. the discovery. Such in-
volvomenk shall not be,judged by the inventor but by h s peers
on the University Patent Committee. Where the..Unitor ity is
judged to have equity, neither the University, nor. the inventor
shall receive less than ,20 per cent of the available income.
"'he University properly has no equity in patentable ideas Mhich
the, inventor can demonstrate were conceived independently from
Alfred Unitiersity. ,faculty meatIVr shall be encouraged/to
seek a patent when he believes that an invention may be patent-
able, regakdless of whether the University has any equity
therein. ,

This policy is implemented by Procedures which are available
from the office of the Chairman of the University Patent Com-
mittee. Faculty shall follow these Procedures.

13. Generally Rniversity facultyidministrators, and staff shall ,p

retain all rights to copyright works produced by them. However,
in cases where persons were employed or directed. within the
scope of their employment to produce works subject to copyright,
the University shall have the right to publish such work with-
out copyright or to copyright it insils own name, unless other
contractual ,arrangements have been made in advance.

'[the copyright shall also be subject to contractual arrangements
by the University for activity in the course of which the work
was produced. Faculty and other University members shall nOt
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allow the privilegp of producing and retaining the right to
their work to interfere,with their University duties. In those
cases where the faculty member or other person desires the use
of University facilities, arrangements shall be made through
the University in advance with respect to the assistance which
may be' appropriately given and the equity of the University in
the finislid work.

X DISABILITY POLICY

,X

A. At the time of medically certified disability, the dispbled
faculty member shall be placed on indefinite sick leave_

r3. Effective with the date of disability (and sick leave), the
.

University shall make to the faculty member a single payment
representing the difference between the sum to which the facul-
ty member is entitled under his nine-month contract, `and-the

psum that he has been paid up to the time.of disability under
the /twelve month pay system.

C. Dulling the first six months of sick leave, the-University shall,
continue to issue a regular monthly paycheck to the 'disabled
faculty member,

D. By the end of the 'fi-rst six months of sick leave, the faculty
/member; his next-of-kin, or the University on the member's
/behalf, shall apply to the insurance company f9r benefits under

/ the University's Group Total Disability Benefits Insurance Plan.
' "(Detal.j of this Plan are included in the general description

of Universiky fringe benefits and are available from the appro-
.pria.(e Dean's office.)

E. [n/the rare instance where p fa lty member is declared ineli-
gible by the .insu'Pance company or benefits under the Disability
Lnsurance Plan, the University shall, if requested, seek to aid
the disAbled faculty member in obtainingcon4nuing financial
support from public agencies.

P. The University shall terminate the sick leave ance-return the/
fiipulty member to active service_ beginning' with the first full
semester following medical certification that (a) the disability
no longer exists, and (h) the faculty member is,capable of re-
suminq his full duties.

G. For disabled faculty members riot on tenure, the sick leave period
shall not ?Quilt as part of the probationary period.

Thn loregoing Provisions adopted by the Board of Trustees supersede
any existing Provisions of Appointment, .and are 'subject to revi-
sion. Revisions are effective -as of the date of adoption by khe
Board of Trustees (unless a,. later effective date is stipulaUbd by
the Board), and are thereupon applicable to all faculty, Lopes .nt
and future. pocisions regarding the interpretation of these ro-
visions be. the responsibility of the President. 'TheSe
Provisions shall not be construed as preventing ]she Presiders from
making exceptions In administrative emergencies.

J8
30-



Original Provisions of Tenure, Promotion, and Retirement adopted by
Board of Trustees 10/15A5,7; amended by Board G/6/59.

Original Provisions of Appointment, Tppointment, and Resignation
approved by faculties 5/13/64; adopted by Trustee Executive
Committee 1/2/64.

Revised Section on Dismissal (termination of appointment for cause),
approved by University faculty Council and Deans Council 2/70;
adopted by Board of Trustees 3/20/70.

1;New_composite Provisions of Appointment recommended by University
Faculty Courecil-Deans Council to President 9/15/70.
Further revisions by President, Fhll 1970.

Section on Patents; Copyrights, and Royalties ,adopt d by Trustee
Executive Committee 9/18/70; revisions by Presi ent 3/28/71.

New Provisio s of AppointmerlE.'approved by.-facult4s 3/18/71.
New Provisicns of Appoi,ntmen approved by Deans ceundil and President

4/2,9/71:
New Provisi ns of Appointment reviewed by UniverSity Attorney 5/11/71.
New Provisi'ons of Appointment adopted by Board of Trustees 6/4/71.

ifew secti)ns an advising nd research approved by faculties 12/10/71;
adopt .d by Board of T ustees 6/2/72 as'part,of Master Pl,an.

Revised Section on pate ts approved by faculties 3/9/72; adopted by
Board-of Trustees 1 /1:7/72.

New section on CCFL p rticipation approved 2faculties 5/11/72;
adopted by Board -'Trustees 11/17/72.

New br revise/ft pct. ns on eXtension of probationary period, tenure
review, ancl,ter nation from financial exigency 'reviewed by
facultie's 3/8/7; adopted' by Board of Trustees 3430/73.
effective 9/1/ 3.

New section on a n-reappointment procedures approved by facilities
5/10/73; adop/ted (with corollary revision of section on non-reap,
pointment notification) by Board of Trustees 6/1/73.

3 9 0
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-PriqVUIOMS OF APPOYNTMEW FOR
DEPARTMENTAL CHATRMES AN'D DIVISION :EIADS

Introduction
0

A department or division is the basis instructional ad/inistrative
"unit established by the University d.is organized by its' fAculty
for the purpope of carrying on inst uction and research in'A parti-
cular field or fields'of knowledge The faculty of a department ,

includes all persons of the rank o0-.instructor or above who are
appointed or assigned to it.

4

The department as an entity ma' be assumedto have the. fullestimaasure
of autonomy consist with e maintenance of College and University
edpcatienalyoLiC and arcade is administrativerelptionb with other
acgdemio,units in the University. The department chairman will set
the tone and direction of the department and provide the academic
leadership necessary to work toward excellence in' his department.

Authority-Responsibility

Department chairmen at' AlAred University are faculty members with all
of the rights and priviieges ordinarily accorded to a full faculty
member. 'TheY have a nine-month period of obligation. The position
of4chairman of- a departMent is an administrative appointment madelay
the.Deaft with the approval of the Vice President for Academic Affairs
and the Presiderit. It is assumed that the Dean consults with the( de-
partment'on this appointment. The Vice President for Academic Af7,:
fairs and the Dean of the Clpege will consult with, the other Delans
and Directors on appointments and-reaPpointments' to alchairmansnip
level. These appointments are for a three-year period, renewable
'after reconsideration of the individual. Since these are adminis-
trative appointffients they are liable to relief fdi,cause and ie is
understood that department chairmen shall not have,. tenure in the
position. The mandatory age for retirement/ from the chairmanship of
a department at Alfred University shall be sixty-two years.

Department c airmen shall receives release time from teaching commen-
surate with the size and complexity of their department as approve d ,

by their Dean. Release time in excess of one fourth for department
chairmen and one-third for diviSion#heads shall require the approval
of the Vice President for Academic Affairs. Generally, chairMen are
expected to use the summer for their own personal study, research,
and creative work, although th j, may also wish to teach Os required.

I

The department chairman is res onsible for his department 'during
twelve months of the Ira. He,shall have the authority to carry out
his reLponsibility during this whole period, including,necessary
cruiAin. He should consult his department and the DeAn wherever
appropriate. In his absence he"shall designate a member of the,de-
partment to uaCt in his behalf. He may be absent during the simmer
for personal or professional reasons, but he should clearly desig-
riate a member to act as liaison. In the absence of.any specified,,
designee,.the Dean will consult with members of the department pre-
sent if posAibde and act.

Oneof the primary responsibilities of a department chairman is for
his staff.' Through classroom visitations and other means, such as"
student evaluation, each chairman will keep himself up -to -date on
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o

the
, .

capabilities

a.

b.
c.

d.
e.

,

h.

initiate
initiate
initiate'
initiate
initiate
initiate
initiate
initiate
and scholarships

i. initiate recommendations on all other departmental personnel
matters not specifically, mentioned above.

Some additional representative, but not all inclusive,,,. areas of
authority-respOnsibility are listed below:

.Intiate and/or consider proposals for changesin the cu4ricula,

of each member of his departmentl,and

recommendations for
recommendations for
recommendations for
recOMMendations for
recommendations for
recommendations for
recommendations for
recommendations for

new appointments
reappointmentss
salary changes
terminations
tenure
leaves.of,absenCe
promotions
assistantships, fellowships-,'

11

/
.

including summer,.Allenterm, and graduate programs, ifany, and
forward to the respective deans. ,.

Create/the proper intellectual environment for the best d ve-.
lopment of scholarship.

. Strive constantly to improve the quality of teaching and re-
search,and encourage publications.- tfeet with individual faculty
members on opportunityfor, arVfsuOport of, .individual . research
or study. ..'

" ,

Recommend'to the respective:deans teaching schedules and ,other
'programs, includinggraduateOfferings, if any, for themost
effective use ,of 'faculty resoUrces,'.,

Prepare budget requests and supervise the expenditure of funds,
allocated tO the Ippartment.

_ .

Recommend the appointment of, and supervise the work of, non-
.

a
academic department staff,including'recoMMending inerementS:

-.. .
N . ,

1
. ..

7 Recommend
,

to the Dean and Regiatiarthe use andasSignment Of
allocated depaitmental space, facilities, equipment, and sup-
plies, and maintain an inventory of the latter two, :Cooperate
With the departMent and tile administration" in planning phySica.1
faCilities appropriate to the functions of the department.°4 '

. .

Hold regular department maetings,...as seems most
withinthe'organization of the department.

OrganiZe the advising of majors.inthe dePaftment.

I3e responsible for revision o'coPy for.thcecatalogand other
bUlietinS, including major and minor requirements,. and consult

-other pletbers of the dePartmerit1There necessary' and desirable. \

Work with,,the.Directors'0-the Libraries to:ehrich the collec-
tions giving due attention to .planned research and future ,'
growth of thp department.

appropriate



Be responsible for the execution of College and University
policies and regUlations. In the event that he disagrees on
-4rinciple With pertain policies or regulations, he mayregis7
ter his protest through appropriate channels. If after due
administrative consideration the, enunciated polidy,or regu-'
lation or decision remains in force, he must either support
it conscientiously or resign his chairmanship.

Make recommendations through the Dean of the College for
summer and off- campus prograMs, course oferings', and person- /,
nel to'be emplOyed. These recommendations to be subject. to
considel-atioh and revision by the Dean .of Graduate and Special
'Programs working in conjgnction with the academie deans and.
Vice Presidentjor Acade .c Affairs, the later of whom shall)
have final approval.` 0-

Be"responsi4le'for the:d scharge of other unspecified duties
pertinent, to his officeY

.

"

. Dated March 22, 1971I1

Approved by Deans'Council, January 1971

Ptembe 1971
Approved by 1971,
Effective Se

//

Effective July,l, 19,68, the annual work year for administration and..
staff will be identiCaA with the University fiscal year -- namely,
July 1 through June 30. Increments Will 'take effect July. New
positions will become effective July 1...,. The only'exception to the
foregoing Will be new secretarial positions which will ordinarily
take effect on September 1.,

.

1

Faculty Salary Scale Effective September, 1971

Instrulpor

Minimum Maximum

$ 7,500 $11,000
Assistant ProfesSor 9,000 14,0000
Associate Professor . 12,000 17,000
Professor. 14,006 20,000

4 9"
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FRINGE BENEFITS

MEDICAL PROGRAMS

A. Blue Cross and Blue Shield

-The,Iiniversity provides group medical insurance and pays. for
the of the individual Family coverage is available.

B. Major -MdicJi. Insurance (with TIAA)

This is a voluntary contributory arrangement under which an
individualds covered at a cost of $140 per month; the family
coverage is $2.25. The University contribution, which is con-
siderably in excess of these amounts, is calculated according
to a somewhat complicated formula.

C. TIAA Group,TotaI Disability Benefits Insurance

All full-time members o the faculty and addiinistration are
eligible to participate in this benefit pro7ram after one year
of service. The full,c st of the program will be paid-by
Alfred University.

The benefits will start afterrsix months of disability. These'
benefits are as follows: r

1. Monthly income Benefit - 60% of the first $1,500, employee's
basic. monthly salary and 40 "of all monthly salary in excess
of $1,500 but not to exceed.$1,500 per' month. Income bene-
fits payable from SeOurity and Workmen's,COmpensatiOn
to be included in the above 60i and 40%.

2. Monthly Wailer Benefit - payment of the TIAA-CREF annuitir.

Premiums on the employee's regular retirement annuity.
(This includes both the employee's and the University's
contribution toward the premiums.)

3. The above. two benefits will automatically increase by 3%
annually to help offset the effect of inflation.

D. In the case of extensive disability, when,C. above iS,neces-
sary, Alfred University provides'fuil- salary for.thesfirst
six months of disability.

II RETIREMENT

For purposep of determining dates of retirement, the fiscal year
will be used.effective July 1, 1968. For,example, if a faculty
member or administrator reaches 65 in August, 1968, then 1968-69
would be his final year ,on tenured appointment.

A. Social Security

...All Alfred University employees are covered by and participate
in the'Federal Old Age and Survivors Insurance Program (Social
Security). This Federally administered program covers retire-
ment, death, disability, and family income. The employee pays
one-half the .cost and the employer pays one-half. The base
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changes only by Congressional action. For info`rmation on they
benefits in full, consult the Social Security.Administration,
Corner North Barry and Delaware, Olean, New York.

B. TIAA and CREF-

All members of the faculty and administration are eligible for,.
immediate participation in the TIAA/CREF Retirement program on
a voluntary basis. Parti-cipation.in the program is mandatory
after a faculty member has attained tenure and an administra-
tor has completed five full yearsof service.with.Allred
University.

Employeed contribute five percent of total salary. The Uni-
versity contributes five percent on the SoCial Security base,
and twelve percent on additional annual salary.

While participation in CREF is optional, an individual may
elect to allocate as much'as seventy-five percent of his total
retirement investment to this plan-

III LIFE INSURANCE (Equitable Life Assurince Society)

The University carries $6,000 of life insurance for a31 employees
who have been in the service of the institution for a Period. of
thirty days or longer, and additional coyferage for spouse and
dependent children.

An employee may elect to.ca ry additional'insurance equal to one
and one-half times hid. sa ry rounded out to the next even thou-
sand. When this option s exercised, the employee pays a preMium,
of $0.66'per thousand" er month. This amount constitutes appoxi-
mately one-half of he actual cost of the insurance; the addi-
tional cost (which varies under certainscircumstances) is met by
the Upiversity.

IV NEW YORK STATE PROGRAMS FOR FACULTY AND STAFF OF COLLEGE OF
CERAMICS A97 ALFRED UNIVERSITY

A. S'ocietiNecurity -coerage

B. Choice of two retirement systems:

1. New York State Employees Retirement System (E.R.S.)
2. TIAA/CREF

1 pftvides disability retirement' after 10 years service;
1 and 2 provide for death benefits; 1 provides vesting
rights after 10 years service; and 2 provides for imme-

. diate vesting rights. All required contributions for
these programs are funded by the 'State.,

C. Choice of two health insurapcp,programs:

1. Statewide (Blue Cross, Blue Shield, Major Medical)
2. GM' (Blue Cross, Group'Health Insurance, Inc.)

D. Opportunity to purchase U.S. Savings Bonds by payroll deduc-
tiont.
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E. Terminal life insurance and health and.accident insurance
through membership in the New York State Civil Service
Association.

September, 1971

V THE FACULTY LEAVE SCHOLARSHIP PROGRAM

A. The purpose of THE FACULTY LEAVE SCHOLARSHIP PROGRAM is that
of strengthening the academic position of the University by
furthering productive scholarship on the part of thefacul-
ties. Scholarship is here interpreted to Mean not only ori-
ginal creative research leading to publication but: also study
conducive to the improvement of teaching. Projecks proposed
will be evaluated on the basis of their intrinsi/6 merit and
their value to the University.

i3. AIX faculty members on tenure shall be eligible, to apply for
leaves under this program. Leaves may be granted, for one or
two semesters but for not more than one acadptic year. Nor- t
mally, a person who has been on leave under/this program shall/
not bp eligible to apply for a second leave until after five
.addit4onal years of service as a member of the Alfred Univer-
sity teaching staM

C. Those participating/in this prograM must a,ree to return to
the University upon the termination of leaves and remain as
members of the UniyersitY staff for a period of twq years.
Should a faculty member on leave decide nbt'to return to
Afred he shall be obligated -Ito reimbure the University in
full for all monies received from the University in support
of his leave. Any faculty member who resigns after one year
of service following the termination of his leave shall be ,

obligated to reimburse the University for one-half of all
monies received from the University in support of his leave.

D. Faculty members on leave under this program shall receive theIr
annual. base Salary in full for one semester, or one-half of
their Salary for two semesters, subject to the following Icon-
ditions: the University reserves the right to determine when
leaves shall begin and when they4shall end; if a_faculq member
on leave receives financial assistance from sources bther than
Alfred Universitywhis combined income less project expenses
shall not exceed his annual base salary; where combined income
less project expenses does exceed the annual,base'salary,
Alfred University's share shall be reduced by a proportionate
amount.

191

E./Formal application for a leave under THE FACULTY LEAVE SCHOL-
ARSHIP PROGRAM must be made not later than December first of
the year preceding the academic year for which the leave is
requested. The application shall be submitted to the appro-
priate academic dean who, after review and consultation with
the departmental chairman and the Committee on Tenure and
Promotion, shall make a report to the president. The presi-
dent in turn, shall make a recommendation to the Executive
Committee of the Board of Trustees which shall have respon-
sibility for the final decision.
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F. Wherever possibp the courses of the faculty member on leave
under THE FACULTY LEAVE SCHOLARSHIP PROGRAM shall either not
be offered during the period of leave or shall be taught by
other members of his department.

G. One or more leaves may be granted under this program each
year at the discretion of the president.

Effective June 8,I1962'-

VI PRE - DOCTORAL UPPORT PROGRAM

A.-The purpose of this program of pre-doctoral support is that of
strengthening the academic programs of the University by en--
couraging promising young teachers to complete doctoral studies.

B. 411 members of the faculties who Are engaged in doctoral stu-
dies and have coMpleted'3 years of continuous service to the
University shalL be eligible to apply for leaves and pre -
doctoral support.

C. An application shall be made to the appropriate academic:dean
after approval by the departmental chairman. The dean, after
a careful review of tir application and .a conference with the
applicant, shall submit a report to the president. The presi-
dent in turn shall make a recommendation to the Executive
Committee of the Board of Trustees which shall have responsi-
bility for the final decision.

D. Leaves under.this program may be granted for one or two
semesters but for not more than one academic year.

E. Financial support provided by the University shall not.exceed
one-half of the applicant's annual base salary. An applicant
shall be encouraged to apply for a fellowship, an assistant-
ship, or other form of support, with the understanding that
Alfred University's financial contribution together with funds
from outside sources shall not exceed his base annual salA
If the total of anticipated income is in excess of the appli-
cant's baseHannual salary, it is understood that Alfred Uni-
versity's share will be reduced by a proportionate amount.

F. Alfred University's financial contribution to this program
shall be considered, normally, asa salary advance. After a
staff member has returned to his teaching potition, such ad-,
vance shall be forgiven at the rate of thirty-three and one
third per cent per annum. Should the staff member not return
to the University at the end of his leave, or,Atake a position
elsewhere prior to the end of a three -year period after re-

.

turning from his leave, the amount or unforgiven remainder of
such salary advance shall become due and repayable to\the
University with interest at six per. cent per annum at the rate
of one-third each year for three years.

G. Wherever possible the courses of the faculty member on leave
under this program shall either not be offered during the
period of leave or shall be taught by other members of bis
department.
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H. One''or more leaves under THE PRE-DOCTORAL SUPPORT PROGRAM may
betauthorized each year at ehe discretion of the president.

I. Faoulty m nbers who do not require a leave for completion of
doctoral r3 uirements may apply for a non-interest bearing
loan not to ceed $500 as assistance in completing research,
and preparing e dissertation. All loans Will be repayable
on the same to as set forth in paragraph F above.

Effective June 8, 1962

VII TUITION REMISSION PLAN

The Alfred University Tuition .pemission Plan has been ,establIshed
to provide educational privilege,s and opportunities foi the
spouses and dependent children of\faculty, administrative person-
nel, and employees of the Universi This plan shall be admin-
istered in accordah e-with'the following regulations.

A. Tuition Remission, clusidls of miscellaneous and laboratory
fees, shall be avail e to all regular full-time faculty,
administrative personn and employees of the University, and
to their spouses and dep dent children, in the College.of
Liberal Arts, the College Ceramics, the School of Nursing,
the School of Business Admi stration and the Summer School.
At the Graduate level, tuiti >1 remission applies only to full-
time faculty and administrativ ersonnel and their spouses.

B. Tuition concessions for full-time ployees of the University
(other than the faculties and admin trative personnel), their
spouses and dependent children, shal e available only after
three full years of employment.

C. Tuition remissions shall apply only to ou ses and curricula
which are an integrated part of the U verse. program.

D. Eligibility for participation in the Tuition R- ,fission Plan
shall be determined on the basis o"f dependency.

E. A determination shall be made by University officers at the
time a tuition remission is granted with respect to the period /

during which the remission shall be operative and other condi-
tions.

F. Should the University employ the spouse of a student, that
employee's spouse shall not be eligible to participate in the
tuition remission plan.

G. Upon the death or retirement of a full-time faculty member,
administrative person, or other employee, who at the time was
eligible under the Tuition Remission policy, his spouse and
dependent children will continue to be eligible for these
benefits.

H. The courtesy of a 1/2 tuition remission in the College of
Liberal Arts, School of Business Administration and School of
Nursing, exclusive of miscellaneous and laboratory fees, shall
continue to be available to.the dependent children of full-
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time faculty and administrative
personnel of State Universityof New York Agricultural and Technical College at Alfred whowere employed by the College as of ctober 15, 1957%.

I. Decisions with respect to an inter etationAof the provisionsof this plan and with respect to special conditions,fiot cov-,ered shall be made by the President of, the University.
Effective September 1, 1970

VIII.,erU7ION EXCHANGE PROGRAM

Since Alfred University is a participating member of the TuitionEXchange, it is possible for a limited number of our faculty andstaff children to attend a number of colleges other than Alfredon an exchange basis.

The n er of children which Alfred can "export" depends uponthe n er from other colleges which
Alfred accepts under theprogr . In other words,,it is necessary for us to.accumulate"cre ts" which can then be used to pribvide opportunities forour' n children,
/

)

The niunber of Alfred children who can be "exported" under theTuition Exchange Program will probably always be smaller thanthe number seeking such opportunities and the matter of selec-tion becomes a difficult problem. Awards must be made on thebasis of such factors as the parent's length of service atAlfred, financial need, and the preparation of appliCants forcollege work.

It should be noted that participation in the Tuition Exchange
Program is dependent upon certification by the President and anacceptance for such participation by the receiving institution.

Effective February 11, 1966

IX MOVING EXPENSE POLICY

Alfred University's policy on sharing in the payment of moving
expenses for new members of the faculty and administration isto pay as follows:

Firgt $400
Next $600
Next $500

100% reimbursement by A.U.
50% reimbursement by A.U.
25% reimbursement by A.U.

The maximum reimbursement would be $825 on moving costs'of $1500or more. Moving expenses refer to the cost of moving household
,effects and do not include one's personal travel. Also, the
moving expenses are not to include any storage charges.

Reimbursement for moving expenses is to be made to the indivi-
dual after'he has submitted a. copy of the moving c6mpany's bill
to support his reimbursement. We will not authorize moving
companies to make charges directly to the University, nor will
we accept C.O.D. deliveries.
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Staff members of the Treasurer's Office and the Physical Plant'
Department should not be asked to have any responsibility for -
the receipt of shipments. If a new staff member is unable to
be here when his shipment arrives, he will have to have a col-
league in his department or another friend be responsible for,
receipt of the shipment, as the University cannot accept'this
responsibility.

The shipment of books is normally less expensive via Parcel Post
-or R.E.A. rather than through moving firms, and new staff mem-
bers should be encouraged to use this means of shipment.

It is the policy of the University to pay for trailer rental
when this means of moving is used in lieu of contracting with
a commercial mover.

Also, the University will pay mileage when one is pulling a
trailer for moving purposes rather than using the commercial
mov414 In these circumstances-, the University will pay mileage
at the rate of 10C per mile but meals and lodging will not be
reimbursed. The mileage charge will be considered part of the
moving expenses which, in tuin, will be subject to the reim-
bursement policy of,100% of the first\$400; 50% of the next
$606; and 25% of. the next ,$500.

Recommended by Cabinet, March, 1971

Approved by President, effeCtive April 2, 1971

Amended August 11, 1971

4
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COLLEGE OF. CERAMICS

I RETIREMENT

A1) members of the faculty are required to join either the New
York'State Employee's Retirement System'or the Teachers Insurance
andAnnuity Association - College ,Retirement Equities Fund. The
details of operation of these systems are contained in booklets
published by them. Should you have questions about retirement,
consult the Personnel Office.

A brief, though by all means not comprehensive, description of
each system is as follows:

A. Employees' Retirement System - Ali benefits'in this system are
contingent upon the completion of 10 years service. You may
retire at age 55. If you retire with less than 20 years,, you .

will receive a benefit equal to 1/60 of-your three year final
average salary for each year of service. If you retire with
more than 20 years service you will receive abenefit equal to
1/90 of your three year final average salary per year of ser-
vice. There are provisions for disability retirement and death
benefits. Currently, there is no employee contribution allowed
in this system.

B. TIAA,CREF Benefits in this system accrue after the completion
of 13 months of service. In this program, individual contracts
providing retirement and death benefits for or on the behalf of
electing employees are purchased from TIAA-CREF. Retirement is
possible. at any age and the retirement benefit is contingent

.

upon the amount that has accumulated in your account. There is
a death benefit but no special disability provision. (See
section of this manual describing the TIAA Disability Insurance.)
Currently no contributions to this program are required but the
employee may contribute any amount he desires in addition to
that contributed by the State of New York.

II HEALTH INSURANCE

All full time employees are eligible for the State Heal Insurance
Program; explanatory bulletins and applications are av 1 le in
the Personnel Office. There are two options available. each
case the State pays 100% of the premiums for the employee an 75%
for, family coverage.

At the time of enrollment, four weeks advance coverage is deducted
at once, which guarantees continuous coverage in the event of tem-

. porary or permanent separation from the payroll.

If an employee is temporarily off the payroll for more than four
weeks, he must pay both his lawil and the State's share of the cost
directly to the Plan on transmittal forms available in the Person-
nel Office. In this case, it is important that payments be made
on time (i.e. every two weeks after the last payroll deduction),
since coverage otherwise ends 28 days after the last deduction;
it is the employee's responsibility to make these payments which
will not be billed.
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Employees having family coverage with dependents in college can
continue coverage without additional charges for the Student after
the'19th birthday (when dependent coverage normally expires) and
up to the 25th birthday. Information is available in the Personnel
Office.
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A

POLICIES AND PROCEDURES

I ALFRED UNIVERSITY PATENT POLICY

A. Faculty Action

When a faculty member believes that he has conceived a patent-
able invention, he shall prepare a diaclosure of the'discovery
for transmittal to the Patent Committee of Alfred Univeristy.
The inventor' shall not use legal language in preparing the Dis-
closure but shall set forth in the language of his discipline a
thorough description of the invention, complete with illustra-
tions when appropriate. The inventor(s) shall sign and date
each page of the Disclosure and all sketches and data sheets.
To qualify as a legal document, the Disclosure must be signed
and dated by at least two witnesses. Sirice priority of concep-
tion date is often the deciding factor in awarding a patent, it
is most important that the invention be declared as early as
possible with the earliest conception date verified by witnesses.

If the Patent Committee concludes that the University has equity
in a patentable idea, the Committee may recommend such actions
as the fdllowing to the Board of Governors of the Alfred Univer-
sity Research Foundation:

1. That the idea or invention be returned to the person or
persons from whom it was received with the written opinion
that it does not warrant patent action by the University.
In this case the idea or invention becomes the property of
the inventor.

2. That the idea or invention be transmitted to a patent attor-
ney for the prompt pursuit of a patent at University expense.

3. That the idea or invention be transmitted'promptly to the
Research Corporation (New York City) under the provisions of
the agreetent between Alfred University and the Corporation.

If the Research Corporation decides against patent action, the
Patent Committee may recommend to-the Board of Governors of
Alfred University ResearchFoundation such actions as:

1. That patent action be instituted by the University.

2. That an exploration of possible interest by another outside
agency be made.

3. That the invention be returned to the inventor.

If the Patent Committee concludes that the University has no
equity in the patentable idea, the Committee may recommend such
actions as the following:

1. That the idea or invention be forwarded to the sponsoring
agency as may be required under the terms of the agreement
governing the research.

. 2. That the idea or invention be returned to the person or
persons from whom it was received with written agreement

.
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that the University has no equity in the patent, since Uni-
versity property, equipment, overhead, pereonnel, funding,
etc. were not employed in its conception. In this case, the
inventor(s) are granted full rights to pursue a patent in-
dependently of the University.

B. The Patent Committee

All matters involving patents shall be referred to the Uni-
versity Patent Committee. The Patent Committee consists of
a Chairman appointed by the Alfred University Research Foun-
dation and three members of the faculty or administration
who shall be appointed by the Chairman to consider a parti-
cular disclosure. The appointed members shall be knowledge-
able in the specific area of the patent disclosure. The
Chairman shall consult with the inventor before appoiNErng
committee members.

All patent matters referred to the committee shall be con-
sidered promptly and decisions shall be rendered at the
earliest possible time. The committee may consult WA,igh the
inventor's departmental colleagues, with other members or The
faculty, or with other appropriate persons. It is understood
that no person or agency (Patent Committee, Research Corp..
etc.) shall take steps in the evaluation of a patent disclo-
sure that might imperil the patentability of the idea: The
actions that may be taken by the committee are detailed in
Section A above.

C Compensation'to the Inventor and to Alfred University

If a patent is obtained by Alfred University, the University,
in recognition of the services of the inventor, shall make
provision entitling the inventor and his heirs or legatees to
anon- assignable share in any proceeds from the management
and licensing Of, such patent subsequent to Alfred Uhiversity's
recovery of the costs incurred in obtaining the patent and in .

managing the patent in such matters as filing of foreign pa-
tent applications and litigation in the courts of record to

defend the validity,of the patent.

If a patent is obtained by the Research Corporation or other
such organizations, the inventor and his heirs or legatees
shall receive a non-assignable share in any proceeds from
the management and licensing of 'such patent, this share to
be drawn from Alfred University's portion of the income in
accord with the University's; agreement with the Research
Corporation or other organizations.

. .
,

The inventor's share of the income shall be recommended by
\th11e Patent Committee in accordance with the degree to which

1

e University has equity in the patentable Wee. However,
in no instance shall the University or the inventorrtIiCaTie
less than 201 of the available income. In the case of
patentable ideas originating with College of Ceram[cs faculty
ot staff, the University's share of income shall be divided
as follows: 40 per cent to the Cer cs Income Fund, 40% to
the private sector of the Univerti I, and 20% to the Alfred

\UniVersity ResearchFoundation. Al Patent Committee

i 45

53



recommendations are subject to final-approval by the Board of
Governors of the Alfred University Regearch Foundation.

D. The Agreement with the Research Corporation

0

Those .in.terested i the details of the agreeMient between Alfred
University and th Research Corporation (New York City) may
obtain a copy of is agreement from the University Tr asurer's.
Office. Essentia ly, this agreeMent provides that Alf ed
University may submit Disclosures to'the Corporation for evalu-
ation. If the Corporation decides that the invention merits
pursuit of a patent it proceeds thi'do so at the expense of the
Corporation. If a patent is obtained and produces4income, the
expenses incurred by the Corporation in pursuing the patent
are covered by the Corporation's share cf the income. Income
is divided, in 'accord with the agreement, between the Research,.
Corporation (421/2%) and Alfred University.(5711%), which recom-
penses the inventor. The cost of litigation in the courts is
subtracted from income prior to division atween the Corpora-
tion and the University. The Research Co oration uses funds
obtained in this way, over and above expenses, to provide re-
search grants to young University investigators who otherwise
cannot obtain support of their research.

E. Interpretation

The interpretation of this document shall be the responsibility
of the Chairman. of the University Patent Committee or (on
appeal from the inventor) the President.

Revised April 4, 1971

II POLICY ON CONSULTING

Codsulting is a worthwhile undertaking which adds to the indivi-
dual's experience, knowledge, and professional growth, enhances
the prestige of the university, and may provide the consultant
with additional income. It makes available to the larger commu-
nity the special knowledge, experience, and intellectual compe-
tence of faculty members to the benefit of all concerned.

Moral and ethical considerations are inevitably present in this
activity. Some problems are conflict of. interest,.interference
with the performance of universiti duties, and improper use of
uniVersity staff, equipment, materials and time.

The word "consulting" i understood to refer to services performed
by} a faculty member or administrator for an outside agency, which
services are erimarily of an advisory nature. , If any significant
us of university facilities is involved, the phrase "sponsored
regearch" is preferred. If the faculty member or administrator
plays a role in the outside agency which involves, doing rather
thah advising, the phrase "part-time employment" is preferred.

It is the responsibility of the faculty member who contemplates
any of these activities, to inform, fully his department chairman
and his ddan. The administrator should inform fully his imme-
diatesuperior. '
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In general, consulting dither on campus or'away up' to one day-
-:.per Week will be permitted., provided that this can be accomp,fisnd
Without interference,With the university responsibilities of the
consultant. Any deviation from this policy must have the appro-
val of the appropriate department Chairman and academic dean.

The consultant s mild take care tO"act at.,an individual and to
make.clear that does not speak for,Alftedliniversity.

, The consultant sho ld examine all aspects of his proposed acti-
vity, so as to avoi. those situations Which might, lead to charges,

. of conflict of inte est or unethical practice. It is generally
not proper for facul

.

y, or administrators to serve'as consultants
on-researcbgrants'or psojects in the univerdity,lunless they
were specifically ide tified as such,in the grantIsproposal. .

q -r

Any use of univeAity cilities or technical staff shall be\
.. ,

cleared in advance with he'appropriate dean who !shall determine
the proper. compensation or such use.. '

1

The essence of:this'policy is the requirement that full-time
faculty And adMinistratora ake clear and.complefe disclosures
to the appropriate depUrtmen chairmen and deans Of proposed

.
, professiOnal activities which divert' the time an energy-of the

proposer atom the university t an outside agency during the'-
teaching cOntract period. .1

0,

iteco ended by Deans Council 'sub -commi tee-405/7C
App owed by Deans coxincil 4/26/71,

',- Open Hearing,'" Deans Council 5/10/71'
ApproVed by President effective Septembe , 1971rye/
III FOLICY, ON RESEARCH ON HURANS

Alfred University will he vigilant to prot t the rights and
welfare of human subjects used. in research investigations.

The local Committee to Insure the Rights of Hum n Subjects in
Research will act as the resource "group which wi `give adVice,
review and surveillance to the4researcher with res ectto'his.
experimental'design and procedures to insure _the' we are,of'
human Subjects..

, -

-The individual, researcher will petitibn the local Commit -e far
review and approval of his research design and proposed pr ce-,
lures. The committee will review the strategies to be empl8yed
in gathering late and securing "informed consent'. If the
searcher has insured tOe welfare `of his human subjects and the
committee is satisfied that he has secured "informed coTT7
approval. ill be given for that particular piece of research
provided that the investigator agrees to consult with the commit-'
tee if any Changes are to be,made.

1

If the committee is not convinced that the welfare of e human'
subject is adequately protected or that the risks o the pia- -'

posed,program4are too great when weighed against s potential
benefatsf. the committee will make suggestions fo modification
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of procedUres and give. approval only after the investigator has
satisfied the committee's concern for. the welfare of the human
subjects tp be utilized, including, the risk involved in possible
violations of the right of privacy. a

Furthermore, the committee members will Sample, at random, the
human subjeCts.ubed'in the research and question them orally after
the experimental session in order to be assured that the'exper-
imental procedures and .debriefing conform to those agreed to by
the investigator. The'oral questioning pf the subjects will take
the form of assuring the committee that the welfare and the rights
of the' subjects are not - violated,

Signed; Committee to Insure the Rights of 'Individuals
in'Research on Humans "

Charles A. Gifford

Leonard I. Ruchelman

Lewis Butler

WillianY C. Engram, Chairlitan.

FebrUary28, 1968

\

In )(espial th, the Committee's surveillance function, the
researcher is requested to do the followjg

Have all'subjects sign the f011owifig statement immediately after
the experimental session:

(subject's/name) have been a
voluntary- subject in' Dr. '; research of
19 and have beep.infoYmed Of the purpose.of the research and
of the deceptions employed in it.

Date:

File these signed statements with the chairman of the Committee
every week during the data collection period.,

Notify, the Committee
contemplated.

if any changes in your design are

IV TRAVEL EXPENSE REIMBURSEMENT POLICY FOR PRIVATE SECTOR

A. &neral Statement.

The intent of this travel,policy 4s to establish principles by
'which.administrators will be reimbursed for expenseS',incurred
in travel on Univeriity business. In many.circumstaffces all
expenses will be reimbursed; however, faculty travel to meet-
ings of'learned,and professional societies will be reimbursed
based upon the All- University policy on faculty travel to pro-
fessional meetings authorized by the President to be effective

'July. 1, 1970.
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B. Cash Advance for Travel

LA)

Money may be obtained ttom the Treasurer's Office, as an advance
for travel expenses. In sUch cases,' to assure the Availability
'of cash, a. request must bemade to. the cashier in'the Treasur-
er's Office at least five days (in advance of departure. The
.cash can then be picked up during regular office hours (9 :00-
12:00; 1:00-3:30, Monday through Friday) ptior to departure.

Such moneys, advanced must be accounted for by filling out an
expense voucher and presentingit at the Treasurer's Office
not later ,than seven days after yod ha0e completed the trip
Or the intended purpose of the advance.-

C. Travel Expense Report

To assure adequate reportingof eXpenses, records must show the
purpose of the expenditure, the date the services were ren-
dered and the amount Rai& This is necessary not only for
Ugiversity reimbursement 'teat alsoThecause indiVidual taxpayers
are responsible for being able,tesupply detailed accounting
for .reimbursed expenses. Otherwise, the reimbursement will.be
treated as income to tie indi7idual by IRS and therefore be
subject to income tax.. The required travel expense-r
form to be submitted for reimbursement may be Obtal d from
'the Treasurer's Office. This form must be complet in detail''
.and signed by'the Administrator seeking reimburs nt and it
must have the approval of his supervisor. Whereyer Practic:a1,,
bills and receipts should be attached to support expenditures.
The'back of the form should be. used to explain expenditures
for entertainment and any other clarificatiOn Deeded. The
form is designed so that eXpenses'may be recorded on -it direct-
ly as they occur and thus save transcribing o er recOrds'at
alater date to this fOrm.

D. Air Travel

Ai travel should be coach class whenever that cl eof ser-
vic is available- Only wheh coach service is not available
or i case of an emergency is first clasp service to be used
withou prior approval of the Vrce President for. Business and

' Finance. (The President will be an exception to-tblis policy
when he takes Ilighte of more. than one hour.)

On trips to points west consideration should be given to
flights out of and into Buffalo. Staff might .find ,flights at
more convenient times' and possibly shorten staff travel time.
There is also a slight cost savings though this.is only about
$3.00 when considering the mileage difference,betweenAlfred,
and, the Buffalo or RocheAter airports.

E. Automobile Travel

Administrators will be reimbursed for the use of their per-
sonal automobile when used for official University business
at the rate of 10 per mile. The University cannot assume
the responsibility of the individual in case of an accident.
The lOG per mile-is based upon the owner of the vehicle having
adequate insurance coverage. Gas,.oil, and all maintenar'ce
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and depreciation is included in the 104 per mile payment.
Parking fees and tolls when necessary are reimbursed ih
addition to the mileage parent.

Actual.beginning and e ding mileage should be recorded to
compute the mileS dri n, xception will be allowed on trips
to Rochester, Buffalo Syra e and Albany where if actual
mileage is not reCor ed the f llowing amounts will be paid:

Buffalo $18.00
Rochester $15.00
'Syracuse 127.00
Albany $54.00

F. Railroad Travel

This form'of travel is almost on-existent bu,t can be used to
advantige iji a few places. The most notable would be on shOrt
trips such as on.the Penn Central line between New York,
Philadelphia, Baltimore, andWashington. Particularly on the
Metroainers this method of travel is very comfortable and from
downtown to downtown is as fast as air travel and considerably
less expensive.

G. Lodging and Meals

Costs of lodging and meals vary greatly from location to loca-
tion., thus arbitrary daily rates set by Alfred University are
not feasible or de(sirable.

H. Auto Rentals

Rental Autos can be a great convenience and in some situations
a necessity. However, it is also expensive even with the dis-
count explained below so caution should be exercised when con-
sidering auto rentals-

Avis, Hertz, and National have a policy Which provides a 20%
discount on rentals to colleges and universities. Usually
personnel can obtain this discount just by identifying them-
selves as representatives of a University though sometimes a
clerk is not properly instructed and they may have some dif-
ficulty.. In those cases the person should suggest to the
clerk that he willgo to the counter of a competitor since '

they will grant you the discount. This may prompt the clerk
to grant the discount and if not, then go to a competitor.

In addition to the-large national firms mentioned, there are
numerous other firms, many of which advertise lower rates than
those charged by Hertz or Avis. The Hilton Hotel chain now is
in the car rental business and one Alfred University Adminis-
trator recently rented one of their cars and had good service
as well as saved money.

In renting a car, inquire as to what_is included in the price
advertised. -The standard practice is to include in the daily
and mileage, charge all gas, oil and other operating costs plus
100.b0 deductible collision insurance. Some companies adver-
se a low rate bnt then charge for all gad and oil used.
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There can also be a difference in a4Ndrop off" charge where
one wishes to rent a car in one city and leave it at another.
Between certain points some companies will not charge extra
for this service:

I. Travel by $youse

Alfred UniVersity does not normally cover the travel expenses
of the spouse when he or she accompanies the Administrate
(except in the case of the President's wife when.she .accom
panies hiM on University business). Under certain circum-

stanceS,- the President may grant prior approval to,an Admin-
istrat6r Xor the spouse to accompany him or,her at Alfred
Universitrs exeense. When the spouse or a dependent.does
accompany the Administrator but at the expense of thd Admin-
istrator, Alfred UniVersity will reimburse the Administrator
for hi expenses as though he were traveling alone. For
example, Alfred University will palrfor a hotel room at the
single rate and the Administrator will then pay the difference
between "the single and double rate. If'air travel would:be
the means of transportation if the faculty member or Adminis-
trator Were traveling without the spouse or dependents then he
will be reimbursed for air travel even though he may use some
other Means of travel to accommodate his spouse or dependents.
Also if the optional means of travel selected for personal
reasons should require additional meals and lodging for the
faculty member or Administrator, this additional expense shall
not be reimbursed by the University.

J. Combined Business and Personal Travel

When' an adminisEeftor desires to combine personal travel and/
or time with a business trip, this may be done. The principle
to be maintained is that the expenses reimbursed by Alfred
.University shall be the same as if the person made the trip

. for, business only. In other words, any extra expense resul't-
ing from the extension of the time away from campus andAhe .

cost of a side trip for personal'reasons is to be paid by the
AdMinistrator.

,Authorized by President effective July 1, 1970

V TRAVEL EXPENSE, PRIVATE SECTOR, FOR FACULTY TO PROFESSIONAL
MEETINGS

. It is the policy of Alfred university to encourage the faculties
tc attend the meetings of learned and professional societies and
to participate in the activities of such groups. Toward the ac-
complishment of this end the following policies will be followed:

NA. College of Liberal Arts, School of Nursing, Professional
L4rarians and School of Business Administration

1. A faculty travel item will be included each year in the'.,
Dean's budget. AdVances against this fund and requests
for reimbursement from the fund must have the approval
of the Dean.
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2.,All travel for which reimbursement is expected must be
cleared in advance with the Dean. In honoring such pro-
posals the Dean will make certain that cumulative allot-
ments to a few individuate, do not deplete available funds
to the extent of curtailing the opportunities of others.

3. Reimbursement to faculty of travel expenses to professional
meetings will be made on following basis; 1

(a.Up to $146.00 reimbursemen ° er meeting for faculty
traveling to a meeting within 500 mile radius of
Alfred.

b. Up to $150.00 reimbursement per ting far faculty
. traveling to a meeting outside the 5 mile radius.

c.: Faculty actually participating in (rather than merely
attending) a professional meeting.may be reimbursed an
additional $25.00 per day but not to exceed 3 days or
$75.00 over the limit established in (a) and (b)

4. Requests'for reimbursement must include an itemized state-
ment' of expenses. All travel expense reports must be sub-
mitted to the Treesurer's Office within one week after a
faculty member has returned from a 'trip.

5. It is assumed that the least expensive form of travel (e.g.,
air coach) will be used -.-When personal cars are used,

es, with the underst ding that payment to the carlat

(s4e page 49) reimburge nt is made at"commonly accepted
fcra

Ow er shall not exceed the cost of air coach travel for
th distance involved.

Approved by Deans' Council - pril 13, 1970

Authorized by President effec ive - July 1, 1970

VI QPLLEGE OF CERAMICS TRAVEL POLICY

A. Funds are, provided in the budget of the College of Ceramics
for necessary travel bythe Faculty. Since travel expenses
are paid from the Divisional budgets, it is essential that the
Head of the Division approve all travel within his Division ink%
advance. In times of severe budget limitations, the Dean of
the College may require that his permission be obtained .for
travel. Travel outside the northeastern United Stites (roughly
west of the Mississippi or south of the Ohio River - Mason-
Dixon line) requires the approval of the Dean at all times.
Travel outside of the country, including Canada, also requires .

the Dean's approval. Faculty should use a Travel Authorization
Request in making such requests.

Travel advances may be obtained with two weeks advance notice
from the Alfred UniVersity Treasurer's Office but require
authorization by the Dean, Assistant Dean or the Director of
Business Affairs. Prravel expense reports sHould be submitted
to the Business Office within one week following the completion
of the trip. As a general policy, faculty members are permitted
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to attend one major meeting per year of their professional
society. It may be necessary at times to impose an expendi-
ture ceiling for a given trip as, for example, when several
faculty members wish to attend a given major meeting and fuds
are limited.

It should be emphasized that receipts for travel requests, .

hotel bills, etc. are essential if reimbursement is expected.
A meeting registration badge is not a satisfactory receipt for
proof that a registration fee was paid and'a receipt bearing a
signature should be obtained. A list of hotels and motels
offering "state rates" is available in the College Busineps
Office.

B. The following is a summary. of Audit and Control rules and regu-
lations regarding reimbursement of travel expenses. For a com-
plete discussion of these regulations you are referred to the
"Traveler's Guide for Preparation of Travel'Accounts Payable
from State Funds," December 1970 which is available in divi-
sional offices or the Business Office.

1. Eligibility for Reimbursem t of Travel Expenses

An employee is eligible when performing "official duties"
outside his official station. Official station is the
city in which his office is located. Expenses incurred
inan official station are normally not allowed unless
prior approval has been given by Audit and Control.

2. Use of State Transportation Requests

A State Transportation Request may be used to purchase
tickets on common carriers where the cost is one dollar
or more. In so doing,ino cash payment is necessary.
The original copy of he Transportation Request should

\ be appropriately fill d out and given to the ticket agent
\from whom service is purchased. The memo copy, filled
oUt with the same information, should be retained by the
traieler and submitted with his expense voucher. In using
Transportation Requests it is necessary to make advance
reservation as required by specific carriers. Plane
travel'will be at "other than first class." If not pos-
sible, tubsequent travel voucher Should contain the
statement "Only First Class Seats Available." The seat
check must e attached to the subsequent travel voucher.

3. Cars
\ k,

A State car is the most economical means of travel, espe-
cially for several\persons traveling together. Personal
cars may only be us when necessary to complete official
assignments if State ars are not available or travel by
common carrier will ca e undue delay. Travel in a per-
sonally owned car will g, reimbursed at a per mile rate

anbased on AAA mileage char s. Tolls and "necessary parking
charges" will be reimburse if receipts are submitted.
Mileage reimbursement may be reduced to "first class R.R.
fare if in the State's interest." This means that if you
drive your car between points where public transportation
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is readily available at lower cost, you probably will be
cut. Where personal cars are used, the following statement
must appear on vouchers requesting mileage reimbursements:
"State car was requested on (date) but was not available
for this trip." In the College of Ceramics, State cars
may be reserved at the Maintenance Office by filling out
the appropriate section of the Travel Authorization Request
Form.

4. Rent-A-Car

Itrental car may be acquired'if "in. the State's interest."
This means that suitable public transportation is not avail-
able for youichedule. A justification must appear on the
subsequent tray voucher. There is some risk to incurring
such expenses since judgment of the suitability of the jus-
tification is made by the Department of Audit and Control
and advance approval cannot be obtained. A Transportation
Request should be used to rent the car.

5 Meals and Lodging

Hotel lodging, three Meals and incidental, expenses will be
reimbursed on the basis of a per diem allowance. Applicable
rates are available in the Ceramics Business Office.

a. A special per diem will be allowed when lodgih4 accom-
modations are taken in apartments, rooming houses,
tourist homes and private residences, other than homes
of members of traveler's family.

b. Original lodging receipts are required as evidence of
overnight stay and must be submitted with expense
vouchers.

c. When an individual is in travel status for less than a
full day, and incurs no lodging charges, he will be
reimbursed on the basis of a set rate per meal.

Meal expenses will be reimbursed when time of departure
from home at beginning of trip necessarily occurs before
the following hours: (If employee leaves from office,
time of leaving office will govern.)

Breakfast 8:00 a.m.
Lunch - 2:00 p.m.
Dinner - 6:00 p.m.

Meal expenses will be reimbursed when time of return to
home at the conclusion of a trip necessarily occurs
after the following hours:. (If employee returns to
office, time of return to office will govern.)

Breakfast - 8100 a.m.
Lunch 2:00 p.m.
Dinner 7:00 p.m.



d. When an individual is in travel status overnight, but is
not eligible for reimbursement for three meals, an appro-
priate amount will be reduced from his'per diem allowance.

Examples:

1) An employee leaving home after 7:00 p.m. on Monday,
and going to an assignment in the New York City area,.
and returning home before 7:00 p.m. on Tuesday would
receive one day's per diem allowance less the rate
for dinner.

2) An employee leaving home before 7:09 a.m. on Monday,
and traveling to an upstate area, and returning home
after 7:00 p.m. on Friday would be entitle& to four
days' per diem allowance plus allowance for three
meals on Friday.

6 Use of State Lodging Requests

State lodging requests have'heretofore been used to pay for
overnight lodgings. These are gradually being phased out
and when current supplies of lodging requests have been ex-
hausted, new ones will not be issued. Because of this, in
some instances, hotels and motels are now refusing to accept
state lodging requests.

Should you use a state lodging request the original form is
to be completed and given to the concern from which lodgings
have been purchased. The duplicate Copy, also completed,
should be retained, and submitted with the travel expense
voucher. Remember that the charge for lodgings must be ab-
sorbed within the per diem allowang. Probably it will be
increasingly necessary to pay cash for lodgings. In making
reservations, therefore, it is advisable to be assured in
advance as to whether "government" or "State rates" prevail
at the place where you intend to stay and the amount of this
rate. In this way you can determine in advance whether the
lodging cost can be accommodated into your per diem allow-
ance. If you are paying for lodgings by cash you should
obtain a Tax Exemption Certificate from your Business Office
and present it to the toom clerk in order to a 'void addi-
tional tax charges.

Avoid making,a "guaranteed" reservation if there is a like-
lihood that it will not be used, since the University will
then be presente&with the bill.

7. Miscellaneous Expens

Telephone and telegraph charges will be allowed if "in the
State'E Interest." An explanation must be made on the sub-

travel voucher.

Up to $3.00 will be reimbursed for expenses incurred at the
beginning (and/or end) of a trip for travel between a .ccm-
mon carrier terminal and the traveler's home. The same is
true in picking up or returning a State car. Receipts are
not required for taxi, bus or limousine charges. Costly
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taxi fares are likely to be cut, however. Parking fees,
highway, and bridge tolls are reimburseable. However,
unless receipts for such expenditures are submitted with
travel expense vouchers, reimbursement will not be made.

VII PROFESSIONAL PUBLICATIONS

Copies of all professional publications should be sent to: the
Dean of your college, the C4airman of your department, the Fier
rick Library, and the Presid i of the University.

VIII GUNS ON A COLLEGE CAMPUS

Recently, the New York State Legi atune in Albany passed a law
which went into effect on September1, 1969, restricting the pos-
session of firearms on a college campus or, in any college build-
ing. (N.Y. State, Penal Law 265.05, Subdiv. 10)

Mr. Everett Shults, Alfred University's attorney, advises that
all University owned faculty housing is included within the
meaning of this law.

Please be advised that any member of our faculty, administration,
or supportive staff may receive written permission to possess
firearms by applying at the office of the Provost.

If any laboratory experiments, either research or teaching, in-
cluding R.O.T.C., involve the use of firearms, the office of the
appropriate Dean should be notified in writing stating the time
period when they will be in use on campus. The Dean will ac-
knowledge the receipt of this information.

IX ANIMAL POLICY

A. Animals must be on a leash whenever they are on the University
campus. Animals will not be permitted in University buildings.

B. For violation of the above regulation, the animal owner
(whether student or University employee) will be subject to:

1. First Offense - letter of warning

2. Second and Subsequent Offenses - $25 fine or referral to
civil authorities for each offense

C. Animals whose owners cannot be identified through tags or
. other means will be considered strays. Such strays will be

delivered to the Town Dog Warden, Dr. Johannes, at his animal
hospital in Almond, New York, Dr. Johannes will advertise
over a five -day period in the official town of Alfred news-
paper, The Wellsville Reporter, in an attempt to locate the
true owner of all healthy dogs and cats. If the true owner
is not located, Dr. Johannes will seek to find a responsible
owner. Where this is not possible, strays will be destroyed
in accordance with existing State Laws.
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X ALCOHOL POLICY

Faculty or Administrative groups who wish to host events- on cam-.pus at which alcoholic beverages will be served must make arrange-ments through the Manager 6f the Saxon Inn at the Campus Center.

XI JURY DUTY

When an Alfred University employee serves
will continuo his regular salary or wages
regularly scheduled hours. In return for
tinuation of the employee's compensation,
remit to thelUniversity the remittance he

oh a jury, the University
as though he worked his
the University's con-
the employee agrees to
receives from the county

or appropriate court for his jury duty minus any reimbursement
that'is provided for, in that payment, travel and meals.

/

XII MEDICAL EXAMINATIONS

Effective 1972-73 all new employees will be required to have a
medical examination within one month after taking up the appoint-
ment. At the time that a new employee signs up for fringe bene-
fits in the Controller's Office, he can also sign up for an ap-
pointment with the University Physician. Any negative medical
findings will be reported by the University Physician to the
appropriate supervisor. Such negative findings could, if serious
enough, jeopardize reappointment. This new program applies to
faculty, administration and supportive staff. New appointees
will have a copy of our form mailed to them with their contract.
They may choose to have their Family Physician fill this'out and,return to:

Dr. John J. Vage 1, Jr.
A.U. Health C- to
Alfred Univer ity
Alfred, New ork 148.2

G5
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CLASSROOM POLICIES

I CLASS ATTENDANCE REGULATION

Regular class attendance is expeCted of all students. Each faculty
member may establish his own regulations governing attendance of
his classes.

II EXPULSION OF A STUDENT FROM CLASS

Statement directed to the Faculty from the President 9/6/57

The following recommendation concerning the procedure-to be fol-
lowed in the expulsion of a student from class has come from the
"Index Committee." Will you please follow this whenever you are
confronted with a problem requiring such action:

"Expuldion of a student from class is a function of the
appropriate administrative officer, normally the Dean of
the College. If a student becomes a "problem," academic
or otherwise, and in the judgment of the'teacher, a persona-
non-grata in class, the case must be referred to the Dean
ofothe College. It may be so referred through the Chairman
of the Department, who certainly should be informed of the
nature and disposition of the case."

III REGULATIONS GOVERNING THE PROCTORING OF EXAMINATIONS

A. All aids, other than those specifically authorized, must be
deposited at the front of the room.

B. The proctor will place students taking the same examination in
alternate seats. Alternating should be by straight rows, with
students seated one behind another. Where there are too few
seats for this arrangement, it is desireable,>that different
forms of the same examination be given or that arrangements be
made to use more than one room. The Registrar will be pleased
to help instructors locate suitable rooms for examinations.

C. The proctor will give his full attention to his duties and
remember that the best proctoring is preventive. There should
be at least one proctor to every 30 students. If additional
proctoring help is needed, it may be arranged by the instruc-
tor concerned or by the academic dean.

D. If two or more proctors are assigned to a room, they must not
converse in a manner that will disturb those taking the exams,
nor should they stand together.

E. If he is certain that a student is cheating, the proctor may
take up that student's paper.

F. Any instructor who believes that his relationship with his
students is unfavorably affected by proctoring his own exami-
nation may request and obtain assignment of a proctor from his
academic dean. It is understood that this procedure depends
upon mutual exchange of services by instructors who wish to
avail themselves of this opportunity.
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G. It is expected that students will not be employed in the pre-
paration or. Auplication of examinations, and that faculty
members will exercise the utmost care ih the protection of an
examination prior to its administration.
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SERVICES

1 I OFFICE SUPPLIES

A. Private Sector
4 /

For oftiqe supplies, a Supply Requisition Form is to be filled
out, approved and signed by the Department Chairman or Super-visor an submitted to the Office Services Office. At leasttwo wor ing days should be allowed for the request to be pro-cessed nd the individual (or department secretary) must pick
up the supplies from the Office Services Office. If anysup-
plies,,are needed which do not appear on the requisition form,
consuyt the Business Manager.

B. College of Ceramics

These office supplies are available in the Stockroom. Thissame outlet also sells specialized art supplies not availablein the village.

II PURCHASING

A. Private Sector

When a faculty or staff member wishes to have the University
purchase any equipffent Cr materials (e.g. lab equipmenWit
must be done by Purchase Order which is approved and signed by
the appropriate Departme t Chairman or Supervisor and sent out
by the Business Manager' Office.

1. Type all information on the Purchase Order.
2. Deach the last copy of the Purchase Order which is marked

"[Zpartmental Copy" and retain for your office file.
3. Send the remaining three copies to the Business Manager for

his approval. Bepr in Mind that, once it is signed by the
Eepartment Head, your account will be encumbered for the
cost of the particular Item or items.'

4. You will be notified by the DireCtor of Physical Plant when
your particular item-arrives.

5: Should there be any discrepancy in what you order and what
has arrived, you should consult the Business Manager without
delay.

6. When the invoice arrives from the vendor, you will be con-
tacted before the University pays for the item. If every-
thing is in order, a cheqk will be processed automatically,
for payment.,

7. You should contact the Business Manager if you ave in doubt
as to whether or not a Purchase Order is needed, ok if you
have other questions directly related to the Purchase Order,

,vendor, etc.

B. College of Ceramics

Follow the following steps in procuring supplies and kquipment
needed:
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1.,Obtain as accurate inftrmation as possible *rut the.item
needed, i.e. source, part-number, eta.?
Estimate to,st or give exact cost, if known.

2. Obtain department head approval to charge against the
departmental budget.

Send the request to the Business Office for ordering.

4. \All deliveries will be received and checked in the Receiving
Section. The' material will'then be delivered to your de-
partment. No delivery should,be accepted Irom any carrier
or salesmah without notifying the Receiving SectiOn or Pur-
chasing Office. Materials, equipment, etc, shoLild be
inspected immediately to determine:

a. Correct quantity
b. Condition of material
c. Correct specification per ordr

°In the event that goods are not satisf'Actory, the Shipment'
is to be returned.to the vendor by- the'Receiving Section, H
Please also notify the Purchasing Agent.

5. No purchases whatsdevef are to 'be made without the4knowiedge
of the Purchasing Agent. This includes. things such as re-
prints of technical papers as well as routine-equiPMent,
repair {unless on contract).

6. A few State of New York purchasing rules must be complied
with in_order to expedite purchases.

44

If applicable, supplies must be purthased filet 'An exit-
ing State contract, Prison Industrie's Or Industries for,
the Blina.

O. If order is betWeen $300 to $500, suggest three suLipliers,
if you know of them.

c. If order exceeds $50e, it Will,prbbably take ldnger, as
State apprbval is required. In this case, please.suPply
complete specifications and the names ana.Addresses of '''

At least five potential vendors to whom bids can be' sent.
This will expedite processing stgnificantly,in"4.1bany.

Note: , When' there is only one4ossible supplier,. i,£ will'
be 6ecessdry for you to 1,,rite-a. sole source justification.,,

d. Any time you need i1eip 0 finding l'ossible"Suppliersi.
catalog descriptions,'es4mated prices or other similar
information, please feel' ftee to check with the Pur-"

, chasing Agent who has-many catalogs, a Thomas Registe'r,
contract information and a.mil.ttngness,to help out.

III ORDERING TEXTBOOKS

There are'two bookstpreb in AlfreeWhith hAndre'textbooks; the
,College Bookstore (Crandall's) on North Main ,Street and the Box
of Books on West iverstt.Y.
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A. College Bookstore

The order for textbooks should be turned in at least one month
before classes for that semester begin. The special order
form should bg used which is available,from the store. The
information required is: course number, inStructorle name,
number of books estimated to' be requivred, complete title of
book, author/ edition; and publishing compau, also whether
1:10(5y.s are in hard cover-or paperback.' Any additional expenses
indurred-due to late orders will be charged to the University.%

B. Box of Books

This store is run by'iMibs Hazel Humphreys. A special order form
`id:again to be used which is available from the store. The
same requirements apply here as apply for the, College Bookstore'.
Miss Humphreysrequests°in addition, however, that ihstruttdts
inform their students dO soon as possible, and in detail,, the,
author, title, edition; etc`. of the books' they will be required'
td buy apd the store from which they may be obtained.

ti

IV UNIVERSITY ACTIVITIES CALENDAR

-a
The Director of the Campus'Center maintains an Activities Calendar
at the_Campus Center which lists all the activities of the faculty
and students; when they are to be held and where. The director
should be informed at least one month in advance if a faculty
member wishes to schedule'some activity such as a meeting, a lec-
ture, a slide or movie showing, etc. 'The special form to be filled
Out should be obtained from the tampus Center desk. Available for
such activities.are: Campus'Center, Myers Hall (Room 34), Physics
Hall (RoOm 14), Howell Hall, and SoUth Hall (Room 6). No smoking,
is permitted in Myers Hall, and South Hall. Refreshments such as
coffee; tea, donuts and. such can be arranged for thrddgh the Cam-
pus Center'. Movie and slide projectors are Also available from
the Campus tenter'.

V PHONE CALLS

No perspnal long distance phone'calls should be made from Univer -0
sity. telephones.; If it is.absolutely necessary that such a call
be tale from a University telephone, the caller should instruct'
the ocrerator to charge the call td) the caller's home telephone
and not under any circumstances to.the:Udiversity.

,VI UNIVERSITY BUILDINGS

BUi,ldings'Oe open from 7:00 a.m. to 11:@0 g.m. Monday through .

Friday. Afl faculty and staff Members should have keys to the
1)Uildings'wi,th:which they are concerted.

College-OE Ceramics buildings are_open from 7:00 A.m. until 12:00
2' midnight for general use. Graduate students are permitted to use

the:facilities between midnight and 7:00 a.m. but undergraduate
students must obtain Permission from the Dean of the.College to
use.thdk'facilities during these hOurs.' Keys to the buildings-,
your office or a laboratory or studio are available in the
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4 MAintenance Office. oissuance of keys to students is con-
trolled by a key authati on card' which.mUst be signed by the
student's immediate, supervisor and the Dean. 4.

. .

Emergencies - Should any problems arise during normal University
hours, first consult the building custodian. If this proves - a

impsssible or unsatisfactory, call theDirector of-Physical Plant
(871-2154). n case, of an emergency out of University hours,
call the Heating Plant, (871-2157).

411.-

VII PARKING

-Cars should be parked in'the parking let assigned to the parti-
cular building involved. Faculty and staff members will be in-
formed as to which this is at the time th6y.pick up their parking
stickers from the Physical Plant Office: Please park in the
proper parking lot!

VIII INTRA-CAMPUS MAIL. SERVICE
0

If-a faculty or staff member wishes to send notes, letters,
memos. etc. to other members of the University faculty and/or
admihistration, he should use the Campus Inter-Office Mail Ser-
Vice. This service'pperates Monday through Friday. Mail is
picked up and delivered at least once a day.. In each building
on Campus one person has been designated to receive the CaMput
Mail, but it is the individual's redbons.4.bility to deliver his
Outgoing mail to and pick up his incoming mail from that persona,

College of.Ceramics outgoing mail should'be delivered td the
Mailroom riot to 4:00 p.m. each day in order toget to the Post
Office in time to be mailed.

IX UNIVERSITY PRINTING SERVICES

There are several places on campus-where materials can be-
printed, mimeographed, xeroxed, etc.

A. Campus Center
.

The Campus Center has 'facilities for printing posters. A
special fprm has to be filled out which can be obtained either
at the Campus Center desk or from the Director of Student"
Activities, whose Office. is in the Campus Center. The only
'stipulation is that the request for posters be turned in two
weeks before they are-wanted..

B. Herrick. Library

The Librry has a xerox machlne'which may be used for having'
library materials copie"(L

C. Office Services Office (Greene Hall)

This office has both a mimeograph.and xerox service. These
,services may be used at any time during regular University
business hours.
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DATE:
TO:
FROM:

SAMPLE

Mimeograph, service should be utilized for large amounts of
copies (100 or more). Stencils should be typed by departmental
secretaries oran be done by Office Services Staff for a
nominal fee.

Material to be xeroxed should be typed or very legibly written.
(Books can be copied).

Please allow 48 hours or,so for work to be done.

Other services available ,ar: addressographing, autotyping,
and metering postage.

ALFRED UNIVERSITY

RE: OFFICE SERVICES: Addresso-
graphing, Mimeographing,
Xeroxing, etc.

September 27, 1971
Business Faegplty (Faculties, Administrati
Office Services, Room #3, Greene Hall

on, etc.)

Because. of the large number"of job requests, we are asking
your cooperation.

When you come to us for assiStance, we will provide you with a
written request form (see.aMple). This will expedite our
services to you.

JOB REQUEST FOR OFFICE SERVICES

DATE REQUEST SUBMITTED:

DATE NEEDED:

COPY:

JOB DESCRIPTION: ADDRESSOGRAPH MIMEO XEROX

MATERIAL FURNISHED:

MATERIAL NEEDED:

ETQ.

ACKNOWLEDGEMENT FROM OFFICE SERVICES ON JOB REQUESTS.

DATE REQUESTED:

DATE ALLOCATED:

'SIGN
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D. Ceramics College

The Ceramics College does have a ,xerox machine but it is not
to be used by other ,faculties of the University. They do,
however, have other services available to the general faculty.
See College of Ceramics Supporting Services.

X UNIVERSITY VEHICLES
0 .

Requests for use of,pniversity-owned cars, busses, or trucks may
, be made by faculty mefters of, the Ravate sector to the Office of

the Director of Physical Plant,

A. General Information

1. The Motor Pool Department provides automobiles for trans-
portation for university business for members of the faculty,
staff and ,students.

2. The'Ltomobiles are maintained by the Physical Plant Depart-
ment and all reservations will be handed by that office.
In order to assure that a vehicle will be available for
your use make reservati'ons well in advance.

3. If you decide not to use the vehicle please cancel as soon
as possible as we generally have a waiting list. A $5.00
charge will be levied against the department for failure to _

.cancel a reservation.

B. Procedure for Reservation.

1. Call the Physical Plant Office (eXt. 2154) between the hours
of 8:30 a.m. and 4:30 p.m. Monday through. Friday, or stop
by the office.

2. Give the clerk information as to the destination, length of
of use, department and name of the person using the vehicle.

3. Pick up keys,, mileage form, and credit card for gasoline'
prior to leaving.

q:. Procedure Eor Return of Vehicle

1. After completion of trip return vehicle to the Physical
Plant Building and lock.

Z. Re,turn,keys, completed mileage foilm, gasoline credit cards,
and any receipts promptly eo the Physical Plant Office.. If
returning after hours, place all forms and keys in slot of
door.

3. Please note any problems with vehicle that should be
corrected.

4. Insurance forms, vehicle registration and what to do in
case of an accident are located in the glove compartment.
Report all accidentS promptly when returning vehicle.
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5. Any damage costs d renu1t of an accident that has been
determined to be the fault of the driver will- be charged
to the department using the vehicle. Actual cost of the
repairs or the mi,himum deductible will determine the amount
to be charged. i

6. Always use seat belts and shoulder harness while driving.
All passengers shOld be encouraged to do likewise. Newer
vehicles require that all passengers'seat belts be fastened,
before the buzzer will b:,silenced.

7. Any suggestions tO improve service will be welcomed.

D. Cars

Departments using Motor Pool passenger cars will be charged the
standard rate 110 cents per mile) established by the.Metor
Pool. Normally reimbursement will be made for the Ilse of p .

vate automotilles:only when a University car has been request d
but none has been available. When personal'caS are used,
reimbursemedt is made at the same rate.

E. Busses

The University busses transport students to athletic practices
and other events on Jericho Hill fields. They also may be used
to take students to events of instructional or cultural inter-
est in the area. Administrative offices and academic depart-

.,

ments using the vehicles be required to pay the following
rates:

aw

Local trips (within the village Laing to Jericho Hill'
fields) --.$5/hour .

Out-of-town trips -- 40 cents per mile

F. Trucks

University trucks are available to individuals only on a cost-
plus basis, to include driver and vehicles.

XI HQUStNG,

Alfred University owns forty-four units of housing consisting of
houses and apartments for the-use of faculty and administrative
.staff members. Three different University offices assist new
faculty with various aspects of housing.

1. Placement of FacUlty FaculaaljW)ing Office
Basin nager, Carnegie Hal
Telephone: 871-2131

2. Maintenance and keys - Director of Phy.si Plant
Physical Plan
Telephone: :71 -2154

. Rental,_, - Business & Finance Office
Carnegie Hall
TelephOne:' 871-2127
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New faculty may rent any available unit of housing up to, but
not exceeding five years..

A listing of rental properties,,,as well as for sale properties,
will be furnished to any interested faculty or administrative
staff member upon request to the Faculty Housing Office.

CERAMICS COLLEGE DATA

I THE BUDGET PROCESS

Preparation of the College's State Budget Request for a'particular
fiscal year (April, 1 to March 31) begins n late ..0bruary or March
a yeallmin advance of the time when the Le.O.slatue( will take final
action on the Budget Bill.

Depaitment and Division Heads presenttheir'requests at hearings
with the Dean and the Faculty Budget Committee* in the spring in
order to formulate the Oreliminary request for funding for the
fiscal per'iod one year hence. The Faculty

w
Budget Committee recom-

mends priorities to the Dean who, With the assistance of the Busi-
ness Office staff, formukates the basic request. After the re-
quest has been cleared through the Vice President for BUsiness &
Financb and approved by the President, the Business Office staff
physicallyj prepares the preliminary request and submits it to
State University Central Administration. Campus officials normally
defend the preliminary request at a hearing with State University.

'/tItidget Officers sometime in June. 4

The request then may be adjusted based on recommendations evolving
from the hearing, administrative decisions and the need for ad-
justments in the "base" which may have developed since the process
was, begun.

The final request is prepared thropghout the summer months and is
submitted to State University Budget offices in late summer. Any
necessary final adjustments are made at this time and State Uni-
versity then transmits itstotal request to the Division of the
Budget in the fall. It then becomes part of the "Executive Bud-
get" submitted to the Legislature by the Governor usually in late
January fo passage by April 1.

The College also maintains an Income Fund" B
o
get which has Leen

in the range of approximately one-fifth the a unt of the State
Budget. The steps' in the preparation cycle a e the same as those
for the State Budget except that because this udget is adminis-
tered by,Alfred University not as much lead tim is required.

II MAINTENANCE

If repairs or. modifications are necessary in the area under your
supervision please submit a Maintenance Request form toAlie Main-
tenance Section. Most plumbing, electrical and carpentry work is
within the capabilities of this section.

Faculty Council at present 7.5
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III 51:CRETARIES

Secretaries are assigned to'N-te various administrative offices of
tyae college and to she faculties of the divisions. The Engineer-
kng and Science faculty has two sebretaries, as well as a secretary
to t6 Division Head. The Art and Design faculty has, two secre-
taries, one for faculty work and one fcr the Division Head. Quite
often the secretary to the Division Head can also do work for
faculty and they should be consulted on other. alternatives when
the work load is 110h. It is-also possible for the Secretary to
0-t Director of ROsearchi' the Director of Supporting Services and
the Assistant Dean to do work for faculty when the normal faculty
secretaries are extremely busy.

11

IV SECURITY

All buildings are patrolled hourly Monday through Thursday between
the hours of 10:00 p.m. and 6:00 a.m. Friday thfough Sunday, the
buildings are patrolled. between the hours of 4:00 p.m, and 8:00
a.m. An attempt made to have a janitor on duty in buildings
which are utilized by students during the hours not covered above.
Those personnel are charged with the maintenance of order and the
protection of property and are not a disciplihary organization.-t.
They will be happy.to assist you in any way they can.

V SUPPORTING SERVICES GROUP

The Supporting Services Group exists for the purpose of serving
the educational and research program of the college. It. is com-
posed of three shops and the Kiln Room. Those wishing to use
the services-of these facilities deal directly wit their maha-
lers. Complaints or other such problems can be taken the
Director of Supporting Services in the Research Buildijq.

A, The Instrument Shop

The Instrument Shop is quite wel equipped to handle most of
the, equipMent building metal wo ing jobs that it is asked
to perform. Established in 1948 i has grown from a one man,
one lathe, operation to a four man sh . It occupieS the
entire basement of the Research Building ehind Binns-Merrill.
Af? Manager of the shop is authorized to re3 t jobs where the
drawings and/or description of the work to be rig appeaT to
l' inadequate. Priorities are normally assigned. bye -the Manager
tut en too many high priorities are demanded the Director
Of Supporting Services assists in assigning them. Faculty and
;toff should deliver their drawings directly to the Manager to
assure that he is aware that their job is in the.shope''Stu-
dents should obtain the permission of their supe-vising pro-
fessor before submitting work to the shop. When funds are
available from grants or research contracts, the project will
he billed for the material and labor.

P. Ai00 Visual \ids and Print Shop

This is a two-man shop located in the Engineering Building
(1- Bldg.) and it has extensive facilities for printing (off-

68



set) and the production of a wide variety of audio-visual aids.
Projection slides of all varieties are produced in black and
white or color. The shop takes photographs for these and
other publications and can prodtWe prints up to 8-1/2 x 11".
Originals can be enlarged or reduced for use on the overhead
projectors.

Printing is accomplished by he use of two off-set processes
which can take a variety of paper sizes ranging from IBM cards
to 11 by 17 inches. Stapling capability is to 3/4 inch and
cloth or glue iNfrared binding is available for books up to
four inches thick. Photos may be dry mounted and laminating
facilities are available. Since 1q71, facilities have been
available for preparing tape-projector presentations using
both cassette and reel type recording.

C Electronics Shop

The Electronics Shop is located in the Research Building behind
Binns-Merrill Hall and is equipped to deal with most problems
involving electronic equipment. Special equipment for research
or instruction is designed and built by the shop. A principal
function of the facility is to keep the electronic equipment
of the college in good repair. Repairs can also be made to
such specialized equipment as temperature recorders and con-
trollers and the x-ray equipment, although, in some cases, the
service of a company trained repairman maybe required.

D. Kiln Room

The Supervisor of the Kiln RoOm in Binns- Merrill Hall oversees
all activity in tha,t faciAity except the art glass blowing
operation. He is iesponsYble for the operation and repair of
all ktns and orders and stores material such as kiln furni-
ture a and other refractories. He assists the personnel in the
other laboratories of the college in matters involving fur-
naces; thermocouples and temperature measuring and recording
equipment.
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SPECIAL PROGRAMS

I SUMMER SESSION

Alfred University has a 9-week summer session which is broken into
two periods:

Intersession - the three weeks immediately following
commencement

Regular Session - the six weeks following the Intersession

The faculty are requested to submit during the fall semester the
course that they would like to teach the following summer. This
schedule is set so that a catalog can be prepared and the publicity
secured. Faculty are encouraged to devise special programs which
can receive state or federal support. These are arranged with the
Director of Summer Sessions and with the Director of Development.

II ALFRED UNIVERSITY RESEARCH FOUNDATION

The Board of Trustees established the Alfred University Research
Foundation in 1945 with its stated objectives being "to promote
education and industrial progress by training and developing per-
sons for the conduct of investigations and research: by acquiring
and disseminating knowledge of scientific and technical character;
by fostering and encouraging education and learning in the funda-
mental and applied phases of the sciences; and by doing coopera-
tive research."

Although its or,iginal objectives were broad and have never been
completely realized, the Foundation has supported through the years
scholarly research done by the Alfred University Faculties.

This support takes the form of summer research grants, three each
summer, for assistance in writing, publication, equipment, travel
or clerical help.

All applications for grants are reviewed by the Board of Directors
of the Foundation.

Income for operation of the Foundation is derived from the over-
head charged on research contracts (50-80% of salaries).
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LIBRARIES
.

I HERRICK MEMORIAL LIBRARY

Herrick Memorial Library is the gift of Margaret Brown HerriCk in
memory of her husband, John Pierce Herrick, a long-time friend and
Trustee of the University.

A. Essential Information

"Vital" Statistics: 132,000+ volumes as of May, 1973
1,400 current subscriptions to journals

21 newspapers
550 serials

LIBRARY HOURS A.M. P.M.

Monday through Thursday 8:00 11-100
Friday 8:00 -- 10:00
Saturday 9:00 -- 10:00
Sunday 1:00 -- 11:00

PERIODICAL ROOM HOURS ARE POSTED AT MAIN DESK

LIBRARY HOURS DURING VACATIONS, INTERSESSION AND SUMMER SESSIONS
ARE POSTED

ARRANGEMENT

MAIN FLOOR:

SECOND FLOOR:

GROUND FLOOR:

Lobby, Reference Room, Browsing.Room, Reading Room,
Offices.

Stack Room and Reading Area, Faculty Room,
Children's Room, Lavatories.

Periodical Desk, Periodical and Newspaper Collec-
tion, Periodical Indexes, Microfilm Readers,
V File (Pamphlet Case), Reading Area, Lavatories.

Herrick Library is changing its 112,000+ book collection from'
Dewey Decimal Classification tp the Library of Congress Classi-
fication system. YOUR PATIENCE IS NEEDED! To find the loca-
tion of books it will be necessary for all patrons to use the
card catalog, copy the class number from the upper left-hand
corner of the catalog card accurately, and to read the labels
at the end of the book stacks.

All new acquisitions are to be classified by the LC (Library of
Congress) Classification system.

Temporarily, books with LC numbers will be shelved on the
second floor.

READ AND OBSERVE THE LABELS AT THE END OF THE STACKS - such
information- is to help you locate the book you need.

7 9
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B. How To Get The Book You Want

Open Shelf Books:

1. All books are listed in the Card Catalog at the right as you
approach the Main Desk. The Card Catalog is divided. The
sections nearest the Main Desk are arranged alphabetically
by AUTHOR and TITLE and the sections by the door are arranged
alphabetically by SUBJECT. Copy down the entire CALL NUMBER
which appears in the upper left-hand corneiTOTEhe catalog
card, and which shows the location of the book on the shelves.
Books located in the Ceramic Library are stamped "Ceramic
Library."

2. Go to the stacks to find the book which is shelved according
to call number.

3. Where_ is the book if it is not in its proper place on the
shelves?

a. If it is a REFERENCE book (lettered Ref.) it is shelved
in the Reference Room, and can be used only in that room.

b. If it is a Reserve book, it is obtainable at the Main Desk.

c. It may be in circulation. You may check on this possi-
bility with the assistants at the Main Desk.

Faculty Loans

Faculty and Administrative staff may borrow library materials
for the duration of the current academic year. All materials
must be returned to the library on or before the Saturday pre-
ceding Commencement each year.

The foregoiAg is necessary in order to take a proper inventory,
and more importantly so that library patrons may have rightful
access' to the materials concerned during the summer months. The
library reserves the right to recall materials that have been
requested by other patrons after three weeks.

The families of faculty and administrative staff, as well as all
other college employees, must observe the normal borrowing reg-
ulations.

Reserve Books

To place a book on RESERVE: Sene list to Circulation Assistant
or Readers' Services Librarian well in advance of assignment.
Telephone requests are NOT encouraged. Books and other library
materials can be'placed on

CLOSED RESERVE - for use in library ONLY except for over
night use. Some books placed on closed reserve are
marked permanent reserve and cannot leave library at
any time.

SPECIAL RESERVE special reserve books are sometimes placed
at the Main Desk; Such books may circulate for a period
of 3? days.
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Personal copies may be placed on Closed or Special Reserve.

A faculty member may charge out a cook indefinitely from the re-
serve shelves IF the book has been placed on reBerve by him for
his classes.

To have more complete knowledge of-Reserve Book procedures, it
is a good idea to study THE LIBRARY GUIDE for regulations to
students.

Inter-library Loan for Faculty

If the instructor wishes to borrow from another library it clan
be done through inter - library loan. Request forms are available
at the Circulation desk. The form must be filled out completely
before request can be submitted. The library pays for postage
and insurance up to $1.00. Any charge of $1.00 or over must be
paid by the instructor or charged to his department. It is ne-
cessary for the chairman of the department to sign for such a

- request. Inter-library loans usually take two or three weeks to
arrive. The lending library ususally lends for two weeks to one
month

Photocopying

Herrick Library owns two duplicating machines which can reproduce
pages from most books, periodicals, and microfilm. A coin-ope,r-
ated machine is near the Main Desk. Cost: 5' per page.

For copying service, take material to be Xeroxed to the Main
Desk. In general copying is done on request, but extensive
xeroxing may take longer. Information about material to be
copied must be given clearly on photoduplication form or the
,material will not be copied. Cost: 10 per page.

' MICROFILM READERS

Microfilm readers and a microfiche reader are available in the
Periodical room. The library's xerox machine reproduces micro-
film. Requests for such material should be made at the Main
iSesk. 'P'ersonal charges for the copied material are to be paid
on receipt of the copy. Instructional material charges maybe
paid for by the department.

C. Exhibits and DisL) lays

Interesting exhibitS app throughout the year in-the exhibit
cases in the entrance o 'the Library. Also, displays of books
of interest to student and faculty appear from time to time in
the LOBBY. The pottery. in the LOBBY and MAIN READING ROOM is
Crom the student collection located in the New York State
.College of Ceramics.

D. Acquisitions Policy of Herrick Memorial Library

1. The Library Director and the University Faculty are respon-
sible for a well-balanced book collection, by ,a plan of
systematic selection.
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2. Each department, with the approval of its chairman, is respon-
sible for selecting library mate ials in its discipline. The
li arian sends or makeseNrailab e bibliographies, publisherscata s, Choice, etc. to all de artments to aid in this
selecti . When materials are r ady for circulationt Depart-
ment Chairmen are notified.

7
3. The Librarian in consultation w2th the Faculty-Library Commits-

tee allocates the amount of money for each departmentr.

4. Requests for material for new courses and/or,strengthening
the existing collection (e.g. basic volumes) are made by each
department with approval of its Chairman. Requests for new
courses should be in at least six weeks before course is to
begin. (Note: The Libraridh is willing to select and pur-
chase basic volumes for any discipline if the .department
concerned provides the funds, either grant money or a portion
of its allocation.)

5. The general library allocation is admini'stered by the Libra4an
and includes reference books, periodicals, most serials, and
materials not covered by departmental allocations.

6. An account of expenditures and books mortgaged will be sent to
the .ilepartment monthly. The closing date for departmental
order will be April 15 of each year. After this date the
Librarian will generally not accept department orders.' Any
remaining funds will be spent by the Librarian.

7. A mimeographed list of acquisitions (Ex Libris) is compiled
monthly and sent to, faculty and various administrative offices
and interested persons An annual list of periodicals is
also made availableqdr general use.

8. All gifts of library materials are welcome. The 'Librarian
reserves the righl'to dispose of such gifts in the best
interests of the Library.

9. Stress is on quality of-the book ,collecLon. To attain this
end, all departments and faculty are upjed to help weed out`
unnecessary volumes; to present suggestions for deleting any
periodical titles no longer needed; to hold requests for
additional copies, ephemeral material, and textbooks to a
minimum; and to discuss any material needs with the Librarian
or Chairman of the Faculty-LibraryCommittee.

E. Order A Book

1. A 1 requests for books should be submitted on the Library
Request .Cards. (These may be obtained at the Main Desk at
the Library or from the Chairman of the departmeht.) We
earnestly request the co-operation of the faculty in complying
with the instructions on the cards. Please type the titles
requested. Publishers' advertisements may be attached to the
Request Card if this tdditional information is considered an
aid to the Acquisitions Librarian. Please date any requests
from'out-of-print or second-hand book catalogs. We endeavor,

_.......r.meeobtain such items as rapidly as possible; much depends on
availability.
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'2. The Chairman
,
Of .e.dch-- Departmant muA. sign ..he Request CarOp

e. he-fore they ahebrpught to the Libraly. '

a r
"

3.-Fri-Ordch to speed bhe.1.3rocess of orderinq,it.is snqqested.
that requests be submitted at an even rage throughout t.11
year'rather than being submitted en passe just before the
deaWli'se.4 t

.

.. , ..-

- tion (the pink 3 zc'ii sheet from the Li Order',rary Multiple-

.

4; When the, new-books are.catajogpd-andr,ady for u8e, notifiOa-

0 Foul) is sent to the Chairman of the Department, who is re-
4. sponsibl6 fOr passinq.on th-s infogmaljon to the faculty mem-

' 'burs in his deprtment. Periodica.lby, the tibrary issues a
:subject list of reCont acquisitiO44,

,

.:
.. ,--

. .

5. The'librar-Kendeavors to comply and fulfill emegency.requcsts
'' for lib-fry ,date,tials.

,-
. ' .

P: To.-Ordor P. Pe'riod'ical y

7-- ,..
,

Requests for new subfcriptions to the Periodical List:may be
madeat.any tiMe.,... ...

. . , .

The Chair-Mtn of-the 1tartment must, sign sthe,requesk.J If back
volumes are desired ncle this on the request form.''Please in-* .\'alude lehmth of run an/ if the printed form or microfilm is pie-'
'furred. The purchase o- babk'NDitimes depends'On the 'avUilability
of" funds. K.1100 -d new title is added, the library presumes the

-subscription is to begin with No. 1 of current volume.
-.

G. Periodicals N
.

.

Merrick Library subscribes to over 1,400 periodicals... A list of
t.I.T periodicals mr,anged by subject, is available at the Period

1

ical Room Desk, ain Desk and on the INDEX, TABLE in the REFERENCE
ROOM.

f) t) 4 '. . ' .. .'...' . 'All period4:als are shelved in the Periodical Room except for the
Pcuirent issues of .popular title's located in the, Drowsing Room and
.t.he current issucis outside the Periodical Stack Room.

0
.

Faculty meTbers,may enter the room to browse at any time. The
hours during which the room is open are posted out§ide the Per- -.
iodical Room., If the room is locked, faculty, members may obtain

,a key at the pain desk.

Lndexes4 to 'periodicalsare shelved in the periodical roomon
tchenround floor 4 the' Library. .

. . .
,,

ff'a f,..4(utty member.wishes:to take a er'.iodical, from the 'library,-
'he is ejiVeh a two week chargo7out. .He must leave a record of

,, what hd has taken on a slip to be fid in the Periodical Rooms
:This,charse is'rehewable- if'there is no demand for the periodical.

L. All pe'riodidals shoulb be returned at the end of each seMester'.
andta new 'charge -out made if further use of,'them is requested.

,.ho Sbi1flents may,take periodicals from the LibEary,r,, No one ex-
ce"Pt faOulty member8,, Ifibilaey staff'ancl the student on duty in
'the .Periedical'Ropm'May. enter the- Periodical Room without ob-

.
tAinin7j special permission from the Head Librarian. ,

ca
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- The ROTARY Slild Lb on the TABLE, outside Periodical
'Room indicates the liolding of'psri'idicals in Herrick LibraTy.
PLEASE, use this reference tool before recjuesting periodicals.
"(Ilimeographod lists of periodicifs ar.e availableon the 1'NDLX

in PO011)4'. -

H.- Faculty Resin

,,,.The Faculty Room .on the iiecorukl 'Floor Ts for'GTUDY ONLY; "meetings
can he held onl9,in extreme CircUmstailees.

-

4

., 0

,;EW YORK STATE cALLE.u.,,IF CEPAMTCS AT
c . 4FREO UNIVERSITY

If THE .SC11NLEf; Ilf ItRARY OF CERAMICS
I, 0

A. Gdner,ii-

The library of the Eow Y'otk'.State C.oralnics at ,.
Alfre&FiliyeTsity was established at Binns-,Merrill ,tilul l' in
1947,an(T is; now situated ih the now Library-Fine ArtO.m7.
ylex which as,coMOleted in 1973. it haS.lieen named-after
Dr. .:amuel R. Sonnies, who'encouraded Lt..s development., and:).

'contains the V.411:;hoick Reading LoarA0,-.in reco,intion of.
Miss firs't"11,iPrarian. -

.4
In 1047, the Iiirrary_had hookS, Cow periodiOls, and a
misce-flany of parophletl.; matetals. Ftom
tin-,0 early day,, !ails .been a non-cil'culating referentev,

alLIAUgh it iwen 1o.,,Andpo:3;ible''o lend material
to bot. t.ocal,:y Ind ;rkch-lat-

.

new .4choles Library-of ,Ceramics ,i1:,an enclosed foirr-floer*_
strut:buy, which, is; 1,:Part,of the n,,w Library -Fine Nrts build-
in;. it. contatn,; :approximately -304noo slu40 feet of

hold 110,000 volumes, and seats about 250 users;

I'is of approximq, lv 51,501) fndexed or
a (:-.1assified items, cohsi4s of 2C,000 books, 16,04

oi:nd.periedibh cals and sorial.4, 10,-,00 ether monographic
reforw,ces.

_As well. as special collections in t11,, field' of ceramic art
and tochnoloqi, the 1,ibralw 114.oxtended to many new
a,:eas 0,f9scienc!!e and technoloqy, metalluryy, ecology,-
',wejn,oraphy, .surace chemitry, -cry!--;-LailoIraphy, and
Thermodynamics,

° '

unu.;tial collection' ot-hooks,onCtilpture, painting:, graph-
LOS, and other, crafts is Supplemented by ,a carefully selected
rep.resentation of books on irt hi.itory.,,architecture, and--
archaeOlgy.

Tlu, per Ind "sef-i a 1 col 1 ect fiel ds are just as broad
and slani i;ant . From approximately 1750 per i Mica 1 ti les ,

al.)eut 1 360 ire current.subscriptiens. These "titles include



151 periodicals in foreign languages and a number of others
which are not available elsewhere in the United States,'

bpnseguent to recent cdoperation,a union list is now on hand,
which informS library users of all periodical and serial
titles available in the three academio'libraries in the village.

The new library faCility Consists of four"floors which start'
on the second floor level of the building. The first or law.
est floor contains the book stack area, tile Current periodi--

,'cals, a conference room,,-and an instructional materials or
audio- visual rem., The Technical Services and the Serials
Sections 'of the library/are managed on this floor in the Tech-
nical cervices Workroom. .

Reference service, and controlled circulation is situated near
the library, entrance 9n the second floor.. This floor alsb
h9uses a reference and reading roOm, a sPecial collections or
rare book area, the. VanSchoick Reading Lounge,- and a student
typing root. Activities on this floor are centered in the
Reader's" Services Workroom.

By the top Of the stairs on thc third floor is the:Office of
the Library Director. The remainde"r- of this floor' contains
the periodical and serial collections and equate seating
accommodation.

The fourth or uppermost flbor contains a concentrated litera3i,
ture research area, although the more regular, facilities in
this field are situated in the reference room on the main
floor. This floorialso contains the government research re-
potts'A collection, a microfilm reader room, the staff lounge,-
a controlled duplication room, and storage rooms for both the
College reports,and microcoh.

The card catalog ofthe collection is to the right as one
enters the library, and reserve books are available at the
controlled circulation desk. Lavatory facilities are avail-
able on the first,, third and fourth floors inside the Library,
and outside the entrance on the second floor.

C. Policies

Although library hours are decreased and posted when regular
classes are. net in session, they are normally as follows:

Monday through Friday

Saturday

Sunday

D. Acquisitions

8:00 a.m. - 51-30 p.m.
7:00 p.m. - 11:00 p.m.
tN

T.)1:30 p.m. - 6:00 pm.

1:30 p,m. - 5:30 p.m.
7:00 p.m. - 11:00 p.m.

The policy., regarding/purchase of literature for the library
ddpends to a great extent on the educational program of the
College.
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In addition to this influence, the-collection is intended to
give effective and reliable referenct services to keep the
clientele abreast of current development in the field, to
arouse the intellectual curiosity of the student, to maintain
the superior status of the library collection in the field of--
ceramics, to make available pertinent abstracting and indexing
gervfces which might be used in any institution by which a
;raduating student will be employed, and to supply a very
limited selection of recreational reading material. Consis-
tent with'such guidelines, the policy has been to purchase
only one copy per title of a book, except in special circum-
stances, to attain the greatest magnitude of coverage the
library budget 'Car; withstand.

.00k selection is carried out by the library faculty with the
issistance of members of the Library Committte, each of whom
Ls responsible'for his or her related fields. Other members
,)f the faculty-and students are welcome to assist by recom-
rbrAing the purchase of pertineht literature through their
rel Oed membr of the Library Committee.

.1te, occasions when TecNested material cannot be pttr---
Y111;td dut, to insufficient funds.

6itts of related literature are always-welcome, Othough the
Library Director must have the privilege of approp0.ate use or
disposal_ If such gfftS are used as income tax deductions re-
lated appkaisal rests with 411e donorsand not the library. 4

Circulation

Books and other regular library material rmyy be borrowed from
the library by faculty and graduate studelts only.

Except for reference material- and reserve books, these items R

are 136'r-rowed at the-Circulation Desk. Books shelved else-
where Lor protection may also he borrowed, although tfrey are
consit-lered as reserve books.

Although there is no loan period for items,which are borrowed,
they must be r6checked in the library before-the end of each
semester. ,

lf a Oprrower leaves the village for any period of time, all
items on loqn must be returned to the library. This allows
the College to maintain a reference collection available to
all students and faculty.

This spouse and family of a faculty or administrative staff
member must observe the same regufttions as regular students
when using the library for courses they are attending.

A mAier of the staff services-the Reference Desk by the en-
traiice during all open hou'rs of the-school year. This librar-
ian can help -or luide a person to someone who.can help with
,Iny problem related to the library. If an item is not where
it should be, or directions are required, the Circulation
Desk staff should be consulted.-
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F. Reserve Books

Before any book is assigned to students as a text for a course,
the library should be infOrmed so that library copies can be
reserved.

Regular course reserve books should be listed and sent, rather
than telephoned, to the Circulatioh section of the library
before being assigned to the students. If plenty of time is
not allowed, confusion can occur,'

G. Interlibrary Loan .

When it is fund that specific references are not available on .

the campus, forms are available at the Circulatio4 Desk to be
filled in and brought to the- Reference Desk or the Readers'
Services Workroom.

Such items may be borrowed through interlibrary loan by the
staff for faculty and graduate students. If a faculty member
feels that such an-item is required for an undergraduate stu-
dent, it must be borrowed for him/her by the,.facuity member
concerned.

Each reference which is, received gratis on interlibrary loan
is copied for permanent record in the library's reprint file,
and a copy is given to the requester. In cases where there,is
an extensive charge for such duplication, or when an individual
translation is desired, it may be necessary for pay nt to be
made by the borrower or his department.

H. Duplication

The duplicatiod machine in the Reference and Reading Room is

available to all readers for copying literature. Faculty and
graduate students who possess an account number, may secure
the key to the duplication machine at the Reading Room Desk
and copy at their will during open hours. When classes are
not in session the key is available at the Circulation Desk.

Microfilm and/or microfiche may be copied at a set rate.
Staff servicing the Circulation Desk should be consulted if
this facility is desired.0

Revised July 16, 1973

III AGRICUU'URAL AND TECHNICAL COLLEGE LIBRARY

Alfred University faculty and students may use tree library at the
Agricultural and Technical College at Alfred:

8r0
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AREA RECREATIONAL FACILITIES

'I CULTURAL PROGRAMS COUNCIL '

The object of the Cultural Programs Council is to provide a seriesof varied events of-general interest ta the entire community.
The pattern includes a lecture series, the Herrick Memorial Li-
brary lectdre, a. symposium, films, drama, music, and art lecturesand exhibits.

Since the.program is primarily. funded by students it attempts to
focu$ on Student interest as a first obiective.. Because student

.generations N9ary in interest, experiment Lion and flexibility are
primary considerations. An effort is ma e to achieve a discrim-
inating balance between student interest and quality of program.

The Cultural.Programs Council .relies heavily upon faculty iar
'volvement in promoting the various events and recommends that
when possible, events be considered an integral pact of coursework.

In the fall of the year a brochure is made available giving .e
events and'dates for the academic year. Periodically, remin ers
of scheduled events and announcements of addition's are maile
Season tickets.sre free for faculty and immediate family.

The Un:iVersity faculty has the privilege of attending the Ag Tech
Cultural .programs without charge on Hesentation of their Univer-
sity I.O. Cards or Cultural Series Season Tickets.

II. ATHLETIC4FACILITIES

The following facilities in the James A. McLane Physical Educatioh
Center are available to faculty when'not in use for classes and
scheduled events: natatorium; handeall and squash courts, uni o

versal"gym--weighAs; gymnastic equipment-- exercising. machines;
sauna bath; gymnasium; wrestling room; dance studio.

-o
Tennis courts are available each day during the Morning and early
afternoon hours.- Courts are not scheduled but if crowded you can
take yoUr turn according, to the rules posted at the courts. Sched-
uled contests and practice hours for the tennis teams will; take .

precedence. The Trap Field is open Sunday afternoons-for 4tudent
and faculty participation, charges are nominal, about $3.00 per
round.

4

III THIS CAMPUS CENTER

The Campus Center facilities and programs are designed to supple-
ment, complement, and co-ordinatethe interests of all campus
groups--faculty, independents,,comm4ers, fraternities, sorori-
ties, and graduates.
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Some facilities that would be of particular interest to faculty
* are

1. Main Information Desk
2. Main Dining Room'
3. Faculty Dining Room
4. Lounge
5. Art Gallery
6. Music Room
7. T.V. Room

Programs of interest to faculty include: visiting lecturers,
forums, free movies, coffee hours, book reviews.

Services include: poster making, want ads, meeting room reserva-
tions, cateri,ng of coffee hours and dinners within the building.

IV AG-TECH FACILITIES

The Physical Education facilities of the Agricultural and Techni-
cal College at Alfred are available to the faculty of Alfred
University according to the following schedule:

Monday through Friday - 12:00 noon to 1:00 p.m.
Friday - 7:00 p.m. to 10:00 p.m.

This schedule represents the use of the,Swimming Pool and
Gymnasium:

The Alfred Tech Ski Slope is available to Alfred University
faculty on a daily basis, and by purchase of a season pass.

..Use of any other facilities at Arffed Tech should be arranged
through Mr. William-Spellman, Coordinator of Student Activities.

COMM(JNITY FACILITIES
4

Community recrea onal facilities of interest to faculty memberf
include the following: 0

0

1. Foster's Lake Cryb
(A private lake.club with swimming, hiking, camping,-
picnicing and boating facilities) Contact Eddy Foster.

2. Campus movies
(popular films) For information see posters and advertisements.

3. Pool at Alfred Almond Central School "Family Night"
Tuesday,and Thursday Nights

4.'Alfred Rod and Gun Cld,h-iM is 2nd Thursday of the month at
8:00 a.m.) Contact Jack Ha vey 276 -5053.

5. Kanakadea Recreational Area (Swinmiing-r,..camping etc.) State Park.

Note: Anyone 'in need of a babysitter may contact the Director of
oFinancial Aid.
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POLICIES AND PROCEDURES FOR RECRUITMENT AND INITIAL APPOINTMENT,

I FULL TIME FACULTY

Preface

ExecutiVe Order 11246 prohibits recipients of Federal contracts
from discriminating on basis of race, color, religion, sex, or
national origin. The Executive Order also calls for affirmative
action to attract more women and minority applicants for employ-
ment consideration. In drafting an affirmative action plan, a
college should consider these points:

a. quotas are not required or permitted.
b. employment goals, must be based on availability of qualified

minorities and women and expe'cted turn-over in work-force.
c. the affirmative action concept does not require a university

to employ, promote, or pay the same salary to an employee who
is less qualified than other competing applicants. This
would be reverse discrimination.

Alfred University is legally affected by this Executive Order only
to a minor extent. However, Alfred University is also affectedvby
growing national sentiment in favor of minority and women's rights
Morally, rectification of female inequities is long overdjle.

We must make vigorous and systematic efforts to locate and en-
courage candidacy of qualified women and minorities.

A. The dean, in consultation with chairmen, determines needs for
next year. -These recruitment needs are presented to the aca-
demic.vice president in a Written memo comprising three parts:
.(a) replacement needs; (b) new positions; (c) any 'anticipated
non-q-eaPpointment, tenure, leave, chairman, or retirement de-
cisions. The memo should.be organized alphabetically by de-
partment. Where additional faculty or replacements are re-
quested, written arguments should be presented to defend the
request. Such arguments might involve anticipated expansion
in enrollment, need for a specialist, current teaching or stu-
dent overload, etc. Where replacement needs are presented,
the salary, rank, and highest degree oErthe man to be replaced,
and the recommended salary, rank, and the highest degree of
the proposed replacement should be indicated. Where additional
faculty'are requested; the recommended rank,, highest degree and
Salary should be indicated. The dean's recruitment memo sh%Ild
be in the academic vice president's hands by early October.

it
B. During mid-October, the dean and academic vioce president will

confer on,recruitment needs. At that conference, agreement
swill be reached on the total recruitment needs for each college.
Salary and rank ranges' will be agreed upon. The'academic vice
president will seek ,approval from the president in late October.
The academic vice president will then transmit approved items
to-the dean. Dean and chairman are now free to move, provided
they stay within the budgetary framewo.rlc approved for each col-
lege. Any deviation from the budgetary framework must be
cleared in advance with the president through the academic vice
president.
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C. The dean then notifies the chairman of recruitment authoriza-
tions, andthe agreed-upon salary andorank framework and teach-
ing load for each replacement or new position. The chairman
then initiates the recruitment process by (a) contacting candi-
dates knoWn to him personally; (b) contacting appropriate
graduate school chairmen or placement officers; (c) advertising
(with de '8 approval) in AAUP "Vacancies" section and else-
where; obtairiing recommendations froffi reputable teachers
agencies ike American College,Bureau of Chicago, or from re-
putable nsultants like College and University Personnel
Consultan s of Washington; D.C.; (e) Deans should hold an
orientati n session with chairmen, during which recruitment pro-
cedures a e discussed. Chairmen who cannot show leadership in
recruitmen ust be replaced. (f) Please refer to the Affirma-
tive Action taff Officer memo of February 6, 1973, Instructions
for completing recruiting check sheets.

D. Wherever possible, the chairman collects several dossiers for
every open position. These dossiers he will discuss with'his
departmental colleagues. (a) The chairman then recommends to
the dean that a given candidate be invited for an interview.
Normally at leadt two candidates should be invited for each
opening. (b) The interview process includes the candidate pre-
senting a seminar, informal discussion of thesis or research,
or class presentation open to departmental students and others.
(c) No candidate is invited for an interview until such an in-
vitation (and any attendant financial arrangementS) are clegred
With the dean. (d) Normally interviews will be scheduled for
work, days. The candidate should see the University in opera-
tion.

Z. The chairman is normally, the host for all interviews. He

' should see that the Dean, Vice President for Academic Affairs,
and President receive a dossier at least one day prior to the
visit. He assures that, the candidate receives (preferably in
advance of the interview)-a University Faculty-Administration
Handbook, a catalogue, and other.promqtional literature. The
chairman should emphasize such Handbook sections as those
treating,Provisions of FaCulty Appointment, Fringe Benefits,
Condulting Policy, Patent Policy, etc. The host should empha-
size the positive points about Alfred. He arranges to meet
the candidate and return him to the airport (or wherever). He
arranges a campus tour and interviews with department members,
with the Dean, and where necessary with the Vice President far
Academic Affairs and the President.

F. Where appropriate; the hopt, chairman or Dean willJbring the
candidate to the academic vice preSident's office and remain
with the candidate. The host should provide answers to such
questions as: what subjects the candidate will,teadh, how the
candidate will "fit",with'existing faculty,,any special plans
for the, candidates special 'abilities, etc. It is the host'S
duty to show off the candidate!s abilities fqr the position.
This interview should come late in the candidate's visit, after
he has had time to accumulate some knowledge ofAllred and
possibly some questions, (Thi8 applies to the Dean's inter-
view also.) The academic vice president will then communicate
his reactiohs to-the dean. The academic vice president will
ordinarily not AlscumA,,salary with the- candidates; this is the
prerogative of the dean7Ln consultation with the chairman.
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G. A.U. has a policy of paying 100% of interview expenses. Funds
to cover such expenses are to be drawn from each dean's college
budget. For details of the A.U: policy on reimbursement for
interview expenses, see the appropriate document, in this
Handbook.

H. Candidates for instructor and assistant professor rank need not
be interviewed by the academic vice president, unless the dean
and/or chairman believes such an interview might be helpful in
securing the appointment-or clarifying .a certain problem. The
academic vice president may be asked to interview any candidate
when it is deemed in the best interest of A.U., i.e., if there
are questions or doubts or when the host feels the candidate
needs "selling" on A.U. No one should be appointed to an
assistant professor rank without a doctorate except in extenu-
ating circumstances (e.g., art, music, nursing), and then only
with the academic vice president's approval.

I% Deans are to bring the graduate dean into the in erview process
whenever it is anticipated. that the candidate will be signifi-
cantly involved in graduate teaching.

J. Candidates for associate and full professor must be interviewed
, by the academic vice president. Candidates for full professor

(if possible) and department chairmen (under all circumstances)
must also be interviewed by the president. Such interview dates
must be cleared with the president in advance so as to assure
his presence on campus at that time. Biographical data must be
in the president's and/or academic vice president's hands at
least a day before the interview.

K. When negotiations with the candidate reach salary-discpssion
stage, the dean should stress the University's fringe benefits
(see appropriate section in this Handbook), and the University's
pplicy on moving expenses. In reference to the latter, note:
(a) the appointment letter will contain .a reference to .this
moving-expenses policy; (b) funds to cover moving expenses are
budgeted in the college; (c) ne appointees must be cautioned
that there can be no advances fat. .moving expenses; (d). "moving
expenses" refers only to household effects, not to personal
travel. Reimbursement cannot be made until the dean or trea-
surer's office has received the official bill submitted by the
moving company.

L. No offer should'be made to a candidate until favorablecritten
or oral recommendations are obtained from significant figures
at the individual's current or most recent institution. At
least one phone query should be made by the dean or chairman
for potential appointees.

M. In making an oral offer or d4bussing terms, the dean or c4air-
jban should em hasize that the offer or terms are tentative
pending fin approval by the academic 'vice president. If the
offer or terms ar within the specified rank and salary frame-
work, there will -ldom be a problem in obtaining such approval.

N. When the candidate as orally accepted the tentative offer, or
has orally stated at the terms are satisfactory, these pro-
cedures will the, be followed:
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'1. Via two copies of a Faculty Contract Data form, initiated
by the department chairman, the dean will recommend precise
terms of appointment to the academic vice president. Bio-
graphical material should be attached to the Contract Data
forms. Also attached should be at least three letters of
recommendation and documentation of degrees.

2. Affirmative Action documents must accompany Ihe Contract
Forms (Recruitment Check Sheet).

3. The academic vice president reserves the right to make addi-
tional phone queries. Occasionally the academic vice presi-
dent can be expected to veto recommended appointments.

.

4. If the recommended appointment is approved, the academic
vice president will return one signed copy of the Contract
Data Sheet to the dean.

5. Two copies of the standard appointment letter will then be
prepared by the dean and sent to the appointee, such letter
to begin: "With the approval of the President."

6. A copy of the A.U. medical record form should be inc
with the contract.

uded

0. The appointment letter will make clear reference to the Summary
of Fringe Benefits; A.U. Provisions of Faculty Appointment;
Provisions of Appointment for Department Chairmen, when appro-
priate; Consulting Policy; Patent policy; or the Faculty-Admin-
istration Handbook previously given to the,candidate. In
addition the letter will state:

1. The nine-month academic year responsibility, beginning with
the Monday of University Conference Week through the Monday'
following Commencement.

2. Any spdciafarrangements or contingencies.

3. The annual salary.

4. The immediate superior, department, and rank.

P. The appointee will sign both copies of the appointment letter.
He will retain the origina?. and transmit the other to the dear}.
The dean's office will record the date'received on his chrono-
logical file copy and forward_the signed copy to the academic
vice president's office. The academic vice. president will pre-
Pare a payroll rosten for the controller before-the end of the
first week in August.

O. An appointment is ndt consummated until a signed copy of.the.-
appointment,letter is deposited in the academic vice president's,,,,
office.

R. The appointment-letter wVirclearly state the time liMft within 'c
which the appointee must sign and return the letter. Should
this time limit expire:, the offer is voided. Normally, the time
limit will be not more than two weeks from the date of the
letter, which "Will be sent air mail.
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S. Once the candidate has returned his signed appointment letter,
the dean should take the following action (see the Standard
Follow-up letter):

1. The dean should send the new appointee two copies of the
Faculty/Administration Biographical Data Form. Both copies
should be returned to the dean, who should retain one copy '

and send the other to the academic vice president's office.
o

2. At the time ,the dean sends ,the new appointee the Biographical
Data form, he should also request a glossy photograph. The
dgadline for return of both items is two weeks.

3.Crhe photograph' and a photocopy of the Biographical Data form
should be sent by the dean to the director of the news bur

.

reati together with any written comments the dean wishes to
make on the appointment.

4. Press announcements for appointments up to and including
chairman are to be made by the vice president for Academic
Affairs. Press announcements for positions higher than
chairman are to be made by the president.

5. The dean is to send the new appointee a "Housing Needs" card,
indicating expected time of arrival, marital status, number
and,ages of children, etc. The appointee is to return this
card to the faculty housing office, which will notify the
academic vice president's office of the indicated. arrival
date.

6. At the time the new appointee consults with the controller
(or director of business affairs) benefits, he

'offill, out two copies f an " al" card on which he
can record his new Alfred home and office'addresses and
phone numbers. These cards should be sent to the appropriate
dean's office and to the academic vice president's office.
Such cards should be sent to the indicated offices within
two week's but not later than the first day of classes,

T. Once the dean has handled the matters describe& in 5. above,
the chairmasnshould handle all further correspondence with the
new appointee.

NOTE: Where appropriate, the above procedures, for the recruitment
and initial appointment o acultywill also apply to the re-
cruitment and initial ap tment of administrative peisonnel.
The chief differences in appointment of the two categories
of personnq. are that facult are appointed for a nine-month
Period (approximately Septa er 1 -r June 6) and are eligible
for tenure, while administration areappointed for a twelve-
month period (July .1 June, 30) and are not eligible for
tenure. See the sllecial reMarks on administrativt appoint='
ments (p. 89 of this HandbOok.)
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II DOCUMENTS RELATED TO RECRUITMENT AND INITIAL APPOINTMENT OF 'FULLL
TIME FACULTY -

A. Pdlicy On Payment of Interview Expenses

Interviews should be arranged by the departmental chairman with
the approval of the academic dean. No candidate should be in-
vited for an interview until cleared -with the dean.

The University, will cover the cosU of recruitment interviewl
subject to the following conditio

1: Travel by public carrier or p e automobile

-a. Expenses incurred for travel within the geographical area ,

including Maine is the Northeast, North Carolina insthe
South apd St. Louis and Chicago in the West will be '

covered by the University-'without special authorization.

Or b. Reimbursement for travel beyond these geographical limits
special approval from the academic dean. ,

°

c. To discourage 'shoppers" from areas outside the above de-
fined geographical limits, it may be helpful. to suggest
to the candidate that the University will agree to Cover
50% of his expenses outright, and the remaincAr if the
,interview results in an appointment. Should this arrange-
vnt appear to jeopardize th'e chance of securing the ser-
dices of a highly qualified person, the master should be
discussed with the academic dean before the proposition
iskpresenttd to.the candidate in question. 0

d., When a University vehicle is not available, faculty mem-
bers who use their automobiles to provide transportation
for candidates will be reimbursed at the rate of ten
cents per mile. ,?

e. Candates who travel Icy anto will be reimbursed at the
.rate.of ten cents per fdle.

f. If the cost of auto travel exceeds that of plane or other
appropriate public carrier, the candidate will be reim-
bursed on the basis of the latter.

g. As a .general orinciple, candidates will be asked to travel

by art- coach or equivalent. However,. deans may deviate
from this principle when it seems necessary.

h. Sometimes it is appropriate to advise candidates to rent
a car and drive down from the Rochester or ELmira 4irport.

2. Room

When the Reynolds Street apartment is.unavailable, the Uni-
versity will pay for overnight acCOmmodations at the
Squirtel's Nest Motel or similac quarters.
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3. Meals e

The University will cover cost of meals for the candidate,
and one meal for key faculty participating in the interview.
Where the total expense for meals is expected to exceed,
;330.00, arrangements should be cleared with the academic
dean. Where appropriate, meals may be charged at the Cam-
pus Center by the chairman or his representative.

4. HouSing
. -

a. With the faculty hou'sing offieer's aid, chairmen should
identify available hoUsing (University -owned or other-
wise)and be sure that the candidate inspects same duringhis visit.

b. Because of the special Alfred environment, deans should
encourage candidates to, bring their spoupe for .the inter-

, view, (unless spouSes are already familiar with the Alfred
area). This principle should especially apply to stra-
tegic appointments_or these at the upper two rdiks.
Where spotses accompany the candidate for the i terview,
(a) the University will underwrite the spouse's xpenge6
on the same basis as the candidate's; (b) the de 's,or--=
chairman's spouse should Make plans for the enter inment
and orientation of the candidate's spouap.,_ --

Any significant deviation from these guidelines must haye the
approval of the'vice preaident,for academic affairs. /

Recommended by Deans Council, October-November,-1967
Approved by President, January, 1968

,Revised by Provost, August,,1973

.III PERScNNEL OTHYR THAN FULL-TIME FACULTY

A. Part-Time Faculty (less than twelve teaching hours)

1. Each chairman should build a reservoir of potential part-
time appointets who can be drawn on swiftly in emergencies.

. 2. A part-time appointee is to have the title of Lecturer in
No other title is permissible except after

clearance with the president.

3. The maximum hourly rate for lecturers should be restricted
to Ph.D.'s with some expeiience. Where the appointee Lacks
the Ph.D. and/or teaching experience, the rate shoUld be
the minimum. All new lecturers will be appointed at the
same rates used in Summer School based on his credentials.

o
.

'4. The appointment letter is to be written by the appropriate
dean, after clearance of the appointee's qualifications and
pay rate by the vice president for acadeMic affairs. The
appointment letter is to foll,ow the format of the sample
letter. As this sampfTe.letter-indicates, no lecturer is' to'
be appointed for more than one year at a time.; the appoint-
ment is contingent on enrollment.
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5. Two copies of the appointment letter should be sent to the
appointee. One signed'copy should be returned. The signed
copy of the appointment letter, together with the biograph-

. ical data, are to b, sent to the vice president for academic
affair's office.

B. 'University Administration (Non-Academic Areas),

1. The 'appropriate vice-President will send recommendations
foerlreplacements or new positions, with supporting data,
to the president in early

2. If the president authorizes the position, the vice. presi-
dent and the president will jointly decide whether it is of
sufficient importance to warrant presidential interview/

3. If the p6s,ition is autorized,,the vice president is free
sto work within the stipulated salary framework. Deviation

m this framework requires presidenkal clearance.

4. Int(rviewees will be given the University Faculty-Adminis-
tra ion Handbook, which contains many policies applicable
.toedministration.

5. Appointment letters tor University Administration, outside
of cademic affairs, will be cleared with the presidentvia
the nistrative Contract Data. Sheet. When the appro-
priate vice president receives back an approved copy of the
Data Shee may then issue an appointment letter.

6. Follow-up proc dures are the same' as with faculty.

7. Appointees must file h record of a satisfactory physical'
examination with the University Physician not later than
one month before assuming office.

C..Ceramics Administration (e.g., Director of Business Affairs"')

I. The recruitment and, appointment of such administration will
be handled in the same manner as faculty.

2. Atthe beginning of the recruitment process, the Ceramics
dean and the academic vice president will consult with the
president td determine whether the position is of suffi-
cient importance to warrant presidential interview, or
interview by some other member of administration.

3. Appointment letters for Ceramics administration will be
cleared with the academic vice president via the FactrIty
Contract Data Sheet. When the Ceramics dean receives back
an approved copy of the Contract Data Sheet, he may then

issue an appointment letter. The standard appointment
letter for University administration is appropriate fbr
CeraMics adminisrative personnel.

ii

4. Follow-up procedures are the same as wPth facIty.
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'D. Ceramics Post-Doctoral Fellows and Technical Assistants

1. No higher clearance is necessary; the appointment letters
need not state "With the approval of the President."

2. However, a carbon of the appointment letter and biographical
and other relevant data should be sent to the academic vice
president's office. Persons in this group are included in
presidential social invitations.

E. Graduate Fellows, Graduate Assistants, and Graduate Teaching
Interns

1. Graduate assistants are appointed by the Dean of the
Graduate School.

2. No higher clearance is needed for such appointments, nor
should any individual biographical material be' sent to the
academic Vice president's office'in connection with such
appointments.

P. Seretarial and Clerical Staff

(For the Ceramics'-College, the Director of Business Affairs'
game should be substituted for the Controller's in the state
dents below.)

1. Requests from vice presidents for new secretarial positions
for'the next fiscal year will be made at the time such
officers submit other personnel regues'ts for the next fis-
cal year--i.e., in October. Vice presidents may need
supplementary requests later in the year (July-August).

2. After considering tip total budget picture, the president
will send to the controller (through the financial vice
ptesident) any'autytorizations for new secretarial or cleri-
cal positions as Rart of the total budget authorizations.
The appropriate vice president will simultaneously be in-
formed of the prOident's decision.

3. F'or any given neW secretarial position, the controller will
, u screen and.testiall applicants to determine secretarial

competence. Those whom he judges acceptable will be sent
to the'appropri'ate supervisor for interview. No applicant
will be appointed who is not mutually acceptable to the
aontroller and1 tl-u, prospective supervisor.

4.. The controllet will determine all initial matters of salary
or part-time rate. Prospective supervisors may discuss the
general salary range for secretaries, and may privately
recommend a salary to the controller. However, prospective
supervisors should avoid committing the infsti,t-ntion to any
specific salary. Only the controller may hake such a
commitment.

5. Once the applicant is appointed, the controller has the
responsibility for briefing the supervisor as to mechanics
of payment.
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6. Authorized new secretarial poSitions will normally 'take*
effect on September Of the next fiscal year. All clerical
and secretarial employees are hired for a three-month pro-
bationary period, after which their merit is judged jointly
by the supervisor and the controller, and a decision is
made as to permanent employment.

7. Current Secretarial positionq may be filled at any time,
after consultatiori with the controller. e

8. Supervisors should be Careful to.stress that the ultimate
responsibility f hiring secretaries lies with the con-
troller.

9. The controll is,to supply the supervisor with the salaries
'(or part- 'm ,rates) of all secretaries or clerical aides
under tha articular supervisor's jurisdiction. The
superviso is to keep this information in the strictest *5

confidenc
.

10. In the springtime, after faculty-administration increments
have been tailed, each supervisor is to send to the con-
troller, on the form provided, ratings and increment re-
commendations for all the secretaries under that super-
visor's jurisdiction.

11. Within the budgetary limitations imposed on him, the con-
troller will seek to honor such recommendations, unless,his
own estimate of the secretary is contrary to the recommen-
dation. In such an instance, the supervisor and the con-
troller will confer in order to reach a mutually satis-'
factory estimate of the secretary's worth. Should they
ultimately disagree, then the final responsibility for
determining secretarial increments in any given year (sub-
ject to the president's final review of the total Univer-
sity budget) lies with'the vice president, for business and
finance.

12. Once a secretary is assigned to a SuPervisor,' the pecretary
becomes essentially the employee'ot that supervisor. He
determines her specific duties,/and she is responsible to
him for the performance of those duties. Accordingly, no
secretary is to be withdrawn from a supervisor, pr shifted'
to another position, unless the supervisor approves after
pripr consultation. Exceptions to the foregoing could be
justified only by budgetary problems, or emergencies, or
the request of the employee.

Approv,ed by the Deans Council October, 1967
Approved by.President =- NoVember, 1967
Revised Version Approved by President -- September, 1971
Effective date Revised Version -- September 6, 1971
Revised by ProVOst -- August, 1973.

Dean' and Vice Presidents may obtain appropriate forms from the Pro-
vost's,Office. These include: A.A. Recruitment Check Sheet, Faculty
or Administration Contract Data Sheet, A.U. Biographical Data Form,
and copies of any of the standard contract and fallow-up letters.
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NEW YORK STATE COLLEGE OF CERAMICS
at ALFRED UNIVERSITY

BY-LAWS OF THE FACULTY

Preamble

The purpose of these By-Laws is to provide an organization through
which the Faculty may effectively discharge its responsibilities in
the conduct of the College's program of instruction and research.
In the governance of the Faculty, these By -Laws are supplementary to,
and consistent with, the By-Laws of the Board of Trustees of Alfred
University and have been drawn up with due regard to.the Policies of
the Board of Trustees of the State Universityof New York.

Article I - Membership and Function

The Faculty of the College of Ceramics shall consist of the
P4esident and the Academic Vice President of Alfred University,
the Dean of the Graduate School, the Dean of the College, of
ficers of the college administration holding academic rank, the
professional librarians of the college and all member-64ot the
teaching staff, exclusive of student assistants. Emeritus and
part-time faculty, post-doct6ral fellows; and those serving
temporary appointments of less than one academic year, are con-
sidered faculty but without voting privilege. College admin-.

0 istrators without academic rank may attend faculty meetings as
observes. At the Dean's discretion, and after consultation
with the faculty, other persons may be invited to faculty
meetings. s

Article II Officers

Section 1 - The Officers of the Faculty

1. The Dean of the College shall be the Chairman.
2. The Chairman of the Faculty Council shall be the Vice

Chairman. .

3. The Secretary of the Faculty shall be a member of the Faculty,
eleted by the Faculty.

Section 2 - Duties of the Officers

1. The Chairman shall act as presiding officer-of the Faculty
meetings and shall call such meetings of the Facult r as are
necessary for the.conduct of business. He shall al, o call
meetings of the Faculty when requested by the Facu ty Council
or as otherwise provided for in these By-Laws.

2. The Vice Chairman shall preside at Faculty meetings in the
absence of the Chairman and at such times as requested by the
Chairman.

3. The Secretary shall take)minutes of the meetings f the
Faculty.and present copies of these minutes to al members of
the Faulty andeshall maintain a permanent file of the minutes.
The minutes shall include a record of the number Of Faculty
present at meetings.
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' Section 3 - Election of Officers

1. The election of the Vice Chairman shall be as provided for
in Article .IV.

2. The election of the Secretary shall be by a majority vote.

Article III - Meetings of the Faculty

Section 1 - Meetings

Meetings of the Faculty shall be held monthly.

Section 2 - Special Megt.ings

Special meetings shall be called by the Chairman at his dis-
cretion or when requested by the Faculty Council or by petition

.of 30 of the Faculty.

Section 3 - Attendance,

Faculty shall have a responsibility to attend all meetings of
the Faculty and when, for just cause, attendance is not pos-
sible, shall inform the Chairman that they will not be present
and state the cause.

Section 4 - Rules of Order

The meetings shall be conducted in accord with recognized
parliamentary rules of orddr to the best ability of those
present.

Section, 5 - Quorum

1. A quorum of the Faculty at regular and special meetings shall
be one-half of the Faculty.

2. A quorum at meetings at which elections are held or meetings
pertaining to amendments to these By-Laws shall be two thirds
of the Faculty.

I

ArtiVe IV - The Faculty Council

Section 1 - Organization

The Faculty Counci-1.- shall consist of four representatives
from the Faculty. The Dean of the College shill be an Ex-
Officio member. The members shall be elected in April. Two
members shall be elected each year to serve two years. Va-
cancies' occurring between elections shall be filled by an
election by the Faculty.

The Chairman of the Faculty Council shall be el6cted by the
Faculty from the four members.of the Council. The Secretary
of the Council shall be appointed by the Chairman. It shall
be the duty of the Chairman to prepare. agendel-call and con-
duct meetings, report to the College Faculty, and otherwise!,
exercise the will of the Council. It shall be the duty of
the Secretary to record the minutes of the Council meetings
and report them V:, each council member at least two days
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prior to subsequent meetings. lie shall also keep a' complete
tile 9f the years' minutes for the succeedirtg Secretary such
that there shall be a continuous record or history of work
done 'by the Council over the years.

Section 2 - Purpose

The purpose of the Faculty Council is to represent Faculty
interests to the administration and-to serve as a liaison
committee between Faculty and Administration.

&
Section 3 -

The Council shall: < ' ft .

a. Serve in an advisoly caildcity to the Dean and the Faculty
of the College, d6pecially in ppotters'of governance, assigh-
merit pf responsibilities to faculty ykommitkpreparation
of faculty meeting ages4;hadriih the evlildStion of inter-
nal,Rroblems as W,ell.da, those of our relation to other
divisions of Alfred

b. Report to the Faculty gNor,ensular intervale..-2

c. Represent the Faculty of the College 'Of Ceramics in the
University Council.

d. Act as a Grievance Committee. The committee shall estab-
lish procedure for the hearing and resolution of grievances
presented to it by individual faculty members an matters of
personal or professiopS1 concern.

Section 4 Minutes

The Minutes of the meetings of the Faculty Council, shall be
made'available to any facultx.member upon his requbst.

Article V - SUNY Faculty Senator and Alternate

Section 1 -.Function

,.The Senato Shall represent the Faculty in,the FacUl0 ,Senah'6:
of State iversity of New York. The Alternate shalL4ierforM
these fu tions in the absence or incapac4y of the' Snator.-

Electipn and Term,Section,2

The S nator and Alternate shall be elected in A .1.1by secret
ball t from two oromore candidates for a term of tilfee years.
The enator may succeed, himself for one three -ye ,term but
th41 is ineligible for re-election for one year.' TAO term of
ttte Senator shall begin on July 1st of the year Of 11.,IL elec-
tion. The Alternate representative shall serve fob Vie same
terms as the Senator for whom he is alternate,

v;, 5.

1, 2
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Section. 3 - Vacancies 4

In the event that.a Senator is to be away from the campus on
Leave of absence for a period in excels of one academic year,
the Faculty will hold another ejrction, to fill his .unexpired

in the same manner as the original election. The fore-
going provisipn would also Apply to the case of a vacancy of
similar duration in the position of Alternate. In-the ev t

that/ both the Senator and his Alternate are simultaneousl
away froM the campus on sabbatical or other leave of abse ce
for a period in excess of .four months during the academic
year, the Faculty will hold another election to.fill the un-
expired terms.

Article VI - Faculty Committees

Section 1 - Promotibp and Tenure
e

1. Membership - The Committee shalrconsist of two members.* the
faculty of the Divisionof Engineering and Sclence, two members
of the faculty of the Division Of Art and Design, one ember
of the faculty of the Library of'the College of Cer cs, the,
Assistant Dean of the College of Ceramics,: and 'the can of the .

College of Ceramics. Of the five non-administrative faculty
members, at least three shpll be full professors on tenure, and
all shall be tenured. Divis'iari-3 and the Director of the
Library are 'not eligible for membership. . The Assistant Dean
of the College is a non-voting member of the Committee. The .
Dean ofuthe College is not eligible to chair t'he Committee and
may vote only in the event of a tie.

_2. Function - The Committee shall advise the President of Alfred
University with regard to the recommendations of the Division
Heads ana the Director of the Library concerning the proMotion
and tenure of the faculty. The ,recommendations of the Commit=
tee are to be transmitted to the President by the Dean of the
College over the signatures of the, voting members of the
Committee.

3. The Promotio and Tenur Committee is designated as the faculty
committee wht h is adv ory tom the Dean of the College on mat-
ters of sala adjust ents, including merit increases or dis-
cretionary in eases, and other matters affecting faculty re-
muneration, in the light of recommendations received from the
Division Heads and the Director of the Library. ,

.

f the faculties of floe Art
and Design and engineering and Sc ience,D ons, one each
shall be elected\each year, and one-meMber o the faculty of
the Library shall be elected on alternate years, by the College
faculty, each member to serve a.two year term.

Section 2 - Lofig Range Planning

1. Membership - The Cbmmittee shall be composed of the Assistant
Dean, Division Heads, 'one 'faculty member from each division, /
'who is presently serving on the curriculum and teaching commit-
tee (to be selected by the Committee on Curriculum and Teach-.
Ong), one student from each division, the Director of the college
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of Ceramics Librapy, and the Director of Supporting Services.
The Dean shall b an Ex-Officio member. The Assistant Dean
shall be Chairman of the Committee.

2. Function - The Committee shall be an advisory group to both
the Dean of the College and the Faculty and will consider sub-
jects relating 'to the long range future of the Col -lege. These
will include new academic programs, research, Enrollment pro-
jections, personnel requirements, facilities, etc. The Commit-

1 tee willprovide-a means ?or coordinating activities with the
long range-plannin' Committee of Alrred University.

Section 3 Research C ittee

I. Membership,- The Committee shall consist of the Director of -

Research, the Assista t Dean, two elected members of the faculty
and two graduate stude ts. 4One Faculty member shall be elected
each'year for a two-yea term.
4 _

2. Function The Committee shall be familiar with the, research
program of the -c6llege an advise the Director of Research and
the Faculty on tlw improv ment and implementation of the re-
search program of the coll,ge.

Section 4 - Library Committee

1. MemberShip - The Committee sh 11 consist of the Director of the
College of-Ceramics Library, he'',Director of Herrick Memorial
Librar , four elected members f the Faculty,7 two students, one
a grad ate student, and the As stant Dean, EX-Offici . Two
faculty members shall be electe by the,Engineering-Sc ence ,!

Division and two by the Art and esign Division, each t serve
a two year term.

2. Function - The Committee-shall serve as an'advisory committee
. to thy' Director of the College of Ceramics Library on the
holdi gs of the library.

Section- 5 Curriculum and Teaching

1. Members ip The Committee shall consist of three faculty mem-
bers fr m the Division of Art and Design, three from the Divi-
sion of ''hgineering and Science, one Librarian and one student
from eac ,division.

2. Function The Committee shall have the responsiOility for the \
approval o course outlines and setting up of credit levels
for course . Approval of curricular changes will be made by
this &um tee after recommendation by the diiision concerned.
The new cur iculum will then be Circulated to the Faculty of
the College who could override the committee approval at the
next faculty meeting. The Committee shall make recommendations
tO the Colle e and/or division faculty in matters of instruc-
tional innov tion and teaching pracpices.

3. Election Ea .h division shall elect one represepkative each
year for a th e-year term. A student enrolled in each divi-
sion, will be s lected to serve one year.
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Section 6 - Publications Committee

1. Membership - The Committee shall consist of three members of
the Faculty':

2. Function - The Committee shall meet as tequired to consider
any matter involving the publication of the Cbllege, their
improvement and frequency. .

3. Appointment - The Committee shall be appointed by the Dean of
the College.

Section 7 - Nominating Committee

1. Membership -.The Committee shall consist of three members of
the Faculty,elected at a March meeting of the Faculty.

2. Function - The Committee shall prepare a slate'of candidates
as stated here, obtain the permission of the candidates, and
dtstribute this slate of candidates t the Faculty at least
o e week prior to the date of the April election meeting of
the faculty.

The Committee shall-furnish nominations as follows:

Faculty Council: Two candidates shall be
position open on the Council.

t d fpr ea

Secretary of the Faculty: One candidate shall be nomi

Faculty Senate: Two candidates shall be nominated for Faculty
Senator in the year that election is required and two candi-
dates shall be nominated for Alternate Faculty Senator at the
same time.

Promotion and Tenure Committee; Two candidates from the Art
Division and two from the Engineering-Science Division shall
be nominated to fill the one vacancy in each division which
will occur each year.

Research Committee: One candidate shall be nominated for the
open position on this committee annually.

0. it should be understood that the Nominating Committee should
not hesitate to nominate one of its members when it feels that
'th omination is appropriate.

Section 8 - Electiona in Committees

Each c ittee shall elect a Chairman and a Secretary from its
member hip unless these officers are designated by the By-Laws.

Section 9 - Division Elections

Each Division shall annually elect one faculty member from the
Division to serve a two-year term on ple College Library
Committee.
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Section 10 - Ad-Interim Committeemen and Officers

The Chairman of the Faculty Council may, with the advice and
consent of the Council, appoint ad-interim officers or com-'
mitteemen to carry on any business of the Fatuity which may
arise during the summer vacation period, when elective officers
or committeemen are not available.

Article VII -,Elections
-

Section 1 - Term of Office

The term of office for all elective officers shall be for one
year, September 1 to AUgust 31; unless stated otherwise in the
By-Laws.

M1

Section 2 - Vacancies

When an officer or member of a committee wrikll_be absent from
mthe campus for more than one semester, the positpositii may be

filled by election at any facdlty meeting.

Section 3 - Eligibility

'AlLnominees for election to faculty offices must be Members
of the Faculty.

Section 4 - Elective Procedures

1. After the slate of nominees has been presented by the Nomina-
tion Committee, nominations for all offices will be accepted
from the floor.

2. Any regularly nominated candidate for office of the Faculty
shall be declared elected to fill the office when he receives
the majority Vote by secret ballot of the faculty present.

3. In case of a tie vote, election 'shall be declared by lot.
. .

P4 Officers may be nominated and elected at the same Meeting'idf
the Faculty.

Article VIII - Amendment to the By-Laws

These By-Laws may be amended by a two-thirds vote'of the Faculty at
any Meeting having the two-thiHs quorum of Faculty preseRt. Amend-
ments.should be read at a Faculty Meeting at least one month in ad-*
vance of the meeting at which they are voted on.

'Adopted by Faculty,-'May 24, 1965
Amended by Faculty - April 16, 1967

Amended by Faculty - December, 1970 - ,February, 1971

Ap roved by President Miles - Apr4.1 30, 1971

Atended by Faculty (Article VI,. Section 1) - March 22, 1973'
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ALFRED UNIVERSITY SCHOOL OF NURSING
By -Laws of the Faculty

Preamble

The purpose of these By-Laws is to provide an Organization through
which the Faculty may effectively discharge its responsibilities in
planning and implementing the educational program of the- School of
Nursing. 1

Article I - Membership and Function

The Faculty of the School of Nursing shall consist of the President
of Alfred University (Ex-officio), theDean of the School of Nursing,
,andIalA members of the teaching staff. _Other officers of adminis-
tration may attend meetings of the facqlty of the school withOut the
voting privilege. Seudent representatives, as elected by their re-
spective classes, shall attend those meetings or portions of meetings,
as deemed advisable.b Y the facility with the priVilSge of contributing
to discussion but without the voting privilege. The faculty shall
have jurisdiction over the.educational-affairs-d_l its own school in
accordance with the accepted policies of the school and of the
sOniversity.

Artible II.- Officers

Section 1 The Officers of the Faculty'

1. The Dean of the School shall' be the Chairman.
2.. The Secretary of the.Faculty shall be a member of the Faculty,

elected by the Faculty for a period of no longer than two
years.

3. The PArliamentarian shall be &member of theFaculty, appointed
by the Chairman.

Section 2.- Duties of the Officers

4 1. The ha'iman shall act as presiding officer of the meetings of
th F silty as is necessary for the conduct of business.

2. Th Secretary shall take minutes of the meetings of the Faculty
and present copies of these minutes to all members (at least

/10'slays before the next meeting) nd shall maintain a perma-
nent file of the minutes. The min tes shall include a record
of the members present at meetings.

3. The Parliamentarian shall be respon ible for maintaining the
meetings within the general framework of Parliamentary
procedure.

Article III - Meetings of the Faculty

Section 1 - Meetings

Meetings of the Faculty shall be held monthly.

Section 2 - Special Meetings
/

Special, meetings shall be cal ed/ by ehe Chairman at her dis-
cretion or when requested By petition of.-30% of the Faculty.
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Section-3 - Attendance

1. Faculty shall have the responsibility of attending all meetings,
and when, for-just cause attendance is not 'possible, shall in-
form the Chairman and state the cause.

2. Student representatives shall be present at.those meetings or
portions of meetings which the-Faculty deem advisable.

Section 4 - Rules of Order

The meetings,shall be conducted in accord with recognized
t parliamentary rules of order to the best ability of those
present.

Section 5 - Quorum

1. A quorUm of the faculty at regular and special meetings shall
be one-half of the Faculty.

2. A quorum at meetings pertaining to.amendments to these By-Laws
shall be two-thirds of the Faculty.

S ction 6 - Voting

When a quorum is present, as described ii Section 5, a majority
of the votes, cast is sufficient fot the adoption of-any motion
that is in order, except those which, according to Robert's

,Rules'of Order, reguir4 a two-thirds vote-.
4

Section 7 - Agenda

There shall bean agenda for each Meeting of the Faculty,
copies being distributed to each Faculty member. t least ten
days before the regularly scheduled meetings.

, l
,

ticle IV - Committees .

Section 1 - Standing Committees

1.' Student Progress Committee %
This committee shall 'concern itself...with standards of admission
and evaluation of.student progress, including consideration of
special problems.

i

2. Curriculum Committee
' This committee shall `Concern itself with curriculum develop-
. ment, revision, aad implementation.

3. Committee on Promotion and Tenure
..,,This committee shall function within the framework (4.-Bniver-

sity policy regarding said committee.
4. Program Committee .

This co "ttee shall concern itself with professional, cultural,
and gocia programs for faculty and students.

,Section 2 - Ad-hdc Committees

1. An Ad-hoc CoMmittee shall be app ointed at any time by majority
vote of the Faculty, to deal with,a specified special project.

2. All reports of such committees shall be submitted to the Faculty
and Shall be subject to the approval of this body. 2
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3. An ad-hoc Committee stall be considered dissolved Without
Special action of the-Faculty as it presents its final report
on the project assigned to it. '

4

Section 3 - University Cpuncils and Committees

'AB members of the Faculty of the School of
be the responsibility of each, as,elected or appointed, to

serve On appropriate University Councils and Committees. -

.4

Article V - Amendment" to the By -Lasts

These By-LaWs.may be amendeaby a two - thirds voe of the Faculty at
-any.meeting having the two - thirds quorum of Faculty present. Amend- .

Ments'should be read at .aFaculty meeting or submitted in writing to

all faculty members at least one month in advance of the meeting at

which theyare:voted on.

Revised and, Approved May, 1968

(
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