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) - . a
ORGANIZATION .

Composition and functions of the BOARD OF TRUSTEES

v

Alfred University was incorporated by special-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 pur-
pose of promoting education by cultivating art, literature, and °
science." It was further provided that the Corporation 7 411 have
power to receive and hold propérty, real and personal, . hd to sgll
or- othérwise to’dispose of same for the objects"” of thi3 Corporation.”
The Corporation is, therefore, the entity which has .legal responsi-
bility for the life of Alfred Univergity. Copies of the Charter and
the By-Laws of the Board of Trustees are On reserve in the library.‘ 3\
€ M 4
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 Unjversity, 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, and assjystant sec-
retary, and treasurer of the Corpor 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 elecyion 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 apove) and in the Educ-
ation Law of the State of New York. The Board "also exercises those
powers with respect to ate University of New York College of

Ceramics at Alfred University as are statéd 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

w
standing committees:

o

Elected Appointed
Y .
. Executive ’ #gnance ..
Investment aculty/Curticulum

Development Student Affairs

Y
Ad-hoc committees are appointed from tim
problems. The Board of Trustees fu i-ads between meetings through

the Executive Committee which may "&xercise all powers of the BEard

to time to deal with special

except that it shall not sell, gran lease, or mortjage . . . fny
part of the University campus, nor s all it grant any easement there-
in unless specifically authorized in hdvance by the Board to do so.

-

ERIC . | L

9




' Subject to the provisiohs of the Education 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
‘ Commigpee reports its proceedings at each regular meeting 6f the

Board!: v’

THE PRESIDENT .
The President of the University shall be elected by the Board of
Trustees. to serve at the pleasure ¢f the Board. He shall be directly
responsible to the Board for his acts and shall make a report and re-
commendations to. the Board ‘at its regular meetings. The President
shall be ’the principal educational officer of the Univérsity and
shall generally direct and supervise its educational programs and
“activities. He shall be the chief executive of the pniversity
and shall mahage jts propertv 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
K and between the students and the Board. He shall be the representa-
R tive of the trustees and the faculties of the Uni ersity at all Uni=-
’ versity convocations and on other public occasions. The Bresident,
Sy or Chairman of the Board, shall sign all diplomas or certificates and
he shall confer all authorized degrees. He shall Bw: 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; mefbers 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 gpproval of.
tire Board, and they shall each be responsible to the President in the
performance of their duties, viz: ’ . .
- - X D L. i

(a) vice-President for Academic Affairs who may also. be tHe Provost,

2 .

(b) vice-President for Business and Finance who may also be the
Treasurer of thp\UniquSity.

(c) vice-President for University Relations. .

(d) Vice-President for Student Affairs,

The Vice President for Academic Affairs

. ' 0y
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 43 those matters pertaining to the fa-
sculty 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 accomplighed via the Vice Presi-
dent for Academic Affairs. . R \

El{‘l‘fc B "‘1; N 1.0
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In addition to the Detans of the College, the 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. -“

"

Whilé 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 who ‘functions as the chief Unlver51ty offlcer.
)

The Vice President for Business and Finance

Operates as, the Chief. Business Officer of the UnlverSLty. He is re-'
sponsible for,the administration of the flnaﬁces, 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 essentlal bu51ness services and
facilities. L.
Personnel policies -- non-acddemic personnel.
Administration of benefits.
Auxiliary services. . .
Purchasing.
University owned buildings and grounds. o

s

The Vice President for Uhiversity Relations
SuperVLses management of several admlnlstratlve departments. Such
supervision includes:

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

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

3. Personnel decisions within the division. .
: © * L]

The departments and a brief description of thelr operations are:

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

2. Alumni Office - Provides communication between campus and”&lumni-
individually and in groups. .

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

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

- ‘
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ﬁﬁmlsSLOns Offlce - Admi€s all .new students to the’ UnlverSLty.

6. Financial Aid Office.

The Vice President for Student Affairs

&
-
P kil

tias administrative respon51b111ty for the operatlon of’:

+ The Health Center.

The Counseling Service.

The Placement Service.

The Student Affairs Office.

The Roqers Campus Center {except food service and the PUB).

The Residence halls program and operation (except maintenance
v, » 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-@ontact work with faculty,
students and staff, there are some specific job responsibilities which

are presently associated with this position such as:
. 3

-

o

. . Fraternity Affairs. o .
Monitoring the Student Judicial System. ol - :
Selective Service Registrar and A@ylser.
Foreign Student Adviser. .
* Counselor for Rehabilitating students and those Vlsually ltandi-
capped.

v

Provos the follow1nq chain of command deter-
.the Dnﬂver51ty is in charge. T '

Liberal Arts, Ceramlcs, or Bualness Adm;nlstra— N
been in the Déan's Office the greater nuiber
of yeark. % -,
2nd. That Dean'f Liberal Arts, Ceramlcs, or Business Admlnlsgra—
tion who has been in the Dean' s Office the 2nd greatest 3%
number of years. -,
3rd. That Dean of Liberal Arts, Ceramics, or Buginess Administra-
i * tion*who has been in the Dean's Office thg lesser number
- of years. Y °
. 4th. Graduate Dean.

THE FLULTIES ¢

The faculty of each college and "school of e University shall consist
of the\ President, the Vice Pres;dent for MNcademic Affairs, the Dean,
offic:>q of administration wi academic /rank, ahd all members ‘of the
teaching staff‘ exclusive of i

e d
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N

part-time or temporary appointments. Other o%ficers“of administration
may attend meetings of the faculty of each college ©r ‘school without
the voting privilege, Emeriti may attend ‘faculty meetings without
‘vote. The Dean of each tollege or scheol shall be "’ e.chairman of his
== faculty.and shall preside at all faculty meetingsi. Under the direc-
tion and Tupervision of the. Dean, the Vige President for Academic
Affairs, and the President of the University ang@ subject to the appro- .
val of the Board, each faculty 'shall have jurisdiction over the educa-
tional agfairs pf its own college or school. .~ . x
¢ Theé *University féﬁylty shall.’consist .ofr the President, the Vice Pres-—
ideng for Academic’ ffairs, .the Deans of -the colleges and schools,
*officers of adminis%gation with.academic_rank, librarians, and all
members of the teaching staff, exclusivé of student assistants, an

* those’serving on part~ti

or temporary’ appointments.

Other offj

of administrati
voting privilkeg
attend faculty m

wi
chajrman of the Un'V’e;si&

megtings. Under

may attend meetings of the faculty, without &
at the discretipn of the* Predident. Emeriti may
tRngs without vote. _The President shall be the

ficulty and shall presidd at all faculty
direction and supervision of the President bf

«thd University and jubject td

the approwal of the Boad, the Univer-

sity faculty shall hjve responsibility

ational programs of

for the conduct of the educ-

e ’University inq?far as theSe involve matters
st

of* concérn’ tp’ all cglleges and sghoolst of the University. O
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. . i COMPONENT EDUCATIONAL UNITS

The component ¢ducational units of the Universit$ are: Herrick
*Memorial Library; College of Liberal Artsc 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 détail on page 71. . . K
. . COLLEGE OF LIBERAL ARTS/ - ' L . .

The College of leeral Arts plays a central role in the, UnlverSLty.

‘Students from all ‘of .the other units take their non- profeSSLOnal

courses in the Liberal Arts College.

. The¢ Liberal Arts College offers to lts wwn students .the opportunlty
of studying the humanities, the natural sciences, .the social sciences, .
mathematics, and the perfosming arts; in either survey or depth.

COLLEGE OF CERAMICS . . ; B
The’ College was cqeated in 1900 by an agt of tha New York State Legls-
., « lature for the purpose of advan&ing the art and science of ceramics,
It has maintained leadership in the field of ceramics education since
. that tlme, -FThe Coflege has since its beglnning offered programs
leading to the Bachelor's degree “id”teramic englneerlng, ceramic
* science, and ceramic art.: THé:program leading to the B. S. - in glass
.was initiated in 1932 as was the M.F.A. degree in design. The first
b Master of Science degree was dranted in 1933 and the.flrst Ph.D.
: degree in 1958. - ¢
Although receiving by far the greatest majorjty of -its financial
~ support from the State of New York, the College of Ceramlcs operates
under the policies of. Alfred University. Students enrdlled in the
College participate fully in alll areas of University life. Further,
. the faculty and staff of the College are represented in the .several
: facets of the UnlverSLty communaty

Students enrolled in the College of Ceramics reglster Qn. an equal
~=basis with dther students for certain required 'and elective courses
. offered by the faculty of the College of Liberal Arts. Conversely,
e ‘'students enrolled in the College of Liberal Arts and the School of
) NuYSLng 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 Wthh
- ' started in 1943. A four-y®ar baccalaureate program was begun in
’ 1946, and the prej?gx school w1th 4 Dean was established in' 1953.

;ﬂ The program is destignéd “to serve both thé new high school graduate
- and the Registered Nurse who wants™“to earn a baccalaureate degree
for' personal and\profeSSLOnaljadvancement. N \

. : . . \ . .
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1
.Students use all lib ary, laboratory, and classrgom facilities of the
University. " They live 'away from the campus Huring the, junior year, *
devotlng this period to clinical experience in selected health agen-
. Ciles in the urban arey , 3

°

Upon completlon of %he program, the‘graduate is awarded a B.S. degree
with g major in nur51n¥ and 1is quallf;ed tQ sit for.the State Llc—
ensure exam to become a registered nurse.

t
- .

SCHOOL OF“BUSINESS ADMINISTRATION i -~

°

The School of Business Administration is a profess{bnal anit that,
exists to prepare’ students for successful careers as managers and-
. administrators in both private business-and governmental quanlza-
tions.  To provide the necessary preparation, basic courses are offered
intall the basic business dlsc1p11nes + To allow speclallzatlon ad-
- vanced courses are offered -in all ar€ak. Professional preparat®on is
- also enhanced.by the réquirement of a sub-major. Thé whole program
is built on a liberal arts base, which constitutes most of the fresh—
man and sophomoge years. . «

\ THE GRADUATE SCHoOL = 7 . _ - o .
" . - ‘ ’ - IS C s
The Graduate School administers programs of advarced study leading to
‘the Ph.D. 'ln Ceramic Sciences. orlgnglneerlng, and to the master's
degree in varlouiﬁflelds . N

o .
v

'he graduate faculty is not separately de51gnated. Participation in
graduate teaching is based on the interest of the faculty member, .
subject to the approval of his ‘Chairmarn and the Graduate School Dean,
~who rev1ew his quarlflcatlons

. . . .

COMPUTER SERVICE ' s -
The Computlng Lentcr in the McMahén Building serves both academic and

. administrative:needs -of the University. Computer facilities arela
available for faculty and student academic and research uses, either
through JObS run at- the center, or from remote termlnals

Adminy stratlve functions include class scheduling, grade reportlnq,
studekt billing, exam scoring, and numerous reports and lists. Be-
ginni with students wh® entered in September, 1970, a complete aca-
demic ecord is bELng accumulated on computer files, and should soon

be very helptul in assisting adv1sers ’ - ‘

,

N
. .

Present equlpment consists of7a Xerox Data Systems Sigma S computer,
with card reader, card punch, line printer, disk driveg, magnetic
tape, and continuous plotter. Eight teletype terminals are located
in yarlous buildings throughput the campusy, providing easy access to
the computer. . . o
P . Cia
THE" DEANS B . -

:Djrector of Herrick Memorial Library

The Library D1rector is the chief administrative officer of the Uni-
versity Library ,and, as such, reports to the V1ce President for
Academic Afgﬁ;tgﬁ The Director,” with the cooperatlon of the faculty
and staff is responsible for all functions and services (including

- . -
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personnecl) of the Library ‘and for 1nterprct1ng these to the - academic
community. The Director dlso works with the Uni¢crsity Library. L2
Committec. N -

» Dean of the College of Liberal Arts

Dean of the College of Ceramjics-- - , N

Dcan of the éggéol of Nursing ' .
G

bean of’ the Qol of Business Admlnlstratlon
Dean of the duate School | '

- ’

‘"The Dean of each collc&§3is the chicf administrative officer of the
College. As such, he is responsible fgr supenyising staffing and .
rgcruitment for the faculty of the college and,supervising the budget

- of the various academic departments or divisions. He must administer
the academic pp11c105 set by the faculty of the college arld as the
chicf academic officer should monitor student academic performance’
and other matters pertaining to the rejations of students with the
college. |lis position of. lecadership in the college requires that he -
set tHe torne and direction of the»cqllege by establlshlnq budgetary

emphasis and porsonnel policies with. the adv%eemofAthﬂcglleﬁgues
within the college. .

-

-

"

The Deans qre'responsible to the vice President for'ACﬂdemicjﬁffairs
for the organization and operation of their Sc@ool or College. .

The Deans. arc responsible for cxercising stfong leader%ﬁip in curri-
culum deyelopment and to ensure that' the program required of students
is academically and professionally sound.

. “n

The Dean of the Graduate School is responsible for graduate pfbgrams

and; graduate study. Academic standards, policies and programs are'
formulated by*the Operating Committees of the Graduate Council, and
the Dcan is then- responsible for their admjnistratjon. rHis office

processes qraduate admission and monitors student progress.

FACULTY RLSPONSIBILITIFS o .
i ¢
Faculty members are exﬁbctcd to carry a teachlnq load of approximately
- three courses per semester, to gerve as advisers to an asslgne@ number
of students, to serve on major. faculty committees, and to attend -
meetings of the facplty of their diwision and the University. They,
are expacted to attend Commencement in academic regadia. -

-

»
Yol . : Teaching Load , . »
, feaching Load
Fl

1.+ Teaching Loads Course Plan* «

. BkEffective 1972-3, the normal teaching load will be.regarded as
threc 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: s

o

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

~

)
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I . ) Student Credit) Resulting
Units Registrations Hours Equiv, Avg. Cl. Size
Liberal Arts 75 ® 300 25 ‘
. ©  Bus. Adm, ' 75 300 . . 25
: Ceramics - 60 - 240 n20
Nursing - 40 - - 160 : 14
2.7 Allenterm Responsibility ; ’ . '

"

Iy addition, each faculty member is responsible for three out of,
i s four Allenterms. 5 ‘\
- ¥ "

~ 3. Independent Study ' \

An independent study is defined as a learning situatioh in which

3 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 .
(fqll,coursg equivalents). No additional reductions will be 8o,
granted for loads of more than six students and faculty members v
should be discouraged from attempting more. The department or

0 division chairman will make the assignment of released time for -

'+ independent stydies. . ) v

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

N Even though a course taught with a ."self-education" technique re-
‘N, quires minimal supervision, such course will count as one of the
"\ three required courses, and the student registration of such course .,
*will count toward the 75 (or whatever) required student registra- *° %g
tions. This formula is the best way of encouraging "self-education"
ty¥pe courses. It is obviously to the professor's benefit to teach

a dourse this way -- it lightens his real load, .and boosts his
student registration count. e,

. 2 ' N\ ' "

5. Thesisg\ Supervision and Graduate Teaching )

some undergraduate ograms.’, At the graduate level, supervision
of one and one-half (full ‘courses Or equivalent will resul¢‘'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.)

Thesis éupervision(isgan important part of graduate programs and

Graduate courses are calculatgd in the same way as undergraduate ™.
courses in the faculty member's teaching load.

6. Team Teaching »

Each faculty team engaged in team teaching will receive credit for

1 % courses for each full course under the course unit system, with
the following provisos: ¢a) 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
engagea in more than-one team project per semester; (d) Courses

’
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taught by teams will be interdisciplinary. in natu#e, The faculty
team will have the responsibility for assigning appropriate teach-
ing credit within the policy framework stlpulated apove. .
. 7.i Track II
Participation in the Track II program involves some commitment by
the fagulty member beyond the usual activities.. However, recog-
nizing that Track II advising will inevitably ,he more time consum-
ing, the following allocation will be tentativély followed:
° 1) Advisory Boards -- i
first three = no load reduction
4-6 = half course ‘reduction B ‘ :
4& faculty’ are limited to not more’ than x4 boards. ‘
i v .
2) Chalrmanshlp of Adu&§qry Boards' shou%@ be taken into considera-
tion by the Department«og Division Chﬁlnman in assigning faculty\
loads. ﬂ m .o

b
- '7
8. Program needs may, superséde the s tudefy tourse registration method
- of calculation (e.g: a program may ref ULré a faculty position even
though it does not average 300 student.'credit hours). (However),
another option might be to eliminate ‘the program.)
N J .
9. Laboratories: THe usual two for one arrangement will continue for
laboratory and jzher similar courses (é.g. four  contact hours =
one~half coursel/. :

S 4 \.

. 10. New preparatlons‘ With the approval of the Dean, two or more new .
full courses in a sémester may result in a half course. reaqctlon
for that semester. May also apply, to new preparations in team
courses. «

. LN
L.A. Curriculum Committee--Spring 1972, Spring 1973
_ Deans Council--Spring 1972
Board of Trustees General Pollcy Statement——March 30, 1972 .
President Miles--May 23, 1972 M L]
Effective September 1972 r ! '
Revised August 1973
In their capacity as advisers, faculty should be aware
of the follow1ng services to assist students: \
A
UNIVERSITY COUNSELING SERV@CES \

Y

University counselors are available to;assist students to better
understand and to use more wisely their educational, vocational, and
personal potentialities. as well as opportunltles 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 goalé, greater self direction, and the achievement of a
more effective adjustment .to himself an§ others. ) . e

10

e . e L )
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¢ Faculty can refer students to the University Counseling Servicest
They should encourage the student to call Miss Doris Simpson (871~
2187) and make an appointment to meet with a counselor. Miss Simpson
"is the secretary to the Director of Counseling Services as well as
Psychometrist. -

»

Pdychometric instruments of a wide variety are available. 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 seryice is an_authorized __
agent of the Psychological Corporation and administers the Miller
Analogies Test routinely. It is also a 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 g¢learer pictufye of the various fields of work and the
opgprbunities in these.fields.

ra -

+  For those who.are emotionally distraught, short-term therapies are
available -by appointment through Miss Simpson even though the sessions
are conducted in the lealth Center. T

TESTING. B '

Several testing programs are in continuous operation on campus, e.q.

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 placemént sérvice for its students and
alumni. £ The primary functions of the Pldcement Office are to counsel
students and alumni concerning full-time employment; and’to, arrange a
schedule of visits to the campus by employing organizations to meet
and exchange career information with students. The Officé.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, businegs and
industries.

FRIC | o .
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ALFRED UNIVERSITY
»~ PROVISIONS OF FACULTY APPOINTMENT

ACADEMIC FREEDOM .

A. The aéulty "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 mmegr who wishes to engage in consulting
is expected to adhere to University policy, which pgrmits up
to one day of consulting per week. Any deviation fiom 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 fagulty member is entitled to freedom in ‘the classroom in

“discussing his subject, but h:/%gguld/avoid_introducing into
.*+his teaching, matter which ha o relation to his subject.

C. When a faculty member speaks oOr writes as a citizen, he should
be free from institutional “cen rsh' r discipline, but his
special position in the eommunlty es special obligations.
As a man of learning and as an edudator, he should remember
that the public may judge his profesgion and his institution by
his utterances. —Hence he should at all times strive to.be ac-
curate, should exercise appropriate restraint, and should show
respect for the opinion of others. When expressing_pergonal
opinion, a faculty member should make it known that he is not
a spokesman for Alfred University.

o

APPOINTMENT, REAPPOINTMENT AND RESIGNACION

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

B. Reappointments to posdtions 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. a. °©

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 thelr
employment for the, following year by February 15.

E. All faculty members shall submit to the approprlate Dean
written replies to offered employment by March 1. ‘Such reylles,
if favorable, shall be considered legally and morally -binding
upon members. of the—faeulty -and the UnlverSLty with the follow-
ing exceptlonS'

B
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1. During the perlod,between March , 1 and May 15 a reversal of
decision on the part of a faculty member shall® receive sym-
pathetic congideration by the administrative officers of the
UnlverSLty.-

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

. F. It is desirable that & member of. the facultywnotlfy the chair-
: mén ¢f his deparkment or the Dean of his college or gschool if
he is negotxatrng with another institution for an appointment.

'

III TENURE AND PROMOTION L r .
® .A. Principles J, .
1. Tenure is a continuous appoifitment 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 mssumes a responsibility for ser-
vice of contihued high'quality and is entitled to consider
his appointment permanent to the age of retirement.
2+ In provisions regardlng tenure and promotion, the term ~— 7
"faculty member" shall apply to full-time (salaried) person-'
nel with the academic rank of %nstructor of higher. .
2 o wo
3. The maximum probationary perio “is six years. Each’ facultys
member who continues to be annually reappointed shall no
later than February 15 of his sixth year on the faculty of
Alfred Univek¥sity 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 terminate-at the
, end of the seventh year. e

L3

.

@

&,
4. An Instructor who is granted tenure must slmultaneouslykbe
promoted to Assistant Professor.

5. Appointments made durlng an academig year prior to the’be-
¢ ginning of the second semester shall be considered as hav-
ing been made at the beginning of that academic year for

the purpose of paragraphs 3 and 4 above. e
b 6. Leaves of absence for non-tenured facuity shall count as
part of the probationary period unless otherwise stipulated
B in the leave letter. a

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, ‘salary increments,ﬁtenure deci-
sions, terminations of appointments, and other'!personnel
decisions shall be made by the President after consultation

with the Vice President for Academic Affairs, appropriate
Dean, and the appropriate committee hereinafter designated
for advising on these matters.} TQe colleges apd schools of
Alfred University shall each have a "Promotion ahd Tenure"
Committee composed of the Dean (non-voting excepg to break
a tie) and at least three faculty members. elected in a man-
ner determined by the faculty of the appropriate tollege or
gchool. Each committee shall elect) its own chairman from
members other than the Dean, to whom the committee shall
gubmit its recommendations. In the‘course of their deliber-
ations, these committees shall %onfér with the chairmen.of
academic departments, #&nd shall consider formal evaluation®

e of faculty members by students. A fhculty member elected to

B.

o

ERIC.
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a Promotion and Tenure Committee Shall not serves for more
than three consecutive years. Determination of the cémposi-
tion of these committees for academic units other than '
colleges and schools shall be made by the President.

9. Updh gequest of thé individual faculty member, the Promotion
and Tényre Cofmittee 8hall review with him any committee re-
commendatiodns concerning that faculty mepber after he’ hasg e
reviewed the matter with his chairman. Deans shallﬂnotify
non-tenured faculty of inadequacies that may impede their
attaining terure.

10. Department chairmen shall normally be appointed for a
period of -three years. A chairman may bé reappointed for
one or more subsequent terms. Changes may be made in a de~
partmental chairmanship-at any time during the three-year ,
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- B
proval by the Vice President for Academic 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.

Criteria for Initial Appointment, Promotion and Tenure
T - A

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 President. 1Initial appointments are expected to be
Sbnsistent with the promotion criteria and practice. These
critéria 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 achievément 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. R

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 d teacher will be determined by his department
chairman and his faculty colleagues on the Promotion and
Tenure Cominittee who will make appropriate recommendations
to the Vice President for Academic Affairs and President
through his Dean. . :

‘Advising ~ Advising of students is an integral part of o
teaching.

Good advising includes being availab%e 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. . .

Teaching-oriented Research ~ Research cap.ba indentified by
intensive and authoritative attivity jw“some hrea of learn-
ing, ot by creative work. Sfich actj bt considered
complete, however, until the result nated in some
form, the most obvious of which is pTcation or presenta-
tion, THe faculty member will be rdwaried primgrily for
research which enriches his teachifig and his studentsy One
form of "publication" for teaching-oriented research is the
integration gf such research intof the faculty member's class-
room presentations and other -acdademic activities.

Campus Citizenship ~ Members of the faculty are expected to
Serve on College and University (committees, to aid in‘the
work of their departments, to. adkise and counsel students
when so assigned, to abteﬁd fagulty meetings, and to parti-
cipate in the formulation of University policies, which they
are subsequently expected to support until changed through
democratic means. i :

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

L%ngth 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.

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

kS

a. Reteﬁkibn 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.

16 . ) " e
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. ]
'b. Salary and frlnga benefits paid by the home institution
, at. the contracted rate. - ]
4 ’ ; c. Shitable subsistence and/or gquarters providgs‘by the
hdst institution.

o !

. il
d. Travel expenses provided by the host institution.
. ' L]
e. Recognition given by the home institution fbor partici- -
pating in inter~-institutional cooperation.

C. Evaluation of'Fadulty . “ -

o 13 L

\\&—"i; Each faculty member shall-each October forward to the depart—

ment chairman and Dean an annual report of activities for the
prepedxng year. ' This report shall be used in an evaluation
of services. In addition to this report, each chairmdn shall,
© ' through clafsrdom visitations and other means, keep up-to- '
date on the capabilities of each membef of the department.
In addition, the chairman shall annually conduct a formal
g student evaluation of all department members (including him-
self), using a standard quegtionnaire approved bf the Uni-
versity faculties. The chairman shall trafdsmit the results
of this questionnaire to the members of the_appropriate Pro-
motion and Tenure. Committee, including the Dean, in advance
.of thexCommittee's meeting to consider personnel recommenda~
tions for,the next year. Deans shall be responélble, through
classroom visitations and other means,  for keeping up—to—date‘
on the teaching capabilities of department chalrmen.

"2. While proven teaching performange is the prime criterion fgr .,
promotion and.tenure, the. other listed factors will have an
influence on the recommendation made, espec1a11y at the
higher ranks. Promgtion through the variQus ranks slgnkfles

. not cont1nu1ng competence and contributiofs, but rather
row1ng competence and contribution accompanled by. grow1ng
recognition on and beyond the campus,
3. In accordance with criteria set forth in the Provisions &f
Faculty Appointment (Section III-B), the effectiveness of
the tenured fagulty member shall be evaluated every five
years by the appropriate Promotion and Tenure Committee. -If
the faculty member's performance is found to be unsatisfac-
tory when judged &gainst these criteria, the Committee shall:
(a) give the member a written statement of those areas in
which the member must make significant improvement; (b) sti~’
pulate at, the member's next academic- year is a "warning
year," "fafter which the member shall be reevaluated. During .
this "warning ygar," -the member shall not be entitled to
promotion or salary.increase. If the reevaluation is negative,’
the faculty member shall be given an opportunlty to’ resign or
(if approprlates to take early retirement. 'Should the member
not avail himself of either of thesé options, formal, pro- -
ceedings under dcadémic due process, leading to penalties u
to and including dismissal, shall be initiated. Such pro-;
céedings shall begin with Step #3 of Section VI-A of these
‘Provisions. In the case of a tenured professor, the state-
y ment of charges referred to in Step #3 shall be®prepared by .
63 the approprlate Promotion and Tenure Committee. Should the *

¢ 4 ( 17 .
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Committee and the Dean\dlsagree, the charges shall be
prepared by the Dean; - -
‘The tenure review procedures shall be as follows: o
Initial tenure review in spring.

Where appropriate, notification of warnlng year by

summer.

Warning Year: . Fall/Allenterm/Spring,

Second tenure review in late May (after final exams).

Formal proceedlngs where -hecessary aftgr Commencement,
Decision in summer.

Following acatlemic year: separation with terminal

payment .(where dlsmtssal involved). ¢ T

D. QoaLiflcatlons for Acﬁdemlc Rank - e

QMo n

Appointment or promotion to a given academic rank shall be
wholly-unrelated to sex, relidious creed, or gthnic background.
1. Lecturer . o |
. - .
This is a spegial appoxntment to-meet part-time needs. A
- candidate for the position of Lecdturer is normally expected
to havé at least the bachelor's degree.

' 3

" 2. Instructor - . ’ »
A -candi-date for the posxtlon of Instructor is normally ex-
pected to have the master s degree or its equlvalent.
Evidence of potent1a11ty for good teachlng should bBe «4n the -
person's background. , ‘
+ 3.sAssistant Professor ) :
TR . f - N "- - . ‘
o, A candidate for the positlon of Assistant Professor S$hould
normally hold the highest degFee in the field, or its equiv-
B alent in study or othe? recognized accomplishment. Ideally, a
competence teach should have been demonstrated

. »
4 -

o : . . 4

- 4. stociacé Professor . . o .

hold the highest degree in the field. Promotion to the rank
of Associate Professer is not automatic. Appointment to

. } i
.- A candidate for the position ofE:ssociate Professor should 'i
i |

this rank would weigh the followan consideratlons- [

a. Outstandlng teaching performance X
b. Demonstrated scholarsHip
N c. Interest amrd active part;clpatlon in department,
. College, or University affairs
d. Contribution to the development or welfare of the
greater community terved by the University. -

5.~Professorl. N
"A candidate for the positton of Professor should meet thn a*w;y
same requirements as an Associate Professor candidate, ovet
a sufficient-period of time to test cpnslstency of and

18
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' growth in performance. In addition,'cleérly qémonitrated

0o == - -3 . leadership-in-dt—-least one of the.four areas specified
\ " . . ' should be evident.y, L. . At
k . E.-Administrators with academic rank T - )
. :

- ., 1. The eligibility of administrators forsacademic rank shall
‘ . ngrmally be restricted to the President, Vice President for
© . '"Acadewic ‘Affairs, Academic Deans, Assisfant Adpderic Deans, -
. ajfid Director of llerrick Memorial Library., Such rank shall -«
o initially be 'assigned only,after consultatian wikh the ‘.
apgropriéte Dean anduq§9artmént chairman. - :

¢
. § . .

2., Because of their limited time for teaching, administrators
ﬁith academic rank are ‘not subject to arnual review in their
. ‘capacity-a$ faculty membexs. . liowever, adminisgragqrs may
reccive tenure only after review by the approﬁr}ate Promo-
. , tion and Tenure Committee. At the end of the normal six- -
L« year probdtionary period, the appropriate Promotion and :
N N Tenure Cpmmittee-may determine that the adminisﬁripor has
a “ donesinsufficient teaching, to be evaluated for tenure as a
. B faculty member.; ‘Under such circumstances, consideration”of
=% . tenure.may be delayed until the_ amount of teaching is judged.
~ sufficient by tHe Promotion and Tenure Committee.

w

L4 .

. 3. The Qééphinq of one courses per year on the, Alfred University
campus or elsewhere, whether such course is taught in a re-

s aular seméster, in-Summer School, .or in” ¢ miniméstér, shall
e normally be deemed sufficfent for promotion or tenurg evaly-

' atien’at the end of the normal six-year probationary-period.

’ & Also applicable to evaluatien shall be such instances as

those where the_adminiStrator.is invited to give guest lec-’
tures in a tourse ér i's 4nvited to teach or supervise-a
~portion of a course. * . ; T . s

" . - L]
4, Shguld a decision eventually be made to deny’faculty’ténuge,
. the administrator shall relinquish his academic rank after
a final terminal year appointment in rank. :

o
Ve

5, Termination of academic rank for an:administrator shall. have
nosrelation to his retentich 'or release in his administra-
i tiye capacity. . ¢ S “ o
,

. B

[N 6. 1f for any reason-an administrator with fﬁtulty tenure .
N wishes to resume full-time teaching in his/her ,field of com-
iy petence, "the Dean.of thé college and the department chairman
- ' shall be consulted to assure thapt the dssumption of full-
.time teaching reéﬁonq%bilities oes not adverseily affect the
. personnel structure or ‘balance of the'\&epértmpnt.| o

3 . . ' o - . K - ~
- e 7. Nothing in the foregoing shall beﬁpgpsg;hed to coht%avene
" = ,gﬁathe University's Bylaws, which 'specify that the Prefsident,

' yice President for Academic Affairs, and Kcadeémic Reans.
o .. ‘autommtically hold faculty statQis by virtue of theitr offices.>
. ¢ ) . . . ‘:‘._ L A

] PR ) . ot v
* IV LLAVES OF ABSENCE . BN S L v T

- m

A. JFagylty membefs on tqhuféfgﬁalf’be eligible for a paid leave of
s _ one or, twn Seljesterst mhe ‘deadline for leave application is
P : RS . . . S .
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B ' . .
) November 1. The faculty member’ participating in this program .
L - shall receive full .salary for one semestér or half salary for
¢ N two seriesters, 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
e years of continuous$ service to, the University shall be eligible .
.o - to" apply for pre-doctoral. leave support. -Detailed policy
: ~ . Statements on the University's leave programs are avgilable
. from the appropriate Dean's office, .

5 w

Ay . : 5 . $

s B. Under appropriate circumstances unpaid leaves of absence®may be
o granted. . . . cL

- C. A faculty member's eligibility for leave shall not be construed
) 3s a guarantee that such leave will be granted. The granting
of leaves depends on financial resources available and the
number of faculty applying in -a given year, and requires the
recommendation of the department chairman‘'and the Dean.

v TERMINATION OF APPOINTMENT FOR\A FACULTY MLMBER NOT ON TENURE -
. o
A. 'Notification i
The Unlversity recognizes that faculty members are entitled.to

‘reasonable and sufficient notice of non-reappointment (non-

. renewal Qf contract). The policy of the University shall be.

' % that a faddlty member in his first yeat of service shall nor-
ma}lyuﬁe notified in writing by March 1 (threé months before
the. end of the contractual year) of the Dean's intention to

*  recommend non-reappointment. During the second year of service,
such notification shall be not later than December 15 (six
months before the end of ‘the contractual year). In the third
and subsequent years, such notification shal]l be ™not later:than
September 15 (a full dcademic year in: advance); where later-
notification occurs, a terpinal (fourth or subsequent year)
appointment shall be offered. - < L

B. Procedures "# >
¢ - ! "
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.for Academic Affairs {who
s . will inform the President) of his intention. .
» ¢ i
2. The Dean will then, in the presence of the department chair-

'd ’ 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 ¢
rand Tenure Committee's Jvdgment as to (a) published cri-

. ‘teria which the member has failed to meet satisfactorily;.

: (b) assigned duties which the member has performed unsatis-
factorily; and/or - (c) specified changes in University, con- *
ditions' that make the non-reappointment necessary (see WAAC -]
Commentary on AAUP Non-Repewal Statement," p. 3). The bDean -~

‘ " will not make any oral statement “as to the evidence support= |

v ing.such judgment. ' For example, the Dean can refer to the -]

"effective teaching" criterion im the Provisiong ‘of -Appoint~

ment and can state that, in hfs and/or the Committee's®* .

judgment, the faculty member has failed to measutre up to

.

’ v . -
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rﬁd( standard. ., The Dean should not state (e.q.) that he
. . . tias 14 vedative reports frdm students,” or 10 proven in-
stances of the protfessor failing re nweef hist class.  The
N _oebean wWall o avoid the humanjtarian impulse Lo rake alleviating
. statements of praise,  the Dean will also avoid any informal
L (Moff=the~-record"] talks with the faculty member., Seep #2
oL will norrally Le completed by the appropriatenotification
of nun—run)poghLant“ date spvcifiod,in the Provisions of.
Faculty F\[rp()ir_ntr'()nt L ' :
i S ’ -
3.1 the facully menber so requests, the Dean will supply a
& briefwritten transeript of his oral "judarent of unful-
filled eriteria,” with o copy to the department chairman or
hoao,  Uhiv transceript will indicata the position of the de-
partnent:rchairman, Promotion and Yonuge Committec, and Dean
o sneh audament . the faculty merber shall be informed that ¢
R such writlen transcript will become a part of his pprsonnel
f1le and ma be used hereafter to respond to inquiries re-
Cordings the rerdbe) s suitability for o position elsewhere,
Sotacnlts merdhy r s not required to make such request inc
crder to ke onedvantage of fhe procedures outlined by para-
roartes b, 5, aned bhoelow, '

’

. oL T e Doty nerher so requests, he will be aiven a hear-
Lt etare e prorot on nd Lepure Cemmittee. At this
S oheera g, the Corrattee and/or the Dean will: (1) reiterate
“ : the recormendation nol to reappoint; (2) desceribe the nature .
. ot the cvidenee; (30 listen courteously to the member's '
teactions, objectiens to the intended recommendation not to
veappoint, and any new evidence the member may care to .
o .
A . proesent, . " o
. y. Th brocotion and Tenure Committee (after discussion in
crecutive sescicon) ill make a recommendation to the Dean,
G it oandare tne chairran and the faculty member in
writinoe, 19 the decision is to uphold the original non-
reappointiaent, the Dean will then inform the faculty member,
the chatrsan, and the Committee in writing of the member's
- 1iht to appeal., 'he faculty member may appeal through
appropriate administrative channels, or through the proce-
aures outlined in paragraph #6 below., ’

<6, The faculty nmerber may request a review hearing by the
s Paculty Council of his college or school to review the ade-
.- quacy of the consideration by the Promotion and Tenure
N Committee in arrivinag at its recommendation.

The term adequate considemation refers esséntially to
. procedural rather than substantive issues: Wds the .
* v decisiont consclientiously arrdaved, at? Was all avail-
. Wile evidonce bearing on, thd relevant performance of

th{* cardidate sought out and; considered? Was there |
" adequate déliberation by<th%§department over the im- . -
port of the.cvidence ‘in the flight of the relcvant
standards? - Were irrelevant ‘and "improper standards
N excluded from considerdgion?  ‘Was the decision a’
. bona fide exercise of pyofesgidnal academic judymgnt?
’ These are tHe kinds ofjgpesﬁiéﬁﬁ suggested by the’

£ : . L Al
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standard ot "adeguate consideration.” (Kxcerpted
fror Summer 1971 AALR sulleting p.o 2104)

If, Afgor reviewin: the case, the Faculty Council concludoes
that the consideration was tnadequatd, it will retdrn the
matter to the Promotion and Tenuro Committee for further ro-
view. Lf after reviewin: the case the Council concludes
that adequate consideration was gdiven,  the Council will so
advise-the Prorotion and fenure Committece. In cither in-
stancé, written copics of” the Council's report will be avail-
. able to the raculty member sand the appropriate. administrative
officers.  In no instance will the substance of the Promotion
and Tenure Committec's deliberations be transmitted to the
Paculty Council. * If a rember of the Faculty " Council is a
metboer of thoe 'romotion and Tenure Committece, he may not
participate in the review hearineg. :

7. 1t the review committec upholds the adequacy of the Promo- -
“Ttion and Tenure Committee's consideration (or Lf the Promo-
tien and Tenure Committec, after further roview continues fo
“rocormend non~reappointment regardless of the review com-
Trittee'y findings), then normally the Dean, subject to the
approval of thc'V}cc President for Academic Affairs and the
resident, will hard the faculty member a written confirma-
-tion of non-reappointient (in the chairman's presence) by
the february 15 contract date. - For a non-tenured faculty
N mermber in his third or subsbquent. year, such“conffﬁpation»
will normally take the form of a terminal appointment letter,
. . .
[f the 'romotion and Tewure Committec changes i'ts position
and reconmends reappointment,’ the final determination will
be made, by the President, considering the advitce of the Dean,
the Vice President for Acadomic‘AFfairs, and the committee.
*
8. fiothing ir the above is intended to preclude the Dean's
N right to disagree with his,Promn¥ion and venurcvCommittee in
piving notice of intention to non-reappoint, ilowever, in
Such instances the faculty member is still entitled, on his
redquest, to full due process as outlinod above .

VE  PERMINATLIONU, OF APPOTUTMINT FOR CAUSE OF A FACULTY MEMBIIR ON ’NZNUR_['?
OR WHOSE THRM APPOINTMENT HAS NOT EXPIRLD '

A. Procedurcs ' /

1. When reason arises to question the fitness of a faculty mem-
ber who has tenure or whose term appointment has not expired,
the-appropriate administrative officers .shall ordinarily
discuss the matter with him in pcrsonal 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 Committec, elected by
the facnlty 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 cffected, to determine

N whether in its view feormal proceedindgs to consider the :
s faculty member's dismissal should.be instituted.:. If the
. 22 )
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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 faculty 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 circumstancés, the Faculty Committee shall formtilate
their own statement, indicating where and how they disagree
with the official statement of charges; this latter state-
ment, like the official statement of charges, shall become
part of the record of the proceedings.

v

2. The membershlp of the Faculty Advisory CommLtteesgﬁhal be
as follows: . - .

a. for the College of Liberal Arts: the elected faculty

* members of the Promotion and’ Tenure Commlttee of that
College and ‘the senior member of the Promotion and Tenu e

Committee of the College of Ceramics. "Senior" is here ™.
.o defined as the faculty member w1th the longest period of ™~
R k ' 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.

g v - ! .

b. for the College of Ceramics: .;the elected facplty\members
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 therCollege of Liberal Arts.

d. for the School of Business Administration: the elected
members of the Promotion and Tenure Committee of that
- School (includés a Liberal Arts representative). N
. ; .
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 Temyre

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 Corimittee

" . (see 4 below) at a specified time and placte.,- Tn setting

Ty the date of the hearing, reasonable tim all be allowed

L the faculty member.to prepare hisﬁgefense. The faculty

[ - ¥
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member shall be informed, in detail or by refergnce to pub- '
lished regulations, ' of the procedural rights that will-be
daccorded to him. The faculty member shall reply in writing

to the President whether he wishes a hearing and, if do,

shall answer in writing the statements in the President's s
letter, .

4. The membership of the Faculty Hearing Committee shéll be as

follows: . 5

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

Y
. . b. for the Coklege of Ceramics: the elected members of the
Ceramics Faculty Council.

A
I3 . -
0

c. for théﬂﬁchool'ofINursing; the elected members of the
) Liberal Arts Faculty Counci’l, pluse the elected Nursing
., : representatives to the, University Council. ’ K

N

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

. b
«t. for the llerrick Memorial .Library: the elected members

of the Liberal Arts Faculty Council, plus the Director
of Herrick Library. '

Lach Faculty, Hearing Committee shall elect its own chairman,
Tn no instance shall a pérson against whom charges have been
brought sit in judyment on his own case. A member of the
Faculty tlearing Committee shall remove himself from the
Hearing Committee, either at the request of a party or at
his own initiative, if he deems himself disgualified 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 Committec,

-

a

6. The most recently retired faculty mgmbers of the appropriate
councils shall be the alternatessfor replacement in number. 5.
above, should the Committee Chairman decide that one or more
replacements is necessary. C

7. Suspengion of the faculty member from teaching or other B
duties during the proceedings involving him i$ justified
only if immediate harm to himself or others is threatenequ£:>
by his continuance. The President 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. v

3

8. The Faculty Hearing Committee sHall proceed by considering
. the statement of grounds for dismissal already formulated,
and the faculty member's response written before the time of
Y , 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
forvard with the faculty member present. The Committee " 1in
consultation with the Pregident and the facultv member, shall

24
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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 ommittee, 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
testimonﬁtof witnesses afid other evidence concerning the
matter set forth in the Président's letter to the faculty’
member shall be received.

e Pre31dent shall have the option of attendance durlng the
He may designate an appropriate representative pr
_ to assist in developing the case; but the Committee
shall determine the order of proof, shall normally conduct
the questlonlng of witnesses, and if necessary, shall secure
the presentation of evidence impottant to the case.

/faculty. member shall)have the optlon of‘h531stance by

sel, whose functions shall be similar to those of the
rdpresentative or counsel chosen by the President. The

rights

set forth in the 1940 AAUP "Statement of Principles on Aca-~
demic Freedom and Tenure" and shall have the aid of the
approp;late Faculty Hearing Committee, when needed, in secur-
ing the attendance of witnesses. 1In the hearlng of charges
of incompetence, the testimony shall include that of quali-
fied faculty members from this or other institutions. The
faculty member or his counsel and the representative or
counsel de31gnated by the President shall have the rlght,
within reasonable limits, to confront and cross examine all
witnesses who testify orally. Yhe faculty member shall have
the opportunity to be confronted by all witnesseg adverse to
him. Where unusual and urgent reasons ove the Faculty
Hearing Committee to withhold this right, or where the wit-
nesses cannot appear, the identipy of the witnegs, as well
as his statements, shall neverthéless be disclosed to the
faculty member. Subject to these safeguards, statements
may when necessary be taken outside .the hearing and reported
to it. All of the evidence shall be duly recordeds Even
where counsel is present, the Hearing Cemmittee 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
conpvincing evidence in the record considered as a whole.

The Faculty Hearing Committee shall reach its decision in
conference on the basis of the hearing. Béfore doing so, it
shall give opportunity to the faculty member or his counsel
and 59 the representative or counsel designated by the
President to argue orally before it. If written briefs
would be helpful, the Faculty Hearing Commi,ttee may request
them. The Faculty Hearing Committee may\proceed to decisjion
promptly without having the record of the hearlng trans-
cribed, where Lt feels that a just decision.can be reached
by this means; ‘or it may await the avallabll y of the trans-
cript of the hearing if its decision would be ded thereby.
The Committee shall make explicit findings w1th respect to
each of the gr@unds of removal gresented. "Publit statements
concerning the, Fagulty Hearing Committee's’decision may
properly be withheld unti‘l consideration has been given to .

4 E '
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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. - -

The President Shall transmit to the Executive Committee of
the Board of Trustees the full report of the Faculty Hearing
Committee, gtating its actimn. Acceptance of the Faculty
Hearing Committee's decision would rnormally 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 gsustained 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 shallvframe its
decision and - communicate it in the same manner as before.
Only after study of the Faculty ﬂgaring Committee's reconsi-
deration shall the Executive Committee make a final decision
overruling the Faculty Hearing Committee. .

The Executive Committee of the Board of Trustees shall_in-
form the faculty member in writing of the final dacision on_
his case. If the decision is dismissal, the .Executive Com-
mittee shall inform the facultys mehber of the effective date
of dismissal and of matters concerning compensation. This
date may not 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 . e
various deliberations on his case.

ot

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. Annouyncement of‘l
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. /

Short of dismissal, the Faculty Hearing Committee may recom-
mend such disciplinary actions ‘as the following, listed in
decreasing order of severity:

a. suspension without péy for a specified or indefipite /
period . - f
b. reduction in salary and/or rank

c. removal of tenure

d. fine through payroll deduction
e. censure . : -
f. warning L] ey : . . o
f !)(l ‘ /.
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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. . D

' ~

2. Unsatlsfactory 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 capric1ous.

3. Obstﬂbctlve opposition to the functipninq of the Universi
* ' including persistent violation of Univé&sity policies.

4. violation of the principles of, academic freedom as hefein
stated. :

5. Conviction of a felony. However, the character or{circum-
stances of the particular.case, such as where the
of a law'for reasons of conscience or social iconce

- volved, may bear upon the question of the fitnegs o
- faculty member and on cause for dismissal. /7

@

6. Gross neglect of duty.

C. Ak} faculty me
. prejudice, .unfo
evidence.

ers are entitled to protection against persohal - °
ged rumors, '‘and judgments based on inadequat

D. Termination of the appointment of a faculty member because of a
University flnapcl exigency shall take place only when flnan- -
cial necessity 15 demonstrably bona fide.

A \

E. Terminal Salary '‘Paym

" If a faculty memberi:\gismissed, he may receive a terminal
salary payment in alcordance with the schedule of notice to
which he is entitled under.Section V-above - i.e., three months"
salary from the effective da of dismissal for a faculty mem-
ber dismissed in his first yeary 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
givenﬂcase, the Trustee Exegutive 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 t6 make no. terminal payments following
dismissal.

~

F. Termination Resu;ting from Financial Exigency

In the event tlhtat a program is discontinued ok reduced by the
. University as the result of the Master Plan, fiScal emergency,
or other appropriate reason, and-in the event that a tenured
faculty member does not qualify to teach in another\academic
department or dlvgsion, such faculty member may be released
with~“ohe year's notice: Every effort shall be made by

University to assist in the memper's.relocatiop.

. . . 27 %
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v would adversely affect the personnel structure or balance of
the department or djgision involved.

VII RETIREMENT

A. Each faculty member may participate in the University Retire-
v ment Plan and is encouraged -‘to do so. Parthlpatlon shall be
compulsory as of the time a faculty member is given tenure
status, except that College of Ceramics faculty may elect an
- alternate New:York State plan. |
At the tlme of tenure, faculty members in the College of Cera-
mics will comply with the provisions of the State Retlrement
\ System or the ‘University Retirement Plan.
B. Tenute shall cease at the end of the fiscal year in which the
. faculty member reaches age 65, which is to be con51dered’the
normal retlrement age. : ‘
|
|

C. A faculty member whose tenure has expired may be continued on’ﬂ
‘annual appointment up te,age 70 on the recommendation of the
department chairman and the Dean.

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 statemenﬁqu retiremént privileges
\\ ’ is available from the appropriate Dean's offlce. °

- E.7The honorary status of "emeritus" is not automatic. It is
bestowed on those retirees whom the Board of Trustees Wwishes
to recognize for dedicated service. Emeritus professors con~
tinue to be members of the faculty but without vote.

VIII PO TICAL ACTIVITY | 5 Yo
Alfred“University subscribes to the following statement on poli-
tical activity for its faculty. .

A. The college or University faculty member is a citizen and,

./ like other c1tlzens, should be free to engage in political
activities so far as he is able to do so consisfently with his
obligations as a teacher and scholar. .

B. Many kinds of- political activity (including but ngt 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 electiofi
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 servimng 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 of the legitimacy and social importance of
political actLVLty by professors, universities and colleges
should provide institutional arrangements to permit it,

i
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" Q
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 campaijn or a term of office, pccom-
panied by equitable adjustment of compensation when necessary. =

.

D. A faculty member secking lcave should recognize that heshas a
primary obligation to his instituticn and to his growth as an

. oducator 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-
leye by too frequent or too late ,application or too extended a ¢
leave, 1f adjustments in his favor are made, such as a reduc-

o tion of workleoad, he should expect them to Be }imited o a

reasonable period. ’ :

L., A leave of absence incident to political activity.should come
under the institution's normal rules and regulations for leaves
of abgence. Such a lecave should not affett unfavorably the
tenure status of a faculty membédr, cxcept_thdt time spent ‘on
such leave from academic duties nced not count as probationary

service. The terms of a leave and its effect on the ppofes-
° sor's status should be set forth in writing In advance. of the
leave. '

[¥  DATLNTS ALD COPYRIGHTS ‘ . . » ‘ 7"

A. Faculty of Alfred University shall submit to the University,
disclosures -of inventions which may be patentable. The eqpity
(if any) that the University has in a patent will vary fr m oneg
patent to another, in accord with the extent to which Univer-

sity equipment, laboratories, personnel, funding, and the-like

were involved in the developrent of. the discovery. Sucf in-
W velvement shdll not be,judged by the inventor but by his pecers
on the University Patent Committee. Where the Univergity is

judijed to have equity, ncither the University nor the/inventor
shall receive less than 20 per cent of the available/income.
The University properly has no equity in patentable ideas which
the inventor ‘can demonstrate were conceived independently from
Alfred University. faculty mcmﬁ?f shall be encourageds to
scek a patént when he belicves that an invention may be patgnt-
able, regakdless of whether the University has any equity
s . therein. : a ’ “

This policy is implemented by I'rocedures which are available
from the office of the Chairman of the University Patont Com-
mittee. Faculty shall follow thesce Procedures.

B. Generally tUniversity Taculty, administrators, and staff shall «
retain all rights to copyright works produced by them. However,
in cascs 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 ingits own nama; unless other
contractual arrangements have been made in advance.

' . - ’ .
"The copyriq%t shall alsn 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 privilege of producing and retaining the right to
their work to interferc,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 finished work. oo .
Lo [}
X  DISABILITY POLICY

‘A. At the time of medically certified disability, the disabled
f4culty member shall be plaged on indefinite sick leave.

B. 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 cntitled“under his nine-month contract, %4nd -the
sum that he has been paid up to the time - of disability under
the twelve month pay system. . -

_C. During the first six months of sick leave, the/Uﬁivqrsity shall
continue to issue a reqular monthly paycheck to the disabled
fdculty member, ’

D. By the end of the ‘first 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 fQr benefits under
/ the University's Group Total Disability Bencfits Insurance Plan.
/ “(Detajls of this Plan arc included in the general description
of Udiversity fringe benefits and are available from the appro-
# .prig(o Dean's office.) : . N .
. In/the rare instapce where a fa?ﬁlty member is declared ineli-
gible by the insufance company for benefits under the Disability
Lnsurance Plan, the Univexsity/%hall, if requested, seek to aid
the disabled faculty member in obtainingwcontinuing financial
support from public agencics. ’

"+ . The University shall terminate the sick leave and™return the’

. fagulty mepbcr to active service beginning with the first full
semester following medical certification that (a) the disability
no longer exists, and (b) the faculty member is,.capable of re-
suming his full duties. : . o

G. Forodiéahlud faculty members not on tenure, the sick leave poeriod
shall not count as part of the probationary period.

XL The loregoiny Provisions adopted by the Board of Trustees supersede
any cxisting bProvisions of Appointment,.and are subjcct to revi-
sion. Revisions dre cffective as of the date of adoption by phe

- Board of Trustees (unless a later effective date is stipulated| by
the Board), and are thercupon applicable to all faculty, presgnt
and future. Drcisions regarding the interpretation of these [ro-
visions sholl be the responsibility of the President. ' These N
'rovisions shall not be tconstrued as preventing the President from
making exceptions “tn admin;strative emerycencies. .
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Original Provisions of Tenure, Promotion, and Retirement adopted by
Board of Trustwves 10/15457; amended by Board 6/6/59. o

Original Provisions of Appointment, hppoxntmcnf and Resignation

. approved by faculti®es 5/13/64; ado ted by Trustec Executive
Committee 10/2/64.

Revised Scction 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.

New composlte Provisions of App01ntment recommended by University
Faculty Courfcil-Deans Council to President 9/15/70.

Further revisions by President, Fall 1970. .

Section on Patents, Ceopyrights, and RoYaltiespadop;Fd by Trustee

Executive Committee 9/18/70; revisions by President 3/28/71.

[

liew Provisigns of Appolntmen approved by Deans CbuncLl and President

4/29/71:[)
liew Provis} ns of Appointmept reviewed by University Attorney 5/11/71.
New Provi;}ons of Appointmgnt adopted by Board of Trustees 6/4/71.

New Prov1si7ps of Appoxntment approved by . facultlé 3/18/71.

itew sectipns on advising and research approvcd by faculties 12/10471;
adoptdd by Board of T ustees 6/2/72 as'part of Mastér Plan.

Reviscd Section on patepts approved by Eacultles 3/9/72: ad0pted by
Board ‘'of Trustees 1)/17/72.

New section on CCFL pgrticipation approved bx\iifgiffes S/11/72;
adopted by Board ¢of Trustees 11/17/72.

Hew or revised spctibns on ciktension of probationary period, tenure
review, and fermination from financial exigency Treviewed by »
faculties 3/8/74; adopted by Boawd of Trustees 3/30/73. o~
tffective 9/1/73.

liew section on ngn- rcappoxntmcnt pfogedures approved by faculties
5/10/73; adopted (with corollary revision of section on non-reap-
pointment nOélflC&thn) by Beard of Trustces 6/1/73.
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-PRQVIGIONS OF APPOINT TMENT FOR ' -
DNPARTMENTAL CHATRME!N AND DIVIQIOJ HJLADS / *,
i "~ ) .
Introdbction v . * / .

° v st

A
A department or division is the basi 1nstructlonal ad%lnistratlve
“unit established by the University d. is organized by' its' faculty
for the purpoge of carrYLng on instfuction and research in 'd parti-
, . cular field or flelds ‘of knowledge The faculty of a department .
“ includes all persons of the rank ﬁ instructor or above who are
. app01nted or assigned to it. / !

. The department as an ent;ty may be assumed.to have the, fullest, mgasure
of autonomy consistemt®with e maintenance of College and University
edycatienal“polac and acadefiic administrative. relations with other /
ac&demic.units in the University. The department chairman will set /.

e .the tone and direction of the department and provide the academic
leadershlp necessary to work toward excellence ld his department.

Authorlty—ResponSLblllty . o,

\ Department ‘chairmen at ALﬁred UniverSLty are faculty members with all
of the rights and perlLeges ordinarily adcorded to a full faculty
member. They have a ni e-month period of obligation. The position
of“chairman of- a department is an administrative appointmgnt made by -
the.Deafi with the approval of the Vice President for Academlc‘hffalrs
and thé President. It is assmmed that the Dean consults with the de-
partment “on this’ appolntment. The Vice President for Academic Af-:

- fairs and the Dean of the Cq}lege will consult with e other Dejans
and Pirectors on appointments andwreqbp01ntments to a chalrmanshlp
level. = These appointments are for a three- ~year period, renewab}e
‘after reconﬁlderatlon of the individual. Since these are admi
trative appointfents they are liable to relief £dt, cause and i is
understood that department chairmen shall not have\tenure in the
position. The mandatory, age ‘for retirement from the chairmanship off
a department at Alfmed University shall be sixty-two years.

[ ; .
Department chairmen shall receive, release kime from teaching commen-
surate withpthe size and complexity of their department as approved - o,
by their Dean. Release time in excess of one~fourth for department
chairmen and one-~third for division“heads shall require the apprqval
of the Vice President for Academic Affairs. Generally, chalrmen are
cxpected to use the summer for ‘their own perseonal study, research,
and creative work, although 'thgy may also wish to teach fs required.

> The department chairman is responsible for his department‘during
twelve months of the ykar. He.shall have the authority to carry out
his responsibility during. this whole period, lncludlng,necessary re=
cruiting’. He should copsult his department and the Dean wherever

" appropriate. In his absence he shall designate a member of the .de-
partment to wadt in his behalf. Ife may be absent during the summer
for personal ¢r professional reasons, but he should clearly desig-
nate a member to act as liaison. In the absence of.any specified .
designee,«the Dean will consult with members of the department pre~
sent 1f posé}bdé and act. '
Cne .of the primary responsibilities of a department chalrman is for
his staff.’ Through classrcom visitations and other means, such as ,
student evaluation, each chairman will keep himself up-to-date on
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tie capabilities of éach member of his departmenty and .
S
a. initiate recommendatlons £or new appointments
° ‘b. initiate récommendations for regppointments * !
c. initjate’ recommendations for salary changes
d. initiate recommendations for terminations . L
*e.. initiate recommendations for tenure . \ v o Co
"f, initiate recommendatioens for leaves.of absence :
‘g. initiate recommendations fepr promotlons - ,
. _h. initiate recommendations for assxstantshlps, fellowshlps
o and scholarships ’ -
LR .i. initiate recommendations on all other departmental personnel

v

“ - L matters, not specxflcal%y,mentioned above. - , -

s, . ‘

. .Some additional representatlve, ‘but not all 1nc1u51veh areas of |

3 ~

authority-responsibility are listed below: . ;o e
0/ ' "Inatlaée and/or consider proposals for changes -in the qur}cula,- ,
. 1nc1udlng summer, Allenterm, and é&aduate programs, 1f anyyj, and

s Y

- L forward to the respective deans. , N
Create /the proper 1ntellectua1 enVLanment for the best d ve—
lopmené of scholérship. . o = . : .

. - - R - /

- Strive constantly to lmprove the qua11ty of teachlng and re-
. search, &nd encourage publlcatlons. Meet with individual faculty
4 2 members on opportunlty ‘for, and‘support of, individual research
’ or study.. ST ’ B o

o - “
’ v “ 4 N

Recommend to the respectlve deans teachlng schedules and other
*programs, includlng graduate offerlngs, if any, for the 'most

- effectlve use of fagulty resodrces.’*~ VL.

g A

" Prepare budget requests ahd supervxse the expendlture of funds‘

oo allocated to the gfpartment. ) . . L

B

, -

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

t@cademlc department staff 1nc1ud1ng recommendlng inqremenﬂs. .

\ - e “”',. ﬂ.

- 7 Recommend to the Dean and Reglstrar ‘the use and assxgnment of S L

o allocated departmental space, facxllties, equlpment, and sup- "~ C

o - plies, and maintain an inventory of the latter two. .,Cooperate © .
-7 v, with the department and the adminigtration” in plannxng physxca*

.. f30111t1e5 appropr1ate to the functhons of the. department

| : Hol& regular depaftment meetlngs, as seems most appropriate . “*

" &‘ o wathln the 'organization of the department. A

- ~ . 'Y , K .,,.;t . .
e .o Organlze the alvising of majors Ln the depaitment -

Do X .

. Be responsxble for revision of copy for the*catalog and other\\ -
[ L bulietins, including major and minor reguirements, - and consul
| - w o other mehbers of the department”‘here necessary and desxrable. \

e e T Worh w1th the Dlrectors of _the Libraries to enrlch the collec—
B tions glvmng’due attentlon to planned research and Ffutute o :
.. growth of xhp department ,vi. . s ) e C
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 Be responsible for the execution of College and University
policies and reqylations. 1In the event that he disagrees on

, - —principle with gertain policies ox regulations, he may regis-.
ter his protest through appropriate channels. If after due
administrative consideration the enunciated policy, or regu- "
lation or detision remains in force, he must either support

C it ¢onscientiously or resign his chairmanship. o e .
. . ’ " * . L o C"‘" .

Make recommendations through the Dean of the Coilege for
summer and off~campus programs, course offerings, and person- /_

» nel to be employed. These recommendations to be subject. to
consideration and revisioh by, the Dean -of Graduate and Special
*Programs werking in conjuﬁction with the academige dglans and | /
Vice President' for Acadenic Affairs, the latter of whom shall
have final approvail. . R - e

©

Bé'reséongible‘for the’ discharge of other unspeéified duties
pertinent to his office.! o ’ .y . <
. - - ” .
vl . "l'« i ‘

\ , :

AY e "

. Dated March 22, 1971 ) .
Approved by Deans‘dquncil, January 1971 . - ;
Approved by President_Summer 1971 . : ; T
Effective Septembez 1971 o ) o .

. . 4 Co .
Effective July .1, 1968, the annual work year for administration and |
staff will be identical with the University fiscal year -- namely, -
July 1 through June 30. Increments will.take effect July. W
positions will become effgctive July 1., The only exception to® the

- foregoing will be new secretarial positiohs which will ordinarily

" take effect on September 1. : )

A ¥

o

Faculty Salary Scale Effegtive September, 1971 Lo {

3

n v Minimum © _ Maximum
" . Instruggor o . $ 7,500 $11,000 - -
Assistant Professor ’ 9,000 14,000, . -
N . Asgociate Professor ’ - . 112,000 . 17,000 -
~ Professor. '™ B 14,000 20,000 : _
. N ) - EY , ) ) ) o
¢ ' ‘o
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FRINGE BENEFITS

. Y . Vot

I MEDICA% PROGRAMS

v

. .A. Blue Cross and Blue Shield .

o L ", . . \ .
.The-University provides group medical insurance and pays for.
the coverage, of the individual. Family coverage is available.

B. MAjor'MedicJ; Ingurance (with TIAA) :

“

N .
This is a voluntary contributory arrangement under which an
1nd1v1dua1'15 covered at a cost of $1.Q0 per month; the family
coverage is $2.25. The University contrxbutlon, which is con-
siderably in excess of these amounts, is calculated according
to a somewhat complitvatgd formula.

| “.
C. TIAA Group fTotal Disability Benefits Insurance

211 full-timé members of the faculty and adinistration are

eliglble to participate |]in this benefit program after one year
of service. The full,cqst of the prograq w11l be pald by N

Alfred University. .
® The benéfits will start afteg,six months of dlsablllty These?
benefits are as follows: E ¢ s v

1. Monthly income Benefit - 60% of the flrst $1,500, employee s
t - basic, monthly salary ‘and 40% of all monthly saldry in excess

of $1;500 but not to exceed, $l 500 per month. Income bene=
) fits payable from Socxal.Securlty and Workmen's, Compensation
v to be incl@ided in the above 60% and 40%. ' .

. 2. Monthly Waiver Benefit - payment of the TIAA-CREF annuity -
premlums on the employee's regular retirement annulty.
" (This includes both the employee s and the University's
D contribution toward the premiums.) -

3. The above.two benefits will automatically. dncrease by 3%
anpually to help offset the ‘effect of lnflatxon.
v ¥ .
o ‘. .
D. In the case of extensxve dlsablllty, when C. above is.neces-
sary, Alfred Univéraity provxdes full- salary for the first »
six months of disability. -
II RETIREMENT . . . ‘ ‘ //’ o
“ For purposeg of determining dates of retlrememt, the fiscal yéar ]
. will be used.effective July 1, 1968, For, example, if a faculty
' member or administrator reaches 65 1n August, 1968, then 1968-69 -
would be his f1na1 year -on tenured appoxntment.
A. Social Security o o ¢

r

N
< ¥

~All Alfred UnlverSLty employees are covered by and participate
in the' Federal 0ld Age and Survivors Insurance Program (Social
Security). This Federally administered program covers retire=
. ment, death, disability, and family income. The employee pays
4o one~half the cost. and the employer pays one- half. The base

B 1
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changes oarily by Congressional action. For information on the,
benefits in full, consult the Social Security’ Administration,
Corner North Barry and Delaware, Olean, New York.

1 <
v

u

B. TIAA and CREF:

All members’ of the faculty and administration are eligible for.
. lmmediate participation in the TIAA/CREF Retirement program on

a voluntary basis. Participation.in the program is mandatory

after a faculty member has attained tenure and an administra-

tor has completed five full years of service ‘with.Alfred
University. '

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

al
While participation in CREF is optional, an individual may
elect td allocate as much’as seventy~five percent of his total
retirement investment to this plan.

/ ) "

"ITI LIFE INSYRANCE (Equitable Life Assurﬂnce Society)

The University carries $6,000.0f life insurance for all employees
who have been in the service of the institution for a period of
thirty days or longer, and additional coyerage for spouse and
dependent children.

An employee may elect to carry additional-insurance equal to one
. and one-half times hi& saldry rounded out to the next even thou-
. sand. Wwhen this option 4s exercised, the employee pays a premium.
“ of $0.66 per thousand.ger month. This amount constitutes appoxi-
mately one-half of the actual cost of the insurahce; the addi-

tional cost (whicl varies under certainscircumstances) is met by
the Upniversity. -0

.
.

IV NEW YORK STATE PROGRhMS‘FOR FACULTY AND STAFF OF COLLEGE OF
CERAMICS AP ALFRED UNIVERSITY - ,
A, Gockal\Qecurity»coberaqe

. .

B. Choice of two retirement systems: .

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

. . 1 pfM®vides disability retirement after 10 years servicey
’ - 1 and 2 provide for death benefits; 1 provides vesting
.+ ., rights after 10 years service; and 2 provides for imme-
. diate vesting rjghts., All required contribut’ons for.
these programs are funded by the State.,

C. Choice of tweo health insurapce:programs:

1. Statewide (Blue Cross, Blue Shield, Major Medical)
2. GAI (Blue Cross, Group Héalth Insurance, Inc.)-

D. Opportunity to purchase U.S. Savings Bonds by payroll deduc-
tions. o A

s
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i
E. Terminal life insurance and health and. Accident insurance
through membership in the New York State Civil Service
Association.

-~ |l

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 the, facul=~

. 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. Projez&s proposed
will be evaluated on the basis of their intrinsié merit and
their value to the University. /

/ .
8. All faculty members on tenure shall be eligiblé to apply for .

leaves. under this program. Leaves may be gray{éd for ome or »

' two semesters but for not more than one academic year. Nor- Y
mally, a perscn who has been on leave under this program shall”
not bg eligible to apply flor a second leave until after five

. .additjonal years of servig¢e as a member of the Alfred Univer-
sity 3aching stafy. - : N

o C. Those participatingf}n/thﬁs progranm must agree to return to
the University uponthe termination of leaves and remain as -
members of the Uniyersity staff for a period of twq years.
Should a faculty member on leave decide ndt' to return to
Afred he shall be obligated,to reimburse the University in

. full for all monies received from the University in suppébrt
N 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 Univerity in support of his leave.
- -
D. Faculty members on leave under this program shall receivé their
annual. base Salary in full for one semester, or one-half of
their salary for two semesters, subject to the followingicon-
ditions: the University reserves the right to determine when
leaves shall begin and when they.shall end; if a.faculty member
on leave receives financial assistance from sources bHther than
\\ Alfred University g hig combined income less project expenses
shall not exceed his annual base salary; where combined income
less project expenses does ‘exceed the anriual base’salary,

"Alfred University's share shall be reduced by a proportionate

amount. & .

P o

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-

" dént in turn, shall make a recommendation to the Executive
Committee of the Board of Trustees which shall have respon-
sibility for the final decision. oo

4
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F. Wherever possible 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. . s

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

Effective June 8, 1962 . .
. {

VI PRE-DOCTORAL SUPPORT PROGRAM

/ strengthening the academic programs of the Univetsity by en-
. couraging promising young teachers to completé doctoral studies.

A. The purpose of this program of pre-doctoral support is that of
’ B. All 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 t%e 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
Committeée of the Board of Trustees which shall have respensi- |
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 salafyx\ g :
C s If the totall of anticipated income is in excess of the appli- v’\m,k‘
cant's base' annual 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, as‘'a salary advance. After a
staff member has returned to his téaching position, 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,take 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 his

. department. ’ *
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_Effective June 8, 1962

A
-

H, One “qr more leaves under THE PRE-DOCTORAL SUPPORT PROGRAM may
be sauthorized ea¢h year at the discretion of the president.

I. Faculty ers who do not require a leave for completion of
doctoral requirements may apply for a non-interest bearing
loan not to ceed $500 as assistlance in completing research,
and preparing e dissertation. All loans will be repayable
on the same te as set forth in paragraph F above.

v

\\

VII TUITION REMISSION PLAN
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», . s
The Alfred University Tuition Remission Plan has been ‘establdished
to provide educational rivile@a} and opportunities for the
spouses and dependent children oF.faculty, administrative person-
nel, and employees of the University. This plan shall be admin-
istered in accordaitge-with “the following regulations.

i )
A. Tuition Remission,

clusi of miscellaneous and laboratory
fees, shall be avail e to 1 regular full-time faculty,
administrative personn and employees of the University, and
to their spouses and dependent children, in the College of
Liberal Arts, the College Ceramics, the School of Nursing,
the dchool of Business Admihystration and the Summer School.
At the Graduate level, tuiti remissipn applies only to full-
time faculty and administrativ ersonnel and their spouses.

B. Tuition concessions for full-time
(other than the faculties and admin
spouses and dependent children, shal
three full years of employment.

ployees of the University
trative personnel), their
wbe available only after

C. Tuition remissions shall apply only to ouxses and curricula
which are an integrated part of the Upiversy program.

D. Eligibility for participation in the Tuition Rehission Plan
shall be determined on the bagis of 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 Admigistration and School of
Nursing, exclusive of miscellaneous and laboratory fees, shall
continue to be availablg to the dependent children of full-
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time faculty and administrative personnel of State University

of New York Agricultural and Technical College at Alfred who

were employed by the College as of gctober 15, 1957.
\ 'I. Decisions with respect to an interp etation of the provisions

of this plan and with respect to special conditions .pot '¢di—
ered shall be made by the President of. the University.

Effective September 1, 1970
) Ve

VIII4TU¥EION EXCHANGE PROGRAg//

Since Alfred University is a participating member of the Tuition
Ekchange, it is possible for a limited number of our faculty and
staff children to attend a number of colleges other than Alfred
on an exchange basis._ .
-
The n er of children which alfred can "export" depends upon
/ Jthe number from other colleges which Alfred accepts under the

/ program. 1In other words, it is necessary for us to.accumilate
"credits" which can then be used to p7bvide opportunities for
our own children,, -

/

The nunber of aAlfred children who can be "exported" under the
Tuition Exchange Program will probably/always be smaller than
the number seeking such opportunities and the matter of selec-
tion becomes a difficult problem. Awards must be made on the
basis of such factors as the parent's length of service at
Alfred, financial need, and the preparation of applicants for
college work.

It should be noted that participation in the Tuition Exchange
Program is dependent upon certification by the President and an
acceptance 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 is .
to pay as follows:

°

First $400 - 100% reimbursement by a.u.
Next $600 - . 50% reimbursemerit by A.U.
Next $500 _— 25% reimbursement by a.u.

The maximum reimbursement would be $825 on moving costs of $1500
Or 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 includq any storage charges.

Reimbursement for moving expenses is to be made to the indivi-
dual after 'he has submitted a copy of the moving clmpany's bill
to support his reimbursement. We will not authorize moving

companies to make charges directly to the University, nor will

we accept C.0.D. deliveries. .

40
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i
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 cannof accept this
responsibility. ,

, The shipment qf books is normally less expensive via.Pa'cel 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 réntal
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
movér% In these circumstances, the University will pay mileage
at the rate of 10¢ per mile but meals and lodging will not be
reimbursed.. The mileage charge will be considered part of the
moving expenses which, in tqu, will be subject to the reim-
bursement poliey of 100% of the first\$400; 50% of the next
$606; and 25% of. the next $500. .

Récommendedﬁby Cabinet, March, 1971

¢

Approved by Presii;nt, effective April 2, 1971

Amended August 11, 1971

- ' | T49
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> for family coverage.

[E

RIC B | 50

COLLEGE OF. CERAMICS
RETIREMENT

Al]l members of the faculty are required to join either the New
-York 'State Employee's Retirement System'or the Teachers Insurance
and-Annuity Association - College Retirement Equities Fund. The
details of operation of thesge 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 - a1d 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 1760 of- your three year final
average salary for each year of service. 1f you retire with
more than 20 years service you will receive a benefit equal to
1/50 of your three year final average salary per year of ser-
vice, There are provisions for digsability retirement and death
benefits. Currently, there is no employee contribution allowed
in this system. N

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
pogsible. 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 ir addition to
that contributed by the State of New York.

HEALTH INSURANCE . .

All full time employees are eligible for the State Heal
Program; eyplanatory bulletins and applications are av
the Personnel Office. There are two options available. each

case the State pays 100% of the premiums for the employee and\75%

Insurance

At the time of enrollment, four weeks advance coverade 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 own and the State's share of the cost
directly to the Plan on transmittal forms available in the Person-
nel Office. 1In this case, it is important that paymeénts 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. o

fji ’ @
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Employees having family coverage with dependents in coilege can
v, 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. :

o
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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 sghall prepare a disclosure of the discovery
for transmittal to the Patent Committee of Alfred Univeristy. .
The inventor ghall not use legal language in preparing the Dig- °
closure pbut ghall set forth in 'thé Ianguage 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 gheets.
To qualify as a legal document, the Disclosure must be signed-
and dated by at least two witnesses. Since 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 actijons
as the following 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. i

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”gromgtly to the
Research Corporation (New York City) under the provisions of
. the agreerlent 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 Research®Foundation such actions as:

1. That patent action be instituted by the University.

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

3. That the invention be returned to the inventor.

2
If the Patent Committee concludes that the Univergity 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.

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

o . .

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

'

The Patent Committée

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 mehbers shall be knowledge-
able in the specific area of the patent disclosure. The
Chairman shall consult with the inventor before appointIng
comml ttee 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 Hyeh the
inventor's degartmental colleagues( with other members of the
faculty, or w 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. .

compenéation’to the Inventor and to Alfred University K

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
a‘-non-assignable share in any proceeds from the management

and licensing of such patent subsequent to Alfred University'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 Buch 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 incame shall be recommended by
the Patent Committee in accordance with the degree to which
\Yhe University has equity in the patentable idea. However,
n no instance shall the University or the inventor- receive
less than 208 of the avallable inceme. In the case of
patentable Ideas orlginating with College of Ceramics facult
ncaome shall be vided

. i 45
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recommendations are subject to final -approval by the Board of
Governors of the Alfred University Research Foundation.

D. The Agreement with the Research Corporation

Those interested in the details of the agreeﬁent between Alfred
University and the/ Research Corporation (New York City) may

obtain a copy of fhis agreément from the University Treasurer's.

Office. Essgentially, this agreement provides that Alfred
University may submit Disclosures to the Corporation for evalu~
ation. If the Corporation decides that the invention merits
pursuit of a patent it proceeds t# 'do so at the expense of the
Corporation. If a patent is obtained and producesgincome, the
expenses incurred by the Corporation in pursuing the patent

are covered by the Corporation's share Qf the income. Income
is divided, in 'accord with the agreement, between the Research.
Corporation (42%%) and Alfred University (57%%), which recom-
penses the inventor. The cost of litigation in the courts is
subtracted from income prior to divisiongpatween the Corpora-
tion and the University. The Research Cg§boration 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 ;
.o .
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. ’

RgvisédvApril 4, 1971

I1
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POLICY ON CONSULTING

Corisulting is a worthwhile undertaking which adds to the indivi-
dual's experience, knowledge, and professional growth, enhances
the prestige of the uhiyersity, and may provide the cohsultant
witth additional income. It makes available to the larger commu-
nity the speéial\knowledge, experience, and intellectual compe-
tence of faculty members to the henefit of all concerned.

. \

Moral and ethical considerations are inevitably present in this
ctivity. “Some problems are conflict of. interest,. interference
with the performance of ‘university duties, and improper use of

uhiversity 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
setvices are Primarily of an advisory nature. , If any significant
use of university facilities is involved, the phrase "sponsored
redearch” is preferred. If the faculty member or administrator ,
plays a role in the outside agency which involves. doing rather
thgﬁ advising, the phrase "part-time employment” is preferred.

It is the responsibility of the faculty member who contemplatés
any 'of these activities, to inform, fully his department chairman
and his d€an. The administrator should inform fully his imme-
diate ‘superigqr. > -

Y
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In general, cbnsultlng elther on campus or-away of up’ to one day-.
per week will be permitted, provided that this car be accomp}xshéd
without interference. w1th the uanersxty responsibilities of the
) consultant. Any deviation from this policy mugt have’ the appro- » *
" val of the approprlate department cha;rman and academic dean. - ’ g
-The consultant should take care “to’ act as. an 1nd1v1dua1 and to N
make»clear that dpes not speak for Alfred ‘University.

¢
~ The consultant sho ld(examane all aspects of hlS proposed acti- L
. " vity, so as to avoid those situations Which might,lead to g¢harges:
. of conflict of inte est or unethical practice. It is generally -0
R “not proper for facully. or administrators to serve as consultants
on" research grants-or\pxojects in the university,  unless they
M weére spec1ﬁlca11y identified as such_in the grantLproposal.

Any use of unlverélty cilities or technlcal stakf shall be -
cleared in advance with \the - approprlate dearr who shall determine -
the proper. compensatlon or such use.. . ‘ v ) o

PR "y
'

‘

. faculty and admlnlstrators ake clear and, comple disclosures
, to the approptlate depirtment chairmen and deans of proposed

, professxdnal actlvitles which\ divert the time and energy of the .
proposer from the university tQ an outside agen during the =~
teaching contract peridd. AL ' c 40 ! -

- s

w ta
t;'Rec;ﬁgznded by Deans Council sub committee 4/15/71 ';‘; ) e
_ Appyoved by Deans Council 4/26/71 , . '
Opeén Hearing* Deans Council 5/10/7%
Approved by President effective Septembe

#

;o . L X -'i',A : . N ‘/
III PQLICY! ON RESEARCH ON HUMANS . ‘ ‘

. Alfred Un1versxty will be v1911ant to prot t thé rlqhts ang T
- welfare of humdn subjects used 1n research 1 vesthatlons.

-~ The local Committee to Insure the nghts of Hum n Sub]ects in o
O Research will act as the resource droup wﬁlch wi give advice, e

review and surveillance to the’ researcher with respect to'his..
experlmental“deSLgn and procedures to insure the we areyog‘
human subjects.. s :
~The 1nd1v1duaL researcher will petltlon the local commlt
review and approval of his research design and propqsed pryce- ,
dures. The committee will review the strategies to be empldyed
in gathering ‘data and securing "informed consent.,” 1§ the re~ .
seldrcher has insured the welfare of his human subjects and the .
committee is satisfied that he has secured ™informed consent, Vo
approval will be given for that particular plece of researxch
provided that the 1nvestlgator 3grees to consult with the commlt-
tee if any c¢hanges are to be made.

) If the comthittee is hpot convinced that the welfaregiﬁzthe hv;xma{\’v
subject is adequately protected or that the risks of the pro- R
posed program-are tbo great when weighed agalnst ¥€s pqtential :

3
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of procedures and glve approval only after the investigator has

R satisfied the committee's concern for, thé welfare of the human
) ‘subjects to be utxllzed, 1nclud1Ag the rigk ifvolved in 90551ble ’
violatlons of the right of prlvagy B 3 s

o .
! PN .

Furthermore, the commlttee members will ‘ample, at random, the *
. human‘subjects used "in the research and question them orally after
.the experimental session in ofder to be assured that the" ‘exper- .
imental propedures and .debriefing conform to thoge agreed to by
-the 1nvestlgator. The' oral questlonlng pf the subjects will take
“the form of assuring the committee that the welﬁare and the rights
. of the subjects are not.violated, .

r . . N, ~ - -
a

Signed: Commlttee to Insure the Rights)of "Individuals
N in’ Research on Humans ¢

v . N 4

- o _ Charles A. Glfford | .
; ) K .. ) Leonard I, Ruchelmah ;
v Lewis C.- Butler . ' o .
o, I i Williamr C. Engraml Chairman
vl el » . "+ ' February 28, 1968 -+ )

. .- . W . -

in keeping with the Committee'S'sutveillance function, the
researcher is requested to do the follow;gg'

" Have all’subjects sign ‘the fOIIOW1ng statement)| immediately after

the exper1menta1 session: .
. » I, - - (subject's/name) have been a
~voluntary subject in Dr, - research of
19 and hawe beepwlnformed of the purpose.of the research and
of the deceptlons employed in it. . .
» " Date: ~ ’

.

. , R - -
File these signed statements -with the chairman of the Committee
) every week during the data collectipn period. )
. / Notify the Committee if any changes in your de51gn are ;7i g
contemplated. . RS

ry .
» .

IV TRAVEL EXPENSE REIMBURSEMBNT POLICY FOR PRIVATE SECTOR

“ PR

A. éeneral Statemgnt- . . .

v .

- The intent of thls travel! policy is to establish pr1n01ples by o
- " which. admimistrators will be reimbursed for expenses’incurred
. in travel on University business. In many -circumstances all
expenses will be reimbursed; however, faculty travel to meet-
ings of' learned,and professional societies will be reimbursed d
based upon thé All-University policy on faculty travel to pro-
fessional meetings authorlzed by the Presigent to bé effective
July 1, 1970, ) . v
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B. Cash Advance for Travel -

> . N

T - Money may be obtained f%om the Treasurer's Office- as an advance
for travel expenses. In such cases, to assuré the availability
‘of cash, a request must be'made to.the cashier in’ the Treasur-
er's Office at least five days in advance of depanture. The
.cash. can then be picked up durihg regular office hours' (9:00-
12:00; 1:00-3:30, Monday through Friday) prior-to departure.

, Such moneys .advanced must be accounted for by filling out an

R expense voucher and presentlng*lt at the Treasurer's Office
i + not later than seven days after you hate completed the trip
or the. 1ntended purpose of the advance. -
4 . .
. C. Travel Expense Report . - i
s s To assure adequate reporting of ekpenses, records must show the

purpose: of the expendityre, 'the date the services were ren-
dered and the amount paids This is necessary not only for
» v Uglversity reimbursement ‘bt also*because. individual taxpayers
are responslble for being able‘ td supply detailed accounting *
. for reimbursed expenses. Otherwise, the reimbursement will be
- - treated as income to the indiwidual by IRS and -thereéfore be
B subject to income tax.. The required travel expense-r
' form to be submitted for reimbursement may be obtaip€d from
‘the Treasurer's Office. This form must be complet
.and signed by the Administrator seeklng reimburs
must have the approval of his supervisor. Whereyver ﬁractlchl,
.2 blllB and receipts should be attached to support expehdltures.
The ‘back of the form should be. used to explain expenditures
.for entertainment and any other clarificatidn needed. * The
form is deslgned so that expenses may be tecorded on’it direct-
ly as they occur and thus save transcrlblng other records”at
0 a later date to this form.

D. Air Trave]

. AiK tvavel should be coach class whenever that class of ser-

vich is available. Only wheh coach service is not\ available

‘ or iMcase of an emergency is first clasg service to be used
without prior approval Qf the Vice President for Business and

e . ' Finance. (The President will be an exceptlon to—this pollcy
» -when he takesg <flight3 of more. than one”hour.)

On trips to points west conslderatlon should be given to
flights out of and into Buffalo. Staff might find .flights at
<. moré “convenient times and posslbly shorten staff travel time.
e : . There is also a slight cest savings though this.is only about
: ' $3.00 when considering the mileage differencé between Alfred
and the Buffalo or Rochester alrports.

y
L4 . »

E. Automoblle Travel ."

. ) . Administrators will be reimbursed for the use of their per-
sonal autoriobile when used for official University business

" at the rate of 10¢ per mile. The University cdnnot assume

the respon51b11Lty of the individual in case of an accident.
The 10¢ per mile-is based upon the owner of the vehicle hagving
adequate insurance coverage. Gas,.oil, and a11 malntenagce

v
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and depreciation is included in the 10¢ per mile payment. N ’
Parklgg fees and tolls when necessary are reimbursed ih o
addition to the mileage pl&peqt. L)

. -Actualrbeginning and epding mileage should be recorded to
compute the miles driven. xception will be allowed on trips
to Rochester, Buffalo/ Syracdyse and Albany where if actual
mileage is not recorded the fbllowing amounts will be paid:

5 . . Buffalo - $18.00 ‘
_Rochester $15.00 B
Syracuse - $27.00 ) : ’

. e

/

- " Albany - $54.00
. >

F. Railroad Travel

This form’of travel is almost hon-existent but can be used to
advantage in a few places. The most notable would be on short
trips such as on.the Penn Central line between New York, '
Philadelphia, Baltimore, and'Washington. Particularly on the
Metroliners this method of travel is very comfortable and from
. downtown to downtown is as fast as air travel and considerably
? less expensive. ) , ,

X

G. Lodging and Meals

Costs of lodging and meals vary greatly from iocation to loca-
., tion, thus arbitrafy daily rates set by Alfred University are
not feasible or defirable. .

H. Auto Rentals - | . B | ‘
’ ‘ Rental Autos can be a great cdnvenience and in some gituations
a necessity. However, it is also expensive even with the dis-
count explained below so caution should be exercised when con-
sidering auto rentals.

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 instructéd and they may have some dif-
ficulty. 1In those cases the person should suggest to the

clerk that he will.go 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. 4

Avis, Hertz, and National have a policy which provides a 20% :

In addition to the. large national firms mentioned, there are

nunerous other firms, many of which, K advertise lower rates than
- those charged by Hertz or Avis. The Hilton Hotel chain now is

in the car rental busineéss 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 ‘
100.90 deductible collision insurance. Some companies adver- .
se a low rate but then charge for all gas and oil used.

- o . 50 4
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There can also be a difference in a “"drop off” charge where
one wishes #o rent a car in one city and ldave it at another.
Between certaln pOlDtS some cbmpanles will not charge extra

for this sekv1ce.
l

Travel by Spouse : - . »

Alfred Uniyersity does not normally cover the travel expenses
of the spouse when he or she accompanies the Administrato
(gxcept in the case of the President's wife when ,she .accom
panies him on University business). Under certain circum-
stances, e President may grant prior approval to_an Admin-
istrator Egr the spouse to accompany him or ;her at “alfred
University's expense. When the spouse or a dependent -does
accompany the Administrator But at the expense of thé Admin-
istrator, Alfred University will reimburse the Administrator
for his expenses as though he were traveling alone. For
example, Alfred University will pay for a hotel room at the
single rate and the Administrator will then pay the diffgrence
between’' the single and double rate. 1If'air travel would.be
the means of transportation if the faculty member or Adminis-
trator ‘were traveling without the spouse or depengdents then he
will be reimbursed for air travel even though he may use some .
other Mmeans of fravel to acgommodate his spouse or dependents. .~
Also if the opt10na1 means of travel selected for personal
reasons should require additjional meals and lodging for the
faculty member or Admingstrator, this additional expense shall
not be relmbursed by the University.-

Combined Business and Personal Travel

When an administr¥3tor 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 result-
ing from the extension of the time away from campus and  the

cost of a side trip for personal’ reasons is to be paid by the
Admlnlstrator. . .

¥

ﬂ‘\ .
- . \Y TRAVEL EXPENSE, PRIVATE SECTOR, FOR FACULTY TO PROFESSIONAL
MEETINGS
. It -is the policy of Alfred UnlverSLty to encourage the faculties

attend the meetlngs of learned and professional societies and
participate in the activities of such groups. Toward the ac-

compllshment of this end the following policies will be followed:

College of Liberal Arts, School of Nursing, Professional
LLB g;}ans 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. }




- ‘ 2

4,

5.

Approved by Deans' Council - tpril 13, 1970

Authorized by President"effecL

o

\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 individuals do not deplete available funds
to the extent of curtaillng the opportunltles of others. K

v

Reimbursement to faculty of travel expenses to professional
meetings will be made on following basis:

‘a. Up to $lqb 00 reimbursemendper meeting for faculty
‘traveling to a meeting withima 500 mile radius of
Alfred. g

b. Up to $150.00 reimbursement per ting for faculty o

. traveling to a meetlng outside the 5 mile radlus.

c.. Faculty actually particzpatlng 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 limlt established in (a) and. (b).

Requests for reimbursement must include an itemized state-

' of expenses. All travel expense reports must be sub-
mit ed. to the Treasurer's Office within one week after a
faculty member has returned from a ‘trip.

It is assumed that the least expensive forﬁ of travel (e.g.;
air coach) will be used, +When personal cars are used,
(sde page 49) reimbursement is made at commonly accepted

wrates, with the understanding that payment to the car

owher shall not exceed the cost of air coach travel for
the distance lnvolved.

ive - July 1, 1970

.

|

- |

VI GPLLEGE OF CERAMICS TRAVEL POLICY . E
|
|

A Funds are, provided in the budget of the College of Cerami.cs
for necessary travel by  the 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 in"w
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 States (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 Authorlzation
Request in making such requests. R

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. ™ravel 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
AY
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B.

-3. Cars

e

to attend one major meeting per year of their professiognal
society. It may be necessary at times to impose an expendi-
ture ceiling for a given trip as, for example, when szgeral
faculty members wish to attend a given major meeting and fqus
are limited. .

It should be emphasized that recelpts for travel requests, 3

- hotel bills, etc. are esse9t1a1 if reimbursement is expected.

A meeting reglstratlon 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 Cbllege Business
Office. ,

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

1. Eligibility for Reimbursemépt 6f Travel Expenses

An employee is eligible when performing offlc;al duties”
outside his official station. Official station is the
city in which his office is located. "Expenses incurred
in- an 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 carr}ers where the cost is one dollar
W or more. In so doing,/ no cash payment is necessary.

The original copy of the Transportation Request should
~be appropriately filléd 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
traveler and submitted with his expense voucher. 1In 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, subsequent travel voucher should contain the
statement ¥Only First Class Seats Available." The seat
check must be attached to the subsequent travel voucher.

N\ 3

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 gars are not available or travel by
common carrier will c ge undue delay. Travel in a per-
sonally owned car will reimbursed at a per mile rate
based on AAA mileage charts. Tolls and “necessary parking
charges” will be reimbursed 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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i8 readily available at lower cost, you probably will be
cut. Where personal cars are used, the following statement
must appear on vouchers requesting mi-leage 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.

Rent-A-Car -~ ¢

A-rental car may be acquired if "in the State's interest."
This means that suitable public transportation is not avail-
able for your hedule. A justification must appear on the
subsequent travgl 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.

~

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

Original lodging receiptsvare required as evidence of
overnight stay and must be submitted with expense

vouchers. ) .

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 followinq.hoursa (If employee returns to
office, time of return to office will govern.)
) Breakfast - 8:00 a.m.
Lunch - 2:00 p.m.
Dinner - 7:00 p.m.

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

@xamples: ! )
v & I,’“ ) °
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 7:00 a.m. on Monday,
and traveling to an upstate area, and returning home
after 7:00 p.m. on Friday would be entitled to four
days' per diem allowance plus allowance for three
meals on Frlday.

- I

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 lodglng request the orlglnal form is
to be completed.and given to the concern-from which lodgings
have been purchased. The dupliocate c¢opy, also completed,
should be retained and submltted with the travel expense
voucher. Remember that the charge for lodgings must be ab-
sorbed within the per diem allowarnge. Probably it will be
increasingly necessary to pay cash for lodgings. In making
reservations, therefore, it is adv15able to be asgured 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 room clerk in order to avoid 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 presented-with the bill.

Miscellaneous Expensés_

Telephgne and telegraph charges will be allowed if "in the
State'd interest." An explanation must be made on the sub—
sequenf travel voucher. A [
Up to $3.00 will be reimbursed for expenses incurred at the
beginning (and/or end) of a trip for travel between a :com-
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.

4
VII PROFESSIONAL PUBLICATIONS

Dean of your college, the Chgirman of your department, the Her--
rick Library, and the Presid ﬁ% of the University.
N N % N

. . . VR
VIII GUNS ON A COLLEGE CAMPUS ‘\ L
n . N .\ \ .
Recently, the New York State Legié& ture in Albany passed a law '
which went into effect on Septembe eJ., 1969, restricting the pos-
session of firearms on a college campus ox 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.0.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. ‘

Copies of all professional publications should be sent to: the ‘

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:

l. 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.

56

ERIC 61 -

Aruitoxt provided by Eic:




X ALCOHOL POLICY N
‘Faculty or Administrative gfoups who wish to host events. on cam- .
pus at which aleoholic beverages will be served must make arrange-

ments through the Manager &f the Saxon Inn at the Campus Center,

XI JURY pUTY T
. S
When an Alfred University employee serves on a jury, the University
will continug his regular salary or wages as though he worked his
regularly scheduled hours. In return for the University's con-

T4k\ » tinuation of 'the employee's compensagion, the employee agrees to
remit to the University the remittance he receives from the county
or appropriate court for his jury duty minus any reimbursement
that'is provided for, in that payment, trave]l and meals.

v . ,
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 ncgative 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: f

Dr. John J. Vagell, Jr.
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Regular clasg attendance is expected of all students.

CLASSROOM POLICIES

" CLASS ATTENDANCE REGULATION

°

member may establish his own regulations governing attendance of
his classes.

\

. ]
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. 1If. 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
of othe College., It may be so referred through the Chairman
of the Department, who certainly should be lnformed of the
nature and disposition of the case." B

REGULATIONS GOVERNING THE PROCTORING OF'EXAMINATIONS

A.

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

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 desireablevthat 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.

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.

If two or more proctors are assigned to a room, they must not
converse in a manpner that will dlsturb those taklng the exams,
nor should they stand together.

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

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 duplication 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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4 I OFFICE SUPPLIES
!

A.

I1 PURCHASING -

A.

“ERIC
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. SERVICES )

!

Private Sgctor

e - =
FPor office supplies, a Supply Requisition Form is to be filled
out, approved and signed by the Department Chairman or Super-
visor anl submitted to the Office Services Office. At least
two working days should be allowed for the request to be pro-
.cessed And the individual (or department secretary) must pick
up the /supplies from the Office Services Office. If any. sup-
pliesvare needed which do not appear on the requisition form,
consult the Business Manager. ’

College of Ceramics .

N

These office supplies are available in the Stockroom. This

same outlet also sells specialized art supplies not available
in the village. '

LT ——

Private Sector .
. 2

When a faculty or stafﬁ member wishes to have the University

purchase any equipnfent br materials (e.g. lab equipment) ™it

must be .done by Purchasd Order which is approved and signed by

the appropriate Departmeht Chairman or Supervisor and sent out

by the Business Manager' \office.

1. Type all information on the Purchase Order.

2. Detach the last copy of the Purchase Order which is marked
"Departmental Copy" and retain for your office file,

3. Send the remaining three copies to the Business Manager for

his approval. Bear’in mind that, once it is signed by the

Department Head, your account will be encumbered for the

cost of the particular Ptem or items.:

4. You will be notified by the Direftor of Physical Plant when

your particular item arrives. . ‘

5. Should there be any discrepancy in what you order and what
has arrived, you should g¢onsult the Business Manager without
delay. ' .

6- When the invoice arrives from the vendor, you will be con-

' tacted before the Unjversity pays for the item. If every-
thing is in order, a check will be processed automatically
for payment, .

7. You should contact the Business Manager if you are in doubt
as to whether or not a Purchase Order is needed, ot if you

C e

have other questions directly related to the'Purchase QrQer,'_

+vendor, etc.

College of Ceramics

. ‘ 3
Follow the following steps in procuting supplies and équipment
needed: °, ;

.
s 4
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a. * l.,Obtaln as accurate 1nformat10n as p0551ble aqout thegltem ,
o " needed, i.e. source, part-number, size) col ﬁodel, etc.'

Estimate «wcogt or give exact cost, 1f known.

. L) 4
= 2. Obtaln depu;tment head approval to charge agalnst the R
departmental budget . ’

" L

3, Send the request to the BuSLness Office for ordering, s

~ 4. All deliveries will be received and checked in the Receiving - <
Sectlon. ThHe  material will'then be deliveyed to yeur de- v ;

partnent. No delivery should ,be accepted from any carrier

14 ’ or salesman without not1fy1ng the Receiving Section or Pur-

? chasing Office. Materials, equipment, etc., should be ~

inspected immediately to determine: : T -

. a. Correct quantity

. b. Condition of material - - *
@ .C. Correct spec1f1catlon~as per ord? s A : *
w -y‘““ . . .
°In the event that .goods are not satlsfactory, the shlpment 0 .
¢ is to be returned to the vendor by the- Receivlng Section., e
Please also notlfy the Purchasing Agent.~ - *
5. No purchases whatsoevef are to be made without thaaknowiedge
of the Purchasing Agent. This includes. things sush as re- \(
prints of technical papers as well as routine- equ1pment v \
repair (unless on contract) ; I T [ .

55

6. A few State of New York purchasing rules must be complled

with in_order to expedite purchases. : N » o
.a. Lf applicable, supplies mush be Surbhased ffém an exist-
ing State contract, Prison Industrles Sr Industrles fox .
4 the Blind. .
v b. If order is between $3OO to $500, suggest three suppllers
1f you know of them. .
‘c., If order exceeds $500, it will probably take ldnger, as
i State approval is requlred In this cage, please.supply
‘\\9 . complete specifications and the names anduaddxesses of "'
T at least five potential vendors to whom bids can-be sent.
‘“This will expedlte processing signlflcantl*vln ‘Albany. ..
: Note: , When' there 1s only one- 90551ble suppllerp Lt w1ll .
- be ﬁecessary for you to write. :a sole souxee justlflcatlon,
PR W
d-. Any time you need'Hetﬁ in flndlng p0551ble suppllerw”’v L
catalog descriptions, es;;mated prices or other similar ) 5_“
information, please . feely free to chéck with the Pur—" ¢
. , chasing Agent who has many catalogs, a Thomas Reglster,
' contract information and a .wilkingness ,to help out. -
‘ o .

20 i > a . N
4 < . o : . [
oo , I

III ORDERING TEXTBOOKS I . . L. .
There aré” two bookstores in Alfred. “hich handle fextbooks; the 4
.College Bookstore (Crandall s), on Nérth Main Street and the Box - .
of Books on Wedt iversity. !
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A. College Bookstore ; ' . . B
% A ‘e . .
The order for textbooks should be turned in at least one month
- before classes sfor that semester begin. The special order
form should bg used which is available, from the store. The
1nformatlon required is: ' course numbér, instructor's name,
number of books estimated to be requlfed, gcomplete title of
‘book, author, edition; and publishing compagy, also whether
bozks are in hard cover or paperback. Any additional expenses
urred due to late ordersg “Will be charged to the University.w

B. Box of Books -, o ”"_ - L

. -

ThlS store is run by“Miss Hazel Humphreys. A special order form
'i8 jagain to be used which is available from the store. The
same requirements apply here as apply for the.College Ho ksfores

< Miss HumphreySrequests in addition, however, that ihstrugtérs

inform £heir students a! soon as possible, and in detail, the"
author, title, egltlon, etc. of the books they will be requlred
to buy apd the store from which they may be obtained.

s A 3
. H

JUNIVERSITY ACTIVITIES CALENDAR .

The Difector of the Campus-Center maintains an Activities Calendar

at the Campus Centey which lists all the activities of the faculty

‘and studehts; when they are to be held and where. The director

., should be informed at least one month in advance if a faculty
cMember wishes to schedule some activity such as a meeting, a lec-
-ture, a slide or movie showing, etc.: The special form to be filled

Vo

v,

V1
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out should be obtained from the ‘Campus Center desk. Available for

* such activities. ate: Campus ‘Center, Myers Hall (Room 34), Physics
.*, Hall (Rodm 14), Howe'll Hall, and South Hall.(Room 6). 'No smoking

is permltted in Myers Hall, and South Hall. Refreshments such as
coffee, tea, donuts and. such can be arranged for throf®gh the Cam-
pus Centef. Movie and sllde pr03ectors are also available from
the Campus Centerﬁ o . '

; . ) ?

PHONE CALLS e K .

No personal long distance phone callg should be made from Univer-—,
sity telephones. If it is-absolutely necessary that such a call
be madé from a University telephone, the callex should jinstruct’
“the operator %0 charge the call t& the callér's home telephone

and net undér any c1rCumstances to\the UnlverSLty. “

v

UNIVERSITY BUILDINGS ' o .

a @\

Burldlngs ¥e open from 7: 00 a. m, “to 11: :80 p.m. Monday through
Friday. All faculty and staff ‘members should have keys to the
buildlnqs with whlch they are concerQed.

Cplleg;,of Céramics bulldlngs are_cpen from 7:00 a.m. until 12:00
midnight for general use. Graduate students are permitted to use
the:facilities between mldnlght and 7:00 a.m. but undergraduate
students_must obtain qumlSSLOn from the Dean of the.College to
use th&’fac1llt1es»dur1ng these hours.’ Keys to the bulldlngsﬁ
your office or a laboratory or studio are available in the

“
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vice.

Maﬁntenance Office.

issuance of keys to students is con-

trolled by a key authori
student 8 1mmed1ate superv1sor and the Dean.

on card which.mist be slgneg by the

a

o

-

x

Emergencles - Should any problems arise durlng normal Unlverslty
hours, first consult the building custodian. If this proves . |
impgssible or unsatisfactory, call the; Director of~Phys;ca1 Plant
(871-2154). In.case’ of an emergency .out of UnJver51ty houts,

call the Heating Plant (871-2157). ’

@“ v
PARKING - .

7

~
. -

“Cars should be parked int” the parking lot assigned to the parti-
cular building involved. Faculty and staff members will be in~
formed as to which this is at the time they pick up their parking
stickers from the Physical Plant Office. Please park in the
Egoper;parkiqg lot! .

INTRA-CAMPUS MAIL SERVICE

e

K] ©

If a faculty or staff member wishes to send notes, 1etters,
memos, etc. to other members of the University faculty and/or
admihistration, he should-use the Campus Inter-Office Mail Ser-
This service' pperates Monday through Friday. Mail is
picked up and delivered at least once a day.. In each building
on dampus one persen has been designated to receive the Campus
Mail, but it is the individual's regbonsibility to deliver his
outgoing mai1 to and pick up his incoming mail from that person.,
College of . Ceramlcs outgoing mail should 'be. dellvered to the i
Mailroom Prior to 4:00 p.m. ‘each day in order to'get to the Post
Offlce in_ time to be mailed.

o

v

UNIVfE‘RSITY PRINTING SERVICES .o . . -

n
<

There are several places on campus where materials can be~
prlnted m1meographed, xeroxed, etc"- . -
*

A Ca.mEus Center @

The Campus Center has ‘facilities for prlntlng Eosters.

spec1a1 form has to be filled out which can be obtained elther
at the Campus Center desk or from the Director of Student *
Act1v1ties, whose office. is in the Campus €enter. The only
"stipulation is that the request for posters be turned in two

7

weeks before, they are- wanted. .

Herrlck Library

“

o

o

5

The Library has a xerox machine ‘which may be used for having

11brary mate&lals copied,

[

O

Offlce SerVLces

[y

Office (Greene Hall)

Phis office has
,8ervices may be

0 S -

2 5 . . L.
both a mimeograph and xerox service. These

usgd at any time during regular University
business hours. K .
T &3

" &




Mlmeograph .8ervice should be utilized for large amounts of
copies (100 or more). Stencils should be typed by departmental
secretaries or ‘can be done by Offide Serv1ces Staff for a
nomlnal 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.

Othér services available ,are: addressographing, autotyping,

and metering postage. .
B %

ALFRED UNIVERSITY

.
> -

. . RE: OFFICE BERVICES: Addresso-
’ > graphing, Mimeographing,
W - Xeroxing, etc,
M A . F]

DATE: September 27, 1971 * -
TO: Business Fagulty (Faculties, Administration, etc.)
- FROM: Office Serv1ces, Room #3, Greene Hall
w Because. of the large numbex - of job requests, we are€ asking
‘. your cooperatign. P . '
IWhen you come to Us for assistance, we will prov1de you with a
.. written request form (see sample) Thls will expedite our
- services to you. .

SAMPLE . T
. . i
" JOB REQUEST FOR OFFICE SERVICES CR

DATE REQUEST SUBMITTED:

DATE NEEDED: .
. COPY : .
G \-. . - T :
i JOB DESCRIPTION: ADDRESSOGRAPH  MIMEO  XEROX  ETG. ’

MATERIAL FURNISHED: ] .

MATERIAL NEEDED: ' )

N . \
khkkhhkhkhkhhkhhhhkhkhkkkhkhhhhkhhkkhhhkhhhhhhhhhkhhhkhkkhhkkkkhkhkkhkkhkhkhkkhkAhkk k% kkk

R ACKNbWLEDGEMENT FROM OFFICE SERVICES ON JOB REQUESTS. £y

- \, .

DATE REQUESTED: W e

DATE ALLOCATED:

ERIC .~ -~ 72
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D. Ceramics Collede
: . .
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.

- f ] .
¥ UNIVERSITY VEHICLES

Requests for use os\ggéversity ~owned cars, busses, or trucks may

- be made by faculty mebers of the private sector to the Office of
the Director of Physical Plant, ..

A. General Information . - .
- L4 . -

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

- :

2. The‘automoblles are mélntalned by the Physical Plant Departr |
ment and all reservations will be handled by that office. -
In order to assure that a vehicle will be available for

- your use make reservations 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 agalnst the department for failure to
.cancel a reservation.

« . " .
.

S B. Pr@cedure for Reservatioh-

@

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.%eaving. ¢

. Procedure for Return of Vehicle

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

v

z. Returnlkeys, completed mileage form, gasoline credit cards,
and any receipts promptly to the Physical Plant Office.. If
returning after hours, place all forms and keys in slot of
door.

3. Please note any Problems w1th vehicle that should be
corrected. . . '

R 4. Insurance forms, vehicle registration and what to do in
case Of an accident are logated in the glove compartment.
Report all accidents promptly when returning vehicle.

“
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Any damage costs a8 a result 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 mihimum deductible will determlne&the amount

to be charged. \ .
: @

{ .

6. Always use seat b¢lts and shoulder harness while driving.
All passengers shduld be encouraged to do likewise. Newer
vehicles require qhat all passengers' seat belts be fastened,
before the buzzer iwill bs silenced.

' D. €a

. : Lo o . ;
. 7. Any suggestions tqg improve service will be welcomkd.
! CoL .

-

Dopartmentb using Moqor Pool passenger cars will be charged the
atandprd rate (10 cents per mile) established by the- Motor
Pool. HNormally reimbursement will be made for the dse o‘f px{
vate autom0911e5 only when a University car has been. request d

»  but none has been available. wWhen personal’ caxs are used
rolmbursument is made at the same rate.

I'. Busses "

The University busses transport students to athletlc practices

and other events on Jericho Hill fields. They also may be used
to take students to cvents of instructional or cultural inter-
K - est in the area. Administrative offices and academic depart-
Ty ments using the vehicles w111 be required to pay the following
rates: o ‘
. N ooy
Local trips (meth the VLllaqc gumlto Jericho Hill- B \
fieldg) --.$5/hour " oo
Out-of-town trips -- 40 cents per mile S
"L .
F. Trucks 5 ) . Ev4 o . ‘ -~

-

° g
University trucks are availdble to individuals only on a cost- ﬁéy
plus basis, to include driver and vehicles.

.
v

XT  HQUS ING, _ ) . .

. . . , :
Alfred University owns forty~four units of housing consisting of
houses and apartments for the*use of fadulty and administrative
staff members. Three different University offices asslst new
faculty with varlous aspects of housing.

1. Placement oﬁ Faculty - Faculty Hou;&nghofftce
. BUsin nager, Carnegie Hal

Te lephone: 871-2131

v
)

Maintenance and keys - Director of pPhysi

physical Plan ‘
Telephone: 71-2154 R
Al
« " 3. Rental_ ) - Business & Finance Office !
) Carnegie flall
. © Telephone:” 871-2127
66 ’ '
O
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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

PN . ’ v - .
Preparation of the College's State Budget Request ﬁgx a particular
fiscal year (April 1 to March 31) begins jn late PBg@brudry or March
a yea® in advance of the time when the Lééislatugé’will take final

action on the Budget Bill. o

Depaitmeﬁt and Division Heads present-tﬁein”?equests at hearings
with the Dean and the Faculty Budget Committee* in the spring in
order to formulate the preliminary request for funding for the
fiscal period one year hence. The Faculty Budget Committee recom-
mends priorities to the Dean who, with the assistance of the Busi-
ness Office Staff, formulates the basic request. After the re-
quest has been cleared through the Vice President for Business &
Financt an{l approved by the President, the Business Office staff
physically|prepares the preliminary request and submits it to

* ‘State Unive¢rsity Central Administratiop. Campus officials normally
defend the' preliminary request at a hearing with State University.

. % Hudget Officers sometime in June. PR
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 throughout the summer months and is
submitted to State University Budget offices in late summér. Any
necessary f£inal adjustments are made at this time and State Uni- N
versity then transmits its-total request to the Division of the L
Budget in the fall. It then becomes part of the "Executive Bud-

get" submitted to the Legislature by the Governor usually in late
January fof passage by April 1.

in the range of approximately one-fifth the 'afiount of the State

Budget. The steps in the preparation cycle anle the same as those
e * for the State Budget except that because this dget is adminis- >

tered by Alfred University not as much lead time\is required. -

The College also maintains an "Income Fund" Baﬂget which has bLeen
o

«

II ~ MAINTENANCE

w
if repairs or modifications are necessary ih the area under your
supervision please submit a Maintenance Request form tosthe Main-

" tenance Section. Most plumbing, electrical and =rarpentry work is
within the capabilities of this section.

» . N o <@
* Faculty Council at present 7{:) ‘
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I
SECRETARIES .

Secretaries are assigned to'Bhe various administrative offices of
the college and to the faculties of the divisions. The Engineer-
tng and Science faculty has two sctretaries, as well as a secretary
to the ngision Head.  The Art,and Design faculty has, two_secre-
taries, one for faculty work and one fqr the Division ilibad. 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 hidh. It is-also possible for the Secretary tn
the Director of Raésearch, the Director of Supporting Services and
the Assistant Dean to do work for faculty when the fiormal faculty
secretaries are extremely busy.

SECURITY
ail 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

Sa.0. An attempt i3 made to have a janitor on duty in buildings

ERIC
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which are utilized by students during th: hours not covered above.
These personnel are charged with the maintenance of order and the
protection of property and are not a disciplihary organization.:

They will be happy.to assist you in any way they can. .

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 threc shops and the Kiln Room. Those wishing to use
the services-of these facilities deal directly withntheir mana-
jers. Complaints or other such problems can be taken the
Director of Supporting Services in the Research Buildigqg®

.
s

. The I shog ' '
A, The Instrument Shop ] *i

The Instrument Shop is quite wel

the equipmient bLuilding - metal wonking jobs that it is asked
to perform. éstablished in 1948 ik has yrown from a one man,
-one lathe, operation to a four man shep. It occupies the
entire basement of the - Research Building™~aghind BinhAs-Merrill.
The Manager of the shop is authorized to rejogt jobs where the
jrawinqs and/or description of the work to be ne appear to

1

equipped te handle most of

¢ inadequate. Priorities are normally assigned b?\{ge Manager
ut whert too many high priorities are demanded the Diféasor
Of Supporting Services assists in assigning them. Faculty and
ataff should deliver their drawings directly to the Manager to
assure that he is aware that their job is in thee¢shop.” Stu-
dents should obtain the permission of their supervising pro-
fessor before submitting work to the shop. When funds are
available from qrants or rescarch contracts, the project will
be hilled for the material and labor. .

B Agdio Visual Aids and Print Shop

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

6 8 e i -
AR ' »
{0




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 produce 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 ranglng from IBM cards
to 11 by 17 inghes. Stapling capablllty 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 1971, facilities have been
available for preparing tape-projector presentations using
both cassette and reel type recording.

’

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 may ‘be required.

Kiln Room

The Supervisor of the Kiln Room in Binns~Merrill Hall oversees
all activity in that facility except the art glass blowxng
operation. He is responsible for the operation and repair of
all kiflns and orders and stores material such as kiln furni-
ture 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

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 Bubmit 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 gstate or federal support. These are arranged with the
Director of Summer Sessions and with the Director of Development,

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 original objectives were broad and have never been

completely realized, the Foundation has supported thrdugh 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 Beard 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 Libfary is the gift of Margaret Brown Herrick in
memory of her husband, John Pierce Herrick, a long-time frienld and
Trustee of the University. ’

.« A, Essential Information !

"vital" Statistics: 132,000+ volumes as of May, 1973
: 1,400 current subscriptions to journals
5 21 newspapers

550 serials . ] .

LI‘B‘RAR;{ HOURS A.M. P.M.
Monday through Thursday ------=-—-- 8:00 -~ 11:00
Friday —-—-=m-m=—mmcom—ce- m————— 8:00 -- 10:00 .
Saturday =~-=----- B 9:00 -- 10:00 .
Sunday === --emreee e ————— m——— == == 1:00 ~- 11:00

PERIODICAL ROOM HOURS ARE POSTED AT MAIN DESK
LIBRARY HOURS DURING VACATIONS, INTERSESSION AND SUMMER SESSIONS
. . ARE POSTED

ARRANGEMENT . . R

MAIN FLOOR: Lobby, Reference Room, Browsing Room, Reading Room,
Offices. o . .

\
o

SECOND FLOOR: Stack Room and Reading Area, Faculty Room,

_ Children's Room, Lavatories. o

GRQUND FLOOR: Periodical Desk, Periodical and Newspaper Collec-
" tion, Periodical Indexes, Microfilm Readers,

V File (Pamphlet Case), Reading Area, Lavatories.

Herrick Library.is changing its 132,000+ 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 ta 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 (lerary of f
Congress) Classxflcatlon system. -

Temporarlly, 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.

79
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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 section$ by the door are arranged
alphabetically by SUBJECT. Copy down the entire CALL NUMBER
which appears in the upper left-hand corner. of the catalog
scard, and which shows the location of the book on the shelves.
Books located in the Ceramic Library are stamped "Ceramic
Library.”

2. Gorto 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-
T . pility 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 materiais
must be returned to the library on or before the Saturday pre-
ceding Commencement each year. ! .

The foregoifig 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 (:i/

To place a book on RESERVE: sén& 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
b 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 X days. . .
. 72
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Personal copiesé may be placed on Closed or Special Reserve.
v . .
A faculty member may charde out a pook indefinitely from the re- *
serve shelves IF the book has been placed on raServe by him for
his classes.

To have more complete knowledge of Reserve Book procedures, it

‘is a good idea to study TH[ LIBRARY GUIDE for regulatlons to

students.

Inter-library Loan for Faculty D

. .

If the instructor wishes to borrow from another library it can

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 sybmitted. The library pays for postage

and insurance up to $1.00. Any chatge 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 ' *

Hlerrick Library owns two duplicating machines which can reproduce
(, + pages from most books, periodicals, and microfilm. A coin-oper-
ated machxne i8 near the Main Desk. Cost: 5¢ per page.

For copying scrvice, 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-
gilm. Requests for such material should be made at the Main
Desk. Personal charges for the copied material are to be paid
on receipt.of the copy. Instructional material charges may be
paid for by the department.

~ 4
C. Fxhibits and Displays .
Interesting exhibits app throughout the year in.the exhibit
cases in the entrance of-the Library. Also, displays of books

of interest to students and faculty appear from time to time in
the LOBBY. The pottery. in the LOBBY and MAIN READING ROOM is
from the student collection located in the New York State
Colleqe of Ceramics.

D. Acquisitions Policy of Herrick Memorial Library

1. The Library Director agnd the University Faculty are respon-
sible for a well-balapced book collection, by .a plan of A
‘systematic selection.

. 73
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2. 'Each department, with the approval of its chairman, is respon-
sible for selecting library materials in its discipline. The
librarian sends or makes”Wyailable bibliographies, publishers
cata S. Choice, etc. to all departments to aid in this
selectidn. When materials are r ady for circulationf Depart-_

, . ment Chairmen are notifiegd. - o

. / ‘ .
3. The Librarian in consultation wtth the Faculty~Library Commi. o~ |
. i tee allocates the amount of money for each department. "y

4. Requests for material for new courses and/or strengthening
8 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 Librarian is willing to select and pur-
chase basic vplumes for any discipline if the .department
concerned provides the funds, either grant moneY or a portion
\J of its allocation.) :

5. The-genefal library Aallocation is administered by the Librajan
and includes reference books, periodicals, most serials, and
materials not covered by departmental aliocations.'

6. An account of expenditures and books mortgaged will be sent to
the gepartment 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. v

7. A mimeographéd list of acquisitions (Ex Libris) is compiled o0
monthly and sent to faculty and various administrative offices
~ and interested persons An annual list of periodicals. is
' also made availableffd% general use.
. .
8. AIl gifts of library materials ate welcome. The 'Librarian
reserves the right to dispose of such gifts in the best .
intérests of the Library.
9. Stress is on quality of the book .collecfion. To attain this
end, all departments and faculty are‘ugged to help weed ouf"
unnecessary volumes; to present suggestions for deleting any
periodical titles no longer needed; to hold requests for
additional copies, ephemeral material, and textbocks to a
minimum; and to discuss any material needs with the Librarian
or Chairman of the Faculty-Library .Committee.

E.\TQ order A Book

. .
1. All requests for books should be submitted on the Library
Request Cards. (These may be obtained at the Ma}n Desk at
the Library or from the Chairman of the department.) We
earnestly request the co-vperation 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 wdditional information is considered an
aid to the Acquisitions Librarian. Please date any requests
from' out-of-print or second-hand book catalogs. We endeavor
obtain such items as rapidly as possible; much depends on
availability.

»

o
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. - . e R ’ v" - .
- 2. The Chairman of wedctr Dppartment musl, sign Yhe Request Cargds
S - . ¢ —
s bofore they arc brought to the Llppa?y. v N
* " . 6 O -
s 3. In-order to spced the process of ordcran,Lt is suggested.
4 ¢ that requﬁsts be submitted at an even rate throughout the
youar rqthe; than belnq &umettcd en mdsse just before the &+«
deadllno. y . e -

. B . - . e
. . . ¥

» . 4. whon the, now books ,are cataloged: and rgady for uge, notifica-
A Lo tion (the pink 3 x 5 sheet from the Li rary Multiple Order *.
LN Form) is seqL to the“Chaeran of the Departmont, who is re-
A " sponsibl® for passing=on this infogmation to the faculty mem-
a bers in his department. Periodicalby, the library issues a °*

R ' subjoct list of recent ﬁchLSLtLoné‘ ;

o .. : v
v« . e ve

. The" llbrazy/endeavors to comply and fulfill eme%gency requgsts
e Lor 11 ary waterials., R i

TQ.Order,A'Periodical . . : L

A -

o

Lo Ruquost% for new subvcrlptlons to the Periodical List [mpay be

mado_ataany tlme.\m ) P -
4 - .
) - fhe Chairran of 4he vbaerLnt must, sign the«rgquesu If back ,
2 4 volumes are desiredingte this on the request form. * Please in+ .

. ' celude lenagth of run any§f if the_ printed form or microfilm is pre-
" ferred. The purchase oY bapk: P iumes depends on the avuxlablllty
. of" funds. When -a new tidtle is added, the llbrary presumes the
~ subscription lS to bqun WLth No. 1 of current’volume.

i < b
" ., . .

G. Pe{iodﬁcals . - N : e . “ ?
Herrick Librdry subseribes te over 1,400 periodicals. . A list of
the periodicals a rnanqed by subjeck, is available at the Period-
ical Room Desk, . aLn Desk and on the INDEX, TABLE in the RFFEBLNCE

P RO()M'. . PN . . v

9 0 o o y e : v, v

x « . “All porlodlgals arc shmlvcd in the Pcrlodlcql Room except for the
'« ecurrent issues of popular titlés located in the. Browsing Room and
ythg current issugs outside the Periodical Stack Room. o

K .
\ c) « R

.t - °
Faculty mepbers, may enter the reom to browse at any time. The
hours during which the room is open are posted outgide the Per-
. iodical Room., If the room is locked, faculty members may obtaine
b ."a key at the gain desk. ’ . !

‘. ' \ 3
»
.. v, N .

. Lndexcs to @erlodlcals are shelved in the periodical room,,on
S the, ground floor q‘ the“Library.
n . rf‘a. aculty member-wishes! to takg a perlodlcal ﬁrom the "Library ,»
‘he is glven a two week charqo out. . He must leave a record of
.. . » What he has taken on a slip to be fg%pd in the Periodical Roomg
K *  .This charge is‘renewable. if “there is no demand for the perlodlcal
By © ALl perlodlcais should be retufnéd at the end of each semestér’
andi a new charge~out made if further use of.'them is requésted.
s~ ho sbqﬂonts may. take periodicals Ffrom the Libfarysa_ No one ex-
cept faculty members, leﬁary staff 'and the student on duty in
+ the Periddical "Rogm™may. enfer the Periodical Roem without ob-
tiining special permlssgon from the Head Librarian. a4~
'S LA - “ - .t !

., ~ o ?/75 : ‘
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o .7 and Lochnoloqy, the Librany

. k 3
I ,[»ML"()R' FANT = The ROTARY MIIHM on the ‘TABLIL, outside Periodical .
. Roor lr}cucatcs' the holding of” S‘rl adicals in ilerrick lera,ry N
1 "LEASLE, usc this rLfLronco tool ooforo requesting periodicals.
- “{M meoqraphied llst‘% of ponodlcrflq are available’on the TPNDEX
o TABLL Ln, thes REIERENCE ROORYY L . .

. " 3 * -

o Paculty Roon C, 2 -
A -’T . . : > - : » . 1
o The FPaculty Roor on the chon(\] Tloor Ts for”&TUDY ON LY;" meeLlngs
can be held dnly in cyln-mc circumstances. . : St
o

[ . . ' or, -

- .~ »

BRI A IR YORK SPATE COLLEGE. O CERAMICS AT R
AU « ALFRLD UNTVURSITY T,

LD THE SCHOLES LTHRARY OF CLRAMLCS o .

~n o . -
5 . " ! . . v o
- N ~ . ; . .
A. Generdl. « - ° " .o
. Zenerdt ) < - . . ¢~

Lo BOS .

& The kibrary of the liew Y’o%}( .5taLc Colleye of Ceramics at

’ nl(rcd‘il?r}iyor sity was ostnblwhec’ at vinns=Merrill Ua]l in ¥,
1947, and is now situatéd ih the now Library-Fine Artg ‘t‘ém—
plex which was nu)mplotcd in 1973. It has peen named after

Ve Dr. Samuel R, .xc*nnlos, who "éncouraged it dovo]opn‘mnl andi n }
‘gontalns the vaniichoick Reading Lo,lrxju mn ore cm;n;(xon of . |
\ ’M':;!»;o B 1y 7 ‘:'_\/41!1-\(”11()1(_.‘., LU\ first* dibr: wri an. - "y -
5 L : v 3 o
. In 1947, the [|it rrary h 1d ;77 hocks, B fow ])(0"‘1()(.1 Z:]b, .md a
"omisceldlany of pamphloe L‘ M athor Jrefe Lrence materials.  From A
hose car ly dayse it has Leen a non- c.lrcu]atlnq rofcxcnte 'q‘
) Tilarary, althdugh it }1&., Loen "’nmri possiblet o lend r’\atona']
a . to both raculty and jrocluat stulents ,;;1"’ : -
’ . ‘ v . . - .
s N "
. “os. Libwary Iaci If’t'l('_s_ ’ - . N
. . v . .
-y “he new sdcholes Library-of Coeramics is.an enclosed four-filoor
P ::tru(:'t-ur;v which, Is Ypart, of the new library-rine prts build-
oo Coine. It contabns \1[)))r()}\11~\‘1t(\l” 303000 square feet af f]oor "
. - Space, will hold l]0,000_v(w]umun, and seats about 250 users. “
3 ,' - A4

‘l'f‘*l:- proefont colloge (it) of approxinat. 1y 52,500 fndexed or
o Classiticd items, consisgs of shout 2¢,000 books,. 16,000 -
und ‘periecdicals and serials=, and 19,590 other monographic . e
. ' w reforences, e ' ) “t

: -
" As well as speecial coilections in the ficld of geramic art
Veraie hgs extended to many new
areas off sclonee and technology, = uch“);xc. netall urqy, ecology,*
- ©oceanoaraphy, surface chemistry, orystallo g aphy, and ) N .
thermodynarics . o7 T
A, . 4 - . e -

.

. A unusual collection of . book's. on sculpture, pun ting, qraph-
. * [} - .
. Ltes, and other.crafts 12 supplemented byga f*aroful]) selected
repres ont. 1( ten of books on art historys,«qrchitecture, and
n(n re0 Logy. \ PR - | -
h . N i . -2 ~
B . . S

fhe periodical and serial collectinn fields are Fjust as broad o
nd signiticant.  Fror approximately 1759 periodical-titles,
' . . - . .
s about 1360 are current . subscripticons.  These ‘titles include | ; °.




A .
. TN e

- lSl pe€riodicals in foreign languages and a number of others
which are not available elsewhere in the Unlted States, -
A &
. tonsequent to récent cdoperatlon-a union list is now on hand,
which informs library users of all perlodical and serial
titles available in the three academlq llbrarres in the village.
[T A . . o ) i :

_The new library facility tonsists of four® ‘loors which start ™ .«
« * on the second floar level of the building. The first or low=
est floor contaips the book stack area, tHe current periodi-- ™

El

‘cals, a conference room,_ and an instructional materials or . <
raudio-visual room. . The Technical Services and the Serials

. SeCthﬂS ‘of the library are ‘managed on thls floor ln the Tech-
: nlcal Pervices Workroom. ’
Reference service and controlled circulation is situated mear
the llbrary,entrance on the second floor. ~This floor alsd
h9uses a refegence and readlnq rodm,. a spec1al collectlons or
-~ rare book area, the VanSchoick Réading Lounge, and 'a student

" typing roowm. Activities on thig floor are centered in the

© 5 . . Readers” Services Workroom.

s
<

By the top of the stalrs on the thlrd floor is the office of

the Library Director. The remainder of this floor contains
’ the periodical and serial collectlons and fdequate sgating

accommodation. b .-

> L
%

» < v
o Coe

The fourth or uppermost floor contalns a concentrated litera-
. ture research area, although the more regular facilities in
this field are sifuated in the réference room on the main
floor. This floorsalso contains the government research re-
e ports’collectlon, a microfilm reader room, the staff lounge, -
a controlled duplication room, and storage rooms for both the
Collequreports and mlcrocoby ' )

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, . \\}

The card catalog of"the collection is to the right as one \\\

.~ and outs1de the entrance on the second floor.

cC. Egl;CLes . ¢

\Although library hours are decreasediand ppsred when regular
classes are not in session, they are normally as follows:

Monday through Friday ——————— - 8:00 a.m. - 5:30 p.m
. . 7:00 p.m. - 11:00 p.m .
LB . ) : p
Saturday -----=~—=—--- T ———— 1:30 p.m. - 6:00 p.m Y
Sunday ~-~=-m====-====m=S-—p=—= 1:30 pym. - 5:30 p.m.
N T N . . 7:00 p.m. - 1ll:00 p:m. :
L -
. D. Acquisittions ' ! .

Y

The policy, regardingrpurchase of literature for the library
ddépends to a great. extent on the educational program of the
College. : . i

* B .

]Elz:i(:‘ o o o ESES : ". * ‘: .
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In addition to this influence, the-collection is intehded to

give effective and reliable referenceé 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 !

services which might be used in any institution by which a
gsraduating 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 budjet can withstand.

ook selection is carried out by the library faculty with the
ws1stance of members of the Library Committee, eéach of whom

15 responsible for hig or her related fields, Other members
nt the faculty-and students are welcome to assist by recom-~
rendine the purchase of pertinent literature through their

related nmembdr of the Library Committee,
RIS e occdsions when rcgﬁoqtcd materfal cannot bo pﬂr‘
Cehiraend due to sufficient funds. @

'
i

Grits of related literature are always welcome, although the

Library Direcfor must have the privilege of appropgiate use or
~ disposal. If such gift§ are used as income tax deductiong, re- |

lated appralsal rests with the donor ®and not the Axbrary ) |

.. Clirculation | . IS .
Books and other reqular library material may be borrowed from
the library by faculty and graduate studc s only.

kLxcept for reference material and reserve books, these items o

N are borrowed at the-Circulation Desk. Books shelved else~
i where for protection may also be borrowed, although they are
considered as - rescerve bLooks. ?

Although there i$ no loan period for items -which are borrowed,
they must be réchecked in the library before-the end of each
semoster., o ' -

[f 2 dgorrower leaves the villace for anf,period of time, all
: itens on logn must be returned to the library. This allows
the College to maintain a reference LQllQCthn available to
. all students and faculty. i s
Thé¢ spouse and family of a faculty or administrative staff
member rust observe the same requl¥tions as regular students
. when usindg the Tibrary for courses they are attending.

o A mefber of the staff services the Reference Desk by the en-
trance during all open hours of the sschool year. This librar-
ian can help or juide a person to somecone who .can help with
any problem related to the library. If an item is not where

- it should be, or directions are required, the Circulation
Dosk staff should be con;ulted.

ERIC S 59
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F. Reserve Books

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

Regular course reserve books should be listed and sent, rather
than telephoned, to the Circulatioh section of the library

v before béing assigned to the students. If plenty of time is
not allowed, gonfusion can occur,

G. Interlibrary Loan . ) : g

When it is fg;nd that specific references are not available on .
the campus, forms are available at the Circulation 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 suc¢h an” item is required for an undergraduate stu-
‘dent, it must be borrowed for him/her by thehfacuity member
concerned. "

Each reference which is, received gratis on interlibrary loan
is copfied 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 payment to be
made by the borrower or his department. }ﬁ

H. Duplication
3 . .

The duplicatiom 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
: thig facility is desiréd.%

Revised July 16, 1973

III AGRICULTURAL AND TEGHNICAL COLLEGE LIBRARY

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

>
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. primary considerations. An effort is ma

.

AREA RECREATIONAL FACILITIES

.

CULTURAL PROGRAMS COUNCIL -

The object of the Cultural Programs Council is to provide a series

of varied events of .general interest ta the entire community.

The pattern includes a lécture series, the Herrick Memorial Li- ~

brary lecture, a symposium, films, drama, music, and art lectures

and exhibits. . ' - , '

t]

Since the.program is primarily. funded by students. it attempts to

focus on student interest as a first objeégtive. -Because sgtudent .

generations vVary in interest, experimentation and flexibility are
ge to achieve a discrim-

inating balance between student interest and quality of program,

The Cultural Programs Council .relies heavily onn faculty in-~
volvement in promoting the various everfts and recommends that

‘when possible, events be considered an integral part of course -
. A :

work .

. N ' . . '\\‘ o
In the fall of the year a brochure is made available giving the
events and ‘dates for the academic year. Periodically, reminders
of scheduled events and-announcements of additions are mailed,-

Scason tickets .are free for faculty and immediate family.

The Uni%ersity faculty has the privilege of attending the Ag Tech
Cultural programs without charge on é?esentation of their Univer-
sity I.D. Cards or Cultural Series Season Tickets.

.
*

. . 4 . B

ATHLETIC FACILITIES g / . :

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; handball and squash courts, uni-., ¢
versal"gym--wéig@ﬁs; dymnastic equipment--exercising, machines;

sduna bath; gymnasium; wrestling room; dance studig.

Tennls courts are available each day during the morning and early
afternoon hours.- Courts are not scheduled but if crowded you can
take yodr turn according to the rules posted at the courts.. Sched-
uléd contests and practice hours for the tennis teams will take . “
precedence. The Trap Field is open Sunday afternoons for tudent

and faculty participation, charges are nominal, about $3.00 per
round, R : ) < . - .

. \ . -
THE CAMPUS CENTER

. .

The Campus Center facilities and programs are designed to supple-
ment, complenment, and co-ordinate the interests of all campus
groups—-~faculty, independents,, commuters, fraternities, sorori-
ties, and graduates. , ¢

-




L . L . / S

gar

Some facilities that would be of particular interest to faculty
.+ are:

Main Infermation Desk

Main Dining Room"

Faculty Dining Room

Lounge

Art Gallery

Music Room : »
T.V. Room : - ¢
. . N,

Programs of interest to faculty include: visiting lecturers,

forums, free movies, coffee‘hours, book reviews.

NNV W N

*Services include: poster making, want ads, meetind room reserva-.
tions, catering of coffee hours and dinners within the building.
. 5

¢

IV AG-TECH FACILITIES \ s o

The Physical Education facilities of the Agricultural and Techni-
cal College at Alfred are availabl€ 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 Pgol and
‘ Gymnasium: : .
The Alfreéd Tech Ski Slope is available to Alfred University °

faculty on a daily basis, and by purchase of a season pass.

B

. nUse of any other facilities at AIffed Tech should be arranged .
through Mr. wllllam~Spe11man, Coord@inator of Student ACthltleS

a

=

v COMMUNITY FACILITIES ) , ’ 8

Community recreaéﬁonal facilities of interest to faculty members
include the follow1ng- o

- - o

.

“ -

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

0
' -

2. Campus movies -
(popular films) For information see posters and advertisements.
N
° 3. Pool at Alfred Almond Central School "Family Night" e
Tuesday, ,and Thursday Nights S

-
¢

4. Alfred Rod and Gun Clib—(Meéts 2nd Thursday of the month at
8:00 a.m.) Contact Jack Harvey 276-5053.
5. Kanakadea Recréat%onal Area ISWimmiﬁ@?»camping etc.) State Park.
— A
Note: Anyone .in need of a babysx;ter may contact the’ Dlrector of
flnaHCLal Aid. . T :

' ~
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POLICIES AND PROCEDURES FOR RECRUITMENT AND INITIAL APPQINTMENT ,

FULL TIME FACULTY

‘

Preface

Executive Order 11246 prohibits recxplents of Federal contracts
from dlscrlmlnatlng on basis of race, color, religion, sex, or
national origin. The Executive Order also calls for affirmative
action to attfact more women and minority applicants for employ-
ment consideration. 1In drafting an affirmative actlongglan, a
college should consider these points:

a. quotas are not required or permitted.

b. employment goals must be based on availability of qualified
minoritigs and women and expected 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 appllcants. This
would be reverse dlscrlmlnatlom.

f a

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

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-reappointment, tenure, leawe, chairman, or retirement de-
cisions. The memo should:'be orqanlzed 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 enmrollment, need for a specialist, current teaching or sgtu-
dent ovérload, etc. Where replacement needs are presented,
the salary, rank, and highest degree of-the 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

2+ Salary should be indicated. The dean's recruitment memo should

be in the academic vice president's hands by early October.

Ty ’ . .
B. During mid-Octoeber, the dean and academic vjce president will

confer on recruitment needs. At that conference, agreement
°will be reached on the total recruitment needs for each colleqe.
Salary and rank ranges wg}l 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 framework approved for each col-
lege. Any, deviation from the budgetary framework.must be
cleared in advance with the president through the academic vice
’pnesldent : .

E
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C. The dean then notifies the chairman of recruitment authoriza-
tions, and,the agreed-upon salary and, rank 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
graduater’school ‘chairmen or placement officers; (c) advertising
(with dejpn's approval) in AAUP "vacancies" section and élse-
where; (d) obtaining recommendations from reputable teachers
agencies )Jlike American College,K Bureau of Chicago, or from re-
putable nsultants like College and University Personnel
Consultants of Washington, D.C.; (e) Deans should hold an
orientatibn session with chai#rmen, during which recruitment pro-
cedures ane discussed. Chairmen who ‘cannot show leadership in
recruitmen ust be replaced. (f)} Please refer to the Affirma-
tive Action Staff Officer memo of February 6, 1973, Instructions -«
for_completing recruiting check sheets.

e

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 least 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 othkers.

‘ (c) No candidate is invited for an interview until such an in~ '¢
vitation (and any attendant financial arrangements) are clegrqd
with the dean. (d) Normally interviews will be scheduled for
work, days. The candidate shofild see the University in opera-
tion.

> ,E. The chairman is normally  the host for all interviews. He
. should see that the DRean, 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 N
Handbook, a catalogue, and other promqtional literature. The
chairman should emphasize such Handbook sections as those
treating<Provisions of Faculty Appointment, Fringe Ben€fits,
Consulting 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 for
Academic Affairs and the President.
N - " . ) Yo .
F. Where appropriate, the hogt,.  chairman or Dean will.bring the
candidate to thé academic vice pregident's office and remain
with the candidate. The host should provide answers to such
questions as: what subjects the candidate will«teach, how the
candidate will "fit".,with'existimg faculty, any special plans
for the candidates special abilities, etc. It is the host's
duty to show off the candidate's abilities fqgr the position.
‘This interview should come late in the candidate's visit, after
he has had time to accumulate #ome knowledge of&Aered and
possibly some questions (This 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 discugs _salary with, the- candidates; this is the
prerogative of the dean?ﬁn:consultation with the chairman.
. .
el 83 !
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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. .

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,

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

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 alsq 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 intervigw. ’ “
When negotiations with the candidate reach salary-discyssion
stage, the dean should stress the University's fringe benefits
(see appropriate section in this Handbook), and the University's
policy on moving expenses. In reference to thé 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 éallege;‘(c) ney appointees must be cautioned
that .there can be no advances f 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. :

No offer should'be made to a candidate until favorableQLitten
or oral recommendations are obtained from significant figures
at the individuadl's current or most recent institution. At
least one phone query should be made by the dean or chairman
for potential appointees.

. In making an oral offer eor d£§bussing terms, the dean or chair-
fman should em size that the offer or terms are tentative
pending fina¥,,approval by the academic wice 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.

as orally accepted the tentative offer; or

at the terms are satisfactory, these pro-
2 .

be followed: -

When the candidate
has orally stated
cedureg will the




4

“1l. Via two copies of a Faculty Contract Data form, initiated
by the department chairman, the dean will recommend precise
terms of appointment to theé academic vice president. Bio-
graphical material should be attached to the Gontyact Data
forms. Also attached should be at least three letters of
recommendation and documentation of degrees.

e i)
s 2. Affirmative Action documents must accompany ‘the Contract
Forms (Recrultment Check Sheet).

’

3. The academic vice president reserves the right to make addi-
tional phone queries. Oceasionally the academic vice presi-
dent can be expected to veto recommended appointments.

. v

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@ided
with the contract.
o x
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: . b
1. The nine-month academic year responsibility, beginning with
the Monday of University Conference Week through the Monday
following Commencement.

2, Any spédcial.arrangements or contihgencies;

3. The annual salary. ' ' . &A °

4. The immediate superior, department, and rank.

P. The appointed will sign both copies of the appointment letter.
le will retain the original and transmit the other to the dean.
‘The dean's office will record the date: received on his chrono-
logical file copy and forward,the signéd copy to the academic
vice president's office. The academic vice president will pre-
pare a payroll roster. for the controller before-the end of the
first week in August. Tow ' o

- » ~ o

Q. An appointment is ndt consummated until a signed copy of .the -
appointment, 1etter is deposxted in the academlc vice presxdent S_.q
office. - i _— (ﬁ“

. . . . i ¢
e .

R. The appointment-letter w#1l’ clearly state the time limi't within'«

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 mall.
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5. Once the candidate has returned his signed appointment letter, 1
the dean should take the following action (see the Standard |
Follow—up letter):

1. The dean should send the new appointee two copie; of the ‘
Faculty/Administration Biographical Data Form. Both copies
v should be returned to the dean, who should retain one copy -
and send the other to the academic vice president's office.
. © - .
2. At the time ,the dean sends Lhe new appointeé the Biographical
Déta form, he should also request a glossy photograph. The: .
. deadline for return of both items is two weeks.
. . 3.tThe photograph and a photocopy of the Biographical Data form
: should be sent by the dean to the director of the news bu~ .
reau’ together with any written comments the dean wishes to ~
make on the appointment. ) . -

»

) 4. Press announcements for appointments up to and including

o 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 "lousing 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 ngtify the
academic vice presidenﬁ}g\gﬁkice of the indicated arrival

.

date.

* ‘6. At the time the new appointee consults with the controller
(or director of business affairs) on fyinge benefits, he
should fill out two copies of an "Aitfval? 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 weeks but not later than the first day of classes, .

T. Once the dean has handled the maxters described in S. above,
- the chairman should handle all further correspondence with the
new appointee. » :
NOTE: Where appropriate, the above procedures for the recruitment
* -and initial appointment o aculty,will also apply to the re-
cruitment and initial apgoifitment of administrative personnel.
The chief differences in appointment of the two categories
of personne}l are that facult}y are appointed for a niqe—month
' period (approximately Septemper 1 -~ June 6) and are. eligible
. for tenure, while administration are .appointed for a twelve-
- month peried (July .1 ~- June 30) ‘and are not eligible for
tenure. See the sPecial remarks on administrative appoint<
ments. (p. 89 of this Handbook.)
LoBEe
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II DOCUMENTS RELATED TO RECRUITMENT AND INITIAL APPOINTMENT OF FULL-
TIME FACULTY

. a

A. Policy On Payment of Interview Exgenses
re ,

. Interviews should be arranged by the departmental chairman with
_ the abproval of the academic dean. No candidate should be in-
. vited for an interview untfl ¢leared with the dean.

[}
The University will cover the cos§ of recru1tment 1nterv1ews .
subject to the following conditlo$:-
it

#e automobile

1. Travel by public carrier or p#

'

- -a. Expenses incurred for travél within the geographical area
0 i including Malne in the Northeast, North Carolina in"the
I ) Seuth and Sst. Lowis .and Chlcago in the West will be ’
. covered by the UnlverSLty”WLthout spec1al authorization.

v

N A

C.

Reimbursement for travel beyond these geographical llmlts
requires special approval from the academlc dean. \
To discourage I’-shoppers“ from nrea§ outside the above de-
fined geographical ,limits, it may be helpful to suggest

’ G .
. ° to the candidate that the University will agree to ¢over

Lo 50% of his expenses outright, .and the- remaind®r if the N
.interview results in an app01ntment. Should thig arrange- o

@ent appear to ]eopardlze the chance of sécuring the ser- :
ices of a highly qualified person, the ma%ter should be
discussed with the academic dean before the prop051tlon

igh presented to .the candldate in questlon. a

"

d..When a Unlverslty vehicle is not avallable, faculty mem- 4
' pbers who use thelz automoblles to provide trapsportation
R for candidatés will be reimbursed at the rate of ten
cents per mile. . . . “®

e. Can&?dates who travel

zz auto will be reimbursed at the
.rate of ten cents per fiile.

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 & general principle, candidates will be asked to travel
by air 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 Flmlra airport.

. »

Room
° When the Reynolds Street apartment 1s,unava11able, the Uni-
versity will pay for overnight accommodatiqns at the
Squirrel's Nest Motel or similgg quarters.
b1 In . e '(') ,1) P
H ) 2
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- 3. Meals R4

‘The University will cover cost of meals for the candidate,
. and one meal for key faculty participating in the interview.
- v Where the total expense for meals is expected to exceed
$30.00, 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. Houging
a. With the faculty housing offiéer's aid, chairmen should
identify available houdsing (University-owned or other~
wise) and be sure that the carrdidate inspects same during
his visit. : x
' - @ )
b. Because of the special Alfred environment, deans shauld
+ encourage candidates to bring .their spougse for .the inter~
v view_ (unless spouses are already familiar with the Alfred
area). fThis principle should especially apply to stra-
O tegic appointments.or these at the upper twb ranks.
Where spouses dccompany the candidate for the interview,

* (a) the University will underwrite the spouse's expendes
on the same basis as the candidate's; (b) the de
chafrman's spouse should make plans for the enter
and orientation of the candidate's spouse. . ~ 7

i ' . .

W

Any signifigcant dgviatiéﬁ from these guidelines must héyé the
’ approval of the’vice president .for academic affairs.
. ' ' o ‘ o :
& . . b // // ) \\

*  Recommended by Deuns Councilf'October—NOVEmber,.1967 ¢ o
Approved by President, January, 1968 ' .
Revised by Provost, August, 1973 " . - .

. -l

.III PERSONNEL OTH)I'R THAN FULL-TIME FACULTY/

PR

" A. Part-Time Faculty {(less than twelve'teachihg hours)

- 1. Each chairman should build 2 reservoir of potential part~ .
! e time appointeé®s who can be drawn on swiftly in emerggncies.

. 2. A part-time appointee is to have the title cf Lecturer in
. No other title is permissible excépt after .

L. clearancé with thé president. :

3. The maximum hourly rate for lecturers should be restricted
to Ph.D,"s with some experience. Where the appointee lacks -
) _ the Ph.D. and/or teaching expgrience,. the rate should be
|- © ' the minimum. All new lecturers will be’ appointed at the
4 same rates used in Summer School based on his credéntials.
‘ T U PR e
~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 follow the format of the gample
letter. As this sampTe. letter-indicates, noh lecturer is to *
be appointed for more than one year at a time; the appoint~
- ment is contingent on enrollment. ; .

b . . 88 ¢
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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 tg the vice president for academic
affair's office.

4

. ‘University Administration (Non-Academic Areas) ,

1. Phehapproprlate vice president will send recommendations
foﬁ'replacements or new positions, with supportlng data,
to the presldent in early fall.

2. If the- preSLden% authorlzes the position, the vice presi-
dent and the preSLdent will jointly decide whether it is of
sufficient importance to warrant presidential lnterVLew/f

4 v .

3. If the pOSltlon is aug%orlzed the vice president is free
to work within the stipulated salary framework. Deviation

. Them this framework requires presiden Lél clearance.

4. Interviowees will be given the University Faculty-Adminis-
tra ion flandbook, which contains many policies appliceble
‘tofadministration. o

5. Appointment lotters £§6r UnlverSLty Administration, OUtSlde
of \academic affairs, will be cleared with the president *via
the inistrative Con&ract Data Sheet. When the appro-
priate vice president.receives back an approved copy of the
Data Shee ikmay then issue an appointment letter.

»

6. Follow-up prockdures are the same" as with faculty.

7. Appointees must file & record of a satisfactory physical~
examinqtion with the Upiversity Physician not later than
one month before assumlng office.

C.,Ceramics Admlnlstratlon le.g., Director of Business Affalrff
1. The récruitment and appointment of such administration will
be handled in the same manner as faculty._

‘2. At the 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 othcr member of admlnlstratlon.

\

3. Appointment letters for Ceramics administration will be
cleared with the academic vice president via the Facuity
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 appOlntment

- letter for University administration is appropriate for o

Ceramics adpinistrative personnel.

4. Follow-up procedurés are the same as wlth facu{ty.

4 ‘c
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" D. Ceramics Post-Doctoral Fellows and Technical Assistants

1. No higher clearance is necessary; the appointmeﬁt letten
need not gtate "With the approval of the President."

. . o

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
Thterns .

v 1. Graduate assistants are appointed by the Dean of the
Graduate School. g N
~ -

g 2. No higher clearance is needed for such appoingments, nor
should ary individual biographical material be sent to the
academic Vice president's office*in connection with such
appointments. ’

s F. Sefretarial and Clerigal Staff
-+ -

(For the Ceramics“College, the Director of Business Affairs'
zame should be substituted for the Controller's in the state-
ents 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 requests for the next fis-
: i cal year--i.e., in October. Vice presidents may need
supplementary requesfs later in the year (July-August).
. / B , )
' After considering tme total budget picture, the president
] will send to the comtroller (through the financial vice
’ president) any ‘autfiorizations for new secretarial or cleri-
. ' cal positions as part of the total budget authorizations.
| The appropriate vice president will simultaneously be in-
formed of the prq&ident's decision.

o

| 3. For any given neWw secretarial position, the controller will
~ * 1 screen and .testsall applicants to determine secretarial

+ . competence. Thpose whom he judges acceptable will be sent
to tho appropriate supervisor for interview. No applicant
will be appointed who is not mutually acceptable to the
aontroller anq the 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 contloller. However, prospective
supervisors should avoid committing the idigkhutioh to any

\ specific salary. Only the controller may e such a

- commi tment. '

5. Once the applicant is appointed, tﬁe controller has the

responsibility for briefing the supervisor as to mechanics
of payment.

90
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»

6. Authorized new secretarial pogitions will normally 'take’
¢ffect on September 1 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 Becretarial position§ may be filled at any time,
after consultation with the controller. i
. \
8. Supervisors should be ¢areful to stress that the ultimate
responsibility £ hiring secretaries lies with the gon-
troller. . )

¢

is.to supply the supervisor with the salaries
/rates) of all secretaries or clerical aides
articular supervisor's jurisdiction. The

is to keep this information in the strictest g

9. The controlle
‘(or part-tim
under tha
superviso
confidenc

10. In the springtime, after faculty-administration increments
have been mailed, 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 ceontrary 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 respogsibility for
determining segretarial 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
becomeg essentially the employee of that supervisor. He
determines her specific duties,/and she is responsible to
him for the performance of those duties. Aacordingly, no
secretary is to be withdrawn from a supervisor, Qor 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 employeé. 4 “
Approved by the Deansg Council -z October, 1967
Approved by President =- November, 1967 -
Revised Version. Approved by President -- September, 1971
Effective date Revised Version -- September 6, 1971

Revised by Prpvost -- August, 1973
Deans’ and Vice Presidents may obtain appropriate forms from the Pro-
vost's:0ffice. 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 follow-up letters.

° 91

ERIC - 99

Aruitoxt provided by Eic:




. -

- ) NEW YORK STATE COLLEGE OF CERAMICS
at ALFRED UNIVERSITY .

P 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 University-of New York.

()

Article I - Membership and Function )
The Faculty of the College of Ceramics shall consist of the
President 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# of the

teaching staff, exclusive of student assistants. Emeritus and
part-time faculty, post-doctdral fellows, and those serving
temporary appointments of less than one academic year, are con-
sidered faculty but without voting privilege. College admin-

- istrators without academic rank may attend faculty meetings as
observers. At the Dean's discretion, and after consultation
with the faculty, other persons may be invited to faculty

A}

meetings. .

Article II - Officers ' T
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. . s )

3. The Secretary of the Faculty shall be a member of the Faculty,
elg%ted 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 Faculty as are
necessary for the.conduct of business. He shall also call
meetings of the Faculty when requested by the Faculity Council

) or as otherwisé 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 requefited by th

. ‘ Chairman. :
i 3. The Secretary shall t minutes of the meetings df the

: Faculty .and present copies of these minutes to all members of
the Fac¢ulty and,hall maintain a permanent file of the minutes.
The mihutes shafl include a record of the number 6f Faculty
present at meetings. ?

-
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*  Section 3 -~ klection 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 F&culty shall be held monthly.
Section 2 - Special Megtings

. 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.

d

33

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

.

Article IV - The Faculty Council ’ -

Section 1 - Organization . N
The Faculty Council shall consist of four representatives

from the Faculty. The Dean of the College shhll 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. N

The Chairman of the Faculty Council shall be elécted 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. agenday-tall 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 to each council member at least two days

o .
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prior to subsequent meetings. He shall also keep a complete
file Qf the years' minutes for the succeedirg Secretary such
that there shall be a continuous record or history of work
done 'by the Council over the years, . !

| Section 2 - Purpose ' a
R The purpose of the Faculty Counci] is to represent Faculty
interests to the administration and~to serve as a liaison’
committee between Faculty and Administration'. s
. . i"/ w ' .
Section 3 - Function”s =~ . .- *
_— “
The Council shall: <

"
a. serve in an advisgpy cap¥city to the Dean -and the Faculty

of the College, dspecially in matters*of governance, assign-

- mert pf responsibilities to faéulty gommit¥eegi preparation -
. of faculty meeting agenda S%n#in the evdldition of inter-—

nal. problems as Well. as those of our relation- to other

, divisions of Alfred University. .- . fﬁ \ ”;;, ,
3 M - 2 ! RS i .
b. Report to the Faculty aMwgegular intervals®./ .
o ‘ o s :
c. Represent the Faculty of the College Bf Cetamics in the =~
University Council. ' R '
. o, .
4 . : g
} d. Act as a Grievance Committee. The committee shall estab-
lish procedure for the hearing and resolution of grievances
o : presented to it by indivigdual facultx member%-on matters of

/o

‘.

personal or professiondal concern.
Section 4 N Minutes
4 .
The Minutes of the meetings of the Faculty CounciLEshall be

made *available to any faculty member upon his request.

” -

Article V - SUNY Faculty Sepator and Alternate

Section 1 -‘Funqéion . . J . )
(MR
gy4Senaue:

iversity of New York. The Alternate shall/pérform

yctions in the absence or incapaci#y aof the Sgnator.

.

. / i !
, «The Senatoz/;hall represent the Faculty in, the Facul
of State

i ae g W
W
The S¢gnator and Alternate shall be elected in ApPyil.by secret
ballgt from two or,more candidates for a term of#three years.
The /Senator may succeed himself for one threé-yeavwﬁerm but
N theé is-ineligible for re-election for one year, ' ‘Bhe term of
) *  thé Senator shall begin on July lst of .the year of his.elec-
‘tion, The Alternate representative shall serve fo& the same
terms as the Senator for whom he is alter?atew Ty

! Section,?2 wt

[

Electipn and Term

b s,

~ 13 %
> s S
@ *
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Section 3 - Vacancies T - ' ‘
. . , v . . -
In the event that.a Senator  is to be away from the campus on
leave of absence for a period in excess of one academic yeat,
the Faculty will held another eMection to fill his uhexpired
term in the same manner as the original election. The fore- -
S going provisipn would also gpply to the case of a vacancy of
yd similar duration in the position of Alternate. In the evgnt '
thay both the Senator and his Alternate arg simultaneoulen
away from -the campus on sabbatical or other leave of absekce
for a period in excess of -four months during the academic -
year, the Faculty will hold another election to.fill the un-
expired terms. ) :

, B -

Article VI - Faculty Committees
o @ - ‘
Section 1 - Promotiop and Tenure . '
. . 4 M : -
1. Membership - The Committee shall’consist of two members-%f the ‘
faculty of the Divigion;of Engineering and Science, two/members
of the faculty of the Divtsion'of Art and Design, one
of the faculty of the Library of  the College of Cer
Assistant Dean of the College of Ceramics,” and the
College of Ceramicg. _Of the five non-administrative faculty
members, at least thrée shall be full professors on tenure, and
all shall be tenured. DivisidhrHeads and the Director of the
PR Libraty are not eligible for membersﬁip.. The Assistant Dean
of the College is a npn-voting member of the Committee. The -
Dean of, the College is not eligible to chair the Committee and
may vote only in the event of a tie. '

_2. Function - The Committee shall advise the President of Alfred
. Universi with regard to the recommendations of the Division
J Heads and the Director of the Library concerning the promotion
' and tenure of the facllty. 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 nd Tenurg Committee is designated as the faculty
committee whith is advifory to, the Dean of the College on mat-
ters of sala adjustnents, inclading merit increases or dis-
cretionary indreases, and other matters affecting faculty re-
muneration, in\the light of recommendations received from the
Division Heads \and the Director of the Bibrary.,

4. Election and Term - Two members Qf the faculties of the Art
and Design and Engineering and Sdience biwisjons, one each
shall be elected, each year, and one-member of“the faculty of
the Library shall be elected on alternate years, by the College
% faculty, each menber to serve a.two year term.

. \ - -
Section 2 - Lohg Range Plannipg . !

1. Membeﬁship - The Committee shill 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 selegted by the Committee on Curriculum and Teach-
jng), one student from each division, the Director of -the College,

95 /
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¢ “
of Ceramics Libra and the Director of Supporting Services.
The Dean shall b an Ex-Officio member. The Assistant Dpean
shall be Chairman of the Committee.

. 2. Function - The Committee shall be an advisory group to both N
the Dean of the College and the Faculty and will consider sub-
jects relatlnq ‘o the long range future of the Coliege. These
will include new academic proqrams, research, gnrollment pro-
jections, peérsonnel requirements, facllltles, etc. The Commit-

t tee will pronde a means for coordlnatlnq activities with the
long range plannln committee of Alfred University.

- Section 3 —~Research C ittee )
: . i
&%sl. Membership.- The Comm{ttee shall consist of the Director of
Research, the Assistabt Dean, two elected members of the faculty

and two graduate stude ts. 40ne Faculty member shall be elected
each'year for a two—yea term. .

Colleg¢ of-Ceramics Library,
Library, four elected members

f the Faculty,’two students, one
\\\ . a gradliate student, and the Assi

stant Dean, Ex-Officio, Two
by the:Engineering-Science Lt

esign Division, each t§ serve

. 3
. \
- i A o

bers frdm the Division of Art and Design, three from the Divi-
sion of Ehgineering and 8cience, one Librarian and one student
frmw each\,division. \
2. Function The Commlttee shall have the responsilility for. the \
approval of course outlines and setting up of credit levels
for coursey. Approval of currlcular changes w111 be made by

4

R to the College and/or division faculty in matters of instruc-
tional innovdtion and teaching practices. A

3, Election - Eagh division shall elect ohe representative each
year for a thrge-year term. A student enrolled in each divi-
sion, will be selected to serve one year. ’

ERIC S R L

o
: ' ‘
‘ ;




o
o

Section 6 - Publications Committee

1. Membership - The Committee shall congist of three members ot
. the Faculty" .

i
}

2. Function - The Committee shall meet ds fequired to consider

any matter involving the publlcatlon of the Cbllege, their
improvement and frequency. !

‘ A
3, Appointment - The Commlttee shall be\appclnted by the Dean of
’ the College.

- .

. ! .

Section 7 = Nominatihg Committee

1. Membership - The Committee shall conslst of three members of
the Faculty elected at a March meeting of the Faculty.

2. Function -~ The Commlttee shall preparb a slate of candidates

ag stated here, obtain the permxssxon‘oﬁ the candidates, and
tstrlbute this slate of candidates tp the Faculty at least
ehe week prior to the date of the Aprfil election meeting of

. the faculty. o

The Committee shall ‘furnish nominations as follows:

Faculty Council: Two candidates shall be ted for ea

position open on the Council. ¢

ed.

Secretary of the Faculty: One candidate shall be nomi

Fatulty Senate: Two candidates shall be nominated for Faculty
Senator in the year that election is requlred and two capdi- -
dates shall be nomlnated for Alternate Faculty Senator at the
same time.: .

Promotion and Tenure Commlt;ge, Two candidates from the Art
Division and two from the Englneerlng—Sclence Division shall
be nominated to f£ill thé 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. -

It should be understood that the Nominating Committee should
not hesitate to nominate one of its members when it feels that
omination is approprlate

-

N Sectlon 8\~ Electlon% in Committees

Each ¢ ittee shall elect a Chairman and a Secretary from its
member hip unless these officers are designated by the By-Laws.

. ¥

A~

[

Section 9 - Division Elections .

Each Division shall annually elect one faculty member from the
Division to serve a two-year term on the College Library
Commlttee.
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‘ ~
. Segtion 10 - Ad~Interim Compitteemen and Officers

‘The Chairman of the Faculty Council may,'wfth the advice and
consent of the Council, appoint ad-interim officers or com~- -
mitteemen to carry on any business of the Fatulty which may
arise during the summer vacation period, when elective officers
or committeemen are not available. .

¥

-Article VII ~ Elections

Section 1 - Term of 5ﬁ,fice ) . ) -7
The term of office forfall elective officers shall be for one
year, September 1 to August 31, unless stated otherwise in the”
By-Laws. ’ i .

. L9

Section 2 - Vacancies ] .

When an officer,or member of a committee wﬁllmhe‘absent f;om N

the campus for more than one semesteyr, the positIBp may be .

filled by election at any faculty meeting,

Section 3 - Eligibility . Cot

‘All, ngminees for election to faculty offices must be members
of the Faculty. !

. i !
Section 4 - Elective Procedures

l. After the slate of nominees has been presented by the Nomina-
» tion Committee, nominations for all off&ces will be accepted
from the floor. '
« ’ PO
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 ballpt of the faculty present.

’

3. In case of a tie vote, election ‘shall be declared by lot.

i * . i o L, "
4, Officers may be nominated and ellected at the same meating of
' the Faculty, .

Artic¢le VIII - Amendment to the By-Laws ‘

., These By-Laws may be amended Ey a two-thirds vote 'of the Faculty at

any heeting having the two-thitds quorum of Faculty presegt. 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. '

y / - '

A - .
ndopted by Faculty -' May 24, 1965
» Amended by Faculty - April 16, 1967

- ¥ Amended by Faculty - December, 1970 - .February, 1971 '
Approved by President Miles - aApxil 30, 1971

‘ . e
iended by Faculty (Article VI, Section 1) - March 22, 1973‘

fad

v . 98
'ERIC | 105 T

.
;




- ALFRED UNIVERSITY SCHOOL OF NURSING

By-Laws of ghe Faculty

1 . o -

' Preamble . '
-

0 .

The purpose of these By-Laws is to provide an organization through
which the Faculty may effectively discharge its responsibilities in
.pYanning and implementing the educational program of the School of
Nursing. ! . )

Article I - Membership and Function X .

The Faculty of the School of Nursing shall consist of tﬁe President
of Alfred University (Ex-officio), the-Dean of the School of Nursing,
.and® ald members of the teaching staff. . Other officers of adminis-
" tration may attend meetings of the facylty of the school without the
voting privilege. Student reprgsentatives, as elected by their re-
spective classes, shall attend those meetings or portions of meetings,
as deemed advisable.by the faculty with the privilkge of contributing
to discussion but without the voting privilege. The faculty shall
have jurisdiction over the»educational~affair&-6f_its own school in
ccordance with the accepted policies of the school and of the '
,Bniversity. o ) . . .

Artitle, I1 - Officers

Section 1 - The Officers of the Faculty ’

s

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 a member of the Faculty, appointed
by the Chairman.

Section 2.~ Duties of the Officers ﬁ ‘

~ . 1. The fhajfman shall act as presiding officer of the meetings of
th Fqéﬁlty as is necessary for the conduct of business.
2. Thé Sécretary shall take minutes of the meetings of the Faculty
and present copies of these minutes to all members (at least
/10 'days before the next meeting) nd shall maintain a perma-
nent file of the minutes. The minutes shall include a record -
of the members present at meetings.
3. The Parliamentarian shall be responsible for maintaining the
meetings within the general framework of Parliamentary s
procedure. °

Article III - Meetings of the Faculty
Section 1 - Meetings

Meétings of the Faculty shall be held monthly. -

Section 2 - Special Meetings / 

3 S . .

Special meetings shall be called by the Chairman at her dis-

cretion or whern requested By /petition of 30% of the Faculty.
/ . ' :

Ve
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Section-3 - Attendance - . ‘

1. Faculty shall have the responsxbxlxty of attendlng all meetlngs,
and when, for just cause attendance is not ‘possible, shall ln-
form the Chairman and state the cause.

2. Student representatives shall be present at those meetings or
portions of meetings which the-Faculty deems adv15ab1e.

Section 4 - Rules of Order .
The meetings shall be ‘conducted in accord with recognized
¢ parllamentary rules of order to the best ability of those
present. o "

Sectzon 5 - buorum ,

1. A quorum of the faculty at regular and spec1a1 meetings shall
be one~half of the Faculty.

2. A quorum at meetings pertaining to.amendments to these By-Laws
sha)l be two-thirds of the Faculty. -

.

Séﬁtion 6 - Voting o e

When a quorum is bresEnt, as described 1% Section 5, a majority
of the votes cast is sufficient for the adoption of:any motion
that is in order, except those which, according to Robert ]
‘Rules aof Order, requlré a two-thlrds vote.

(e of rder -

-Section 7 - Agenaa ) M C

-
There shall be.an agenda for each feeting of the Faculty,
copies being distributed to gach Faculty member at least ten
days before the regularly sc eduled meetings. -

‘ticle IV - Commlttees ¢ - ) .
4 N T
Section 1 ~ Standing Committees . . ¢

. 0 -

1 Student Progress Committee %

This committee shall Woncern itself with standards of admission
- and evaluation of 'stydent progress, anludihg consideration of

special problems. .

2. Curriculum Committee o

' This committee shall ¢oncern itself with curriculum develop-
ment, rewvision, amd implementation. -

3. Committee on Promotioyi and Tenare

o, This committee shall function within the framework oﬁ,Unlver—

sity policy regarding said committee.
4. Program  Committee

This cohnittee shall concern itself w1th professional, cultural,

and goci programs for faculty and students.

.Section. 2 - Ad—hoc Commlttees '

1. An Ad—hoc Commlttee shall be appoxnted at any time by ma]orlty
vote of the Faculty, to deal with a specified special project.

2. All reports of such commi‘ttee’s sﬁall be submitted to the Faculty
and spail be subject to the approval of thlf/?ody N

.

100

. o 103 |




' . . . ) . . ' P .
) "5.\4 ) . . . . % . \ , \
IR VER S : . . ™
AN YL e . “ Py N
e . . . -3 R AN
a . . | ' o o v \\
LR 3. An ad-hoc Committee shall be considered dissolved without T
o . special action of the Faculty as it presents its final, report Y
.’ on the project assigned to it. ™~ ) e
‘e . . N . ) . - e Al
Section 3 - University Councils and Committees [ :
e ‘As ,members of the Faculty of the School of Nu_rsi_ng ,,ié,.shall
o be the responsibility of each, as .elected or appointed, to
ot e serve on appropriate University Councils and Committees. -
. EEN ‘ L ° e
R P . R . . . . » -
= ! Article V - Amendment to the By-Laws ' C
Y n > T . T

A

{

M, . ) .
e 1 . & ® .
;' ."+ These By-Laws.may be amended, by a two-thirds vot\i'e of the Faculty at
c .M lany .megeting having the two-thirds quorum of Faculty present. Amend- .

by """ ments‘should be read at a-Faculty meeting or submitted in writing to
“.all faculty members at least one month ih advance of the meeting at ' °
which they ‘are 'voted on. - Y ’ T
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