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MERCYHURST COLLEGE

FACULTY HANDBOOK

Revised July 1.975

The Facil/fy- /law/book of Mercyhurst College sets forth the organization and guidelines which govern

the conduct and relationships among faculty and between faculty and other, members of the college com-

__.57,7

munity. The policies and guidelines stated herein are designed to retain emphasis upon the importance

of the individual, provide opportunity for professional development of persons within the college, ancl

provide means thereby groups may work constrictively to clarity---ma.c1 support the objectives pf the

college.

This"publication should be considered in relationship to the Studenl Handbook; the college, Catalog;

The Personnel Handbook for Administrative Employees (July, 1974) The Personnel Handbook for

. .
Stall 'En/ plo).ees (July, 1974); and the Policies and Procedues Guide, under preparation by the Vice

President of Business Services.

CoMments regarding the Faculty Handbook and suggestions ,concerning its improvement may be ad-

diessed to the approrriAte Committee of the Senate, to the Dean of the College, or. to my office.

,Preside t Marion . Shane
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1.1 PURPOSE AND OBJECTIVES

1. COLLEGE GOALS

The Preamble to the By-Laws of Mercyhurst College (approved Nov. 1971) contain this statement of purpose:
As a direct responsibility of the Sisters of Mercy, Mercyhurst College has acquired stature as a private institution whose
edituational philosophy is best described as Christian Liberal Arts. 'Iwo tasks are implied in the term: the maintenance of
a curriculum that forms minds to a right view of the universe and of man's plIce in it as a social and intelligent being;
and the creation of a milieu in which Judean-Christian values are the,accepted norms-of behavior..Guided by this philosophy,

and now willing to share these tasks, we Trustees of Mercyhurst College assume the responsibility of preparing students

for participation in the conflicts and opportunities political, social, and religiousof the contemporary scene .... the times
demand that Mercyhurst College continue to educate men mid women who, because they are free spirits, can inspire others
to the pursuit of truth and beauty in-the great universe of nature, of men and of God.

In May of 1,173, the Task Force on Basic Directions of College Programs presented the following statement which WIts subse-

quently app.royed in principle by the Board of Trustees:
'

SINCE ITS ORIGIN, Mercyhurst College has been guided in its development by principles derived from an awareness

of the person and teaching of Jesus Christ.

RESPONDIN( i TO PRESENT TIMES, the College earnestly striv to l)umanizethe society it serves: and to help each'
-person, regardless of race, color, or religious belief, realize his or her individual fulOment, Mercyluirst strongly affirms
commitment to its heritage while encouraging an objective presentation of views and prese ving the individual's right to
choose among alternatives. 1

A COMMUNITY OF TEACHERS AND LEARNERS WORKING TOGETHER, tercyhurst College believes in
the humanization of each individual through a free and open exchange of ideas towarr 1 understanding the meaning

of life and the value of existence. The College is committed to the stimulation of the c eative and intellectt al potential of
each person, and in the cultivation of a reflective yetfree response to change; to the possibilities, of creativity, to the needs
of society, ultimately to the process of life itself.

T1 I1: CO..I.EGE THEREFORE DEDICATES ITeSEI..F to educate men and women in an atmosphere where probing
is desired, questioning is encouraged, and responding to the needs of self and others is supported. Its purpose is the
development of each individual to his highest potential in creative thinking, doing, and behaving. Itseeks to develop think-

ing-doers, sensitive to the needs of self and others.

TI I ESE RELIEFS UNDER HY INC. its educational purpose, Mercyhurst College looks toward the implemen-
tation of this philosophy in the developinemt of its college community. To be effective, its educational mission will involve

men and women in significant, or experiential learning. Such learning should the following characteristics:*

_Jr 0

I. It has the quality of personal involve, it. The, whole person in both is feeling and cognitive aspects participates in the

learning event,

2. It is self-initiated. Even when the impetus or stimulus comes frOm the outside, the sense of d,iscove y, of reaching out,
of gra,,i,Ing and comprehending, comes front within.

3. It is pervasive. Tt makes a difference in thebehavior, the attitudes, perhaps even the pers2rffiriTTof Idle learner.

1. It is evaluated by the learner. He knows wlictlie- it is meeting his need, whether it leads toward vhat he wants to\r,,
ihether it illuminalq,s the dark area of ignoralic he.is experiencing.

5. Its essence is meaning. \Vlien such learning takes place; the element of meaning, whether creative, intellectual-,or

is built into the.whole experience, .

THIS LEARNING WILL RELATE knowledge and the developirient of coTiffilitettc.alues and career needs men
and women face today and will face in the future.

IT LIKEWISE WILL PROVIDE A BASIS FOR reacting constructively to aiange; its success will be measured by the
Manner in which the learner interacts with- his or her environment now and in the future.

*Roger;, Carl R., Freedom to Learn: A View of What Education Might Become, New York, 1969
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2. ADMINISTRATIVE STRUCTURE

2.1 BOARD OF TRUSTEES

I he ultimate responsibility and authority in the operation of Mercylmrst College rests with the Board of Trustees. There
are twenty -five r25) Trumtees on the Board, one-fourth of whom arc chosen from the Sisters of .Mercy. Three Trustees serve

virtue rit their oilier,--tler President of the College, the leadr:r of the Sisters of Mercy, and the President of the College
:-;rnale Trustees must It at lea-d twenty-one years of age and 4,rve terms of six years with the option of one re-election. The
crilItge cunununit directlyo-tpresented on the Board by the President of H.U.S. ,(student gov.) airdthe Sente President.
The Trustees normally meet four times a year in Octoher, February, May and August. The activities of the Boartf are carried
out through a committee.systern under the direction of an annually elected Chairman of the Board. \Vitt' the adviq of its
committee, the Pr, -Hem of the College, and the. recommernlatipii of the College Seriale as accepted by the President of the
Collegy, the Board i l Trustc-, approves the policies "\\ !hell tfmcrn thc affair, of the Collegr.

2.2 ASSOCIATES OF THE COLLEGEL

the Trit,tee.4, Nferrylitirst ;dso has an .advisory group known as the Associates of the College. The
1ssociates .irc chosen Inc ti.c Board of Trustees arol"Nror,,terms of 'three years with no limit set on re-election. Associates have

1 linz;i1 authority in the- opei.ation of the College and primarily concern themselves with ways and 1111Callti of proinoting
vxpan-don and ilcveloionclit oil the College by increasing revenues for current operations, endowmen'ts, scholarships and t) ild-
mg projects. 11, significance of the Associates' role is reflected in the fact that the Board of Trustees often chnOse its mernl ers
from the ranks of the ..\ssociates.

2.3 ADMINISTRATIVE STRUCTURE 1975-76

BOARD OF TRUSTEES

. PRESIDENT

I

VICE PRESIDENT OF BUSINESS SERVICES

Ilool;-,t,
M-ailrooin
Print Shop
Stall l'er-onnel

itchlioard

Cut) Ix( I (.1-

ktpsincs-; )Bice
Control

lluilrling and (ii-1)1111,1,-;

VICE PRESIDENT OF ACADEMIC SERVICES
AND

DEAN OF :THE CQLLEGE

Part-time l
VICE PRESIDENT OF DEVELOPMENT

Rel;tiiims
Ptiltlic 1:clati(ms
Sports Inforinalipn
Gr;in0; Pucparatit)11

DIRECTOR OF STUDENT SERVICES

(:amptis
I

health 11 Services
Counseling

1:e,,ident I I()wling
Act 101
Student Activities

Vcterans ministrat ion
Career I 'Liming and Placement
.Vademie .\dvisint;

I

ACADEMIC SERVICES

I I ,
Admissions Division Department chairmen
\ thletics Ilusiness
FinancUyl Aid Creative Arts
Institutional 1'cscarch Education
Learning H.esourct! Center ..F,Iivironmental Studies
'MedinServices Ironic Economics

_Registrar I I umanities
College of Older Americans interdisciplinary

Iltvgical Education
`deuce and Bath
Social Science

. 6



ACADEMIC ORGANIZATION

The Academic Organization of MercyluirSt College 'flows from the President of the College tothe Vice President of Aeaclemic
Services and Dean'to the Divisional Chairman to the Department Director to the Program Director,

3.1 PRESIDENT OF THE COLLEGE

The President is the, chief executive officer of the College. lie k ejected to his position by the Board of Trustees and is their
representative to tWe'College-Community. The principal duties of the President as set forth in the College By-Laws are:

.1. Ile shalLattend all meetings of the Trustees nnd.shall be, by dique of his -office, a member of all Trustee committees.

2. Ile shall at least annually report to the Trusltees on the state of the College.

3. lie shall ,organize and reorganize when necessary the administration and the faculty of the College.

4. I lc shall contract for and ottserwise engage.rersonnel necessary to the operation of the'College.

5. He shall supervise the administration and faculty of the College.

ii.11e shall coning:nil to the attention of the Trustees all matters s 'may advance the purposes for which the College is
formol, and implement such decisions as may be made by the Trustees.

7. Il brill encourage and provide for the creation of such eomn dtees, councils and associations as will aid the Trustees
in the discharge of their duties to further th'e purposes Of the 'ollege.

8. He-shall represent.the.College in the academic and general corn nuuities.

3.2 VICE PRESIDENT OF ACADEMIC SERVICES AND DEAN OF COLLEGE

The Vice President of Academic Services and Dean is the principal Academi/Officer of the College. He is appointed by the
President with the approval of the Board of Trustees. The Vice President of Academic Services and Dean holds faculty rank.
His primary responsibility -is to oversee the development of a high level of qualitative progr9msvhich will serve the student's
academic, social, physical and emotional negals. More specifically his duties include:

1. To coordMate and develop the acadrie programs of the College.

2,T To oversee the record-keeping and scheduling of Academic programs ;Slid events.

3 To overs'ee the recruitment and admission of students to the College.

4. To oversee the Student Services Program of the College (including Athletic and Physical Activity; Counseling, Activ-
ities, housing, health, Placement, :11 inistry, Financial Aid, etc.).

5.To oversee operations and development of the Learning Resource Center.

n. To oversee opera,tion and development of the Media Se rvivs.

7. To publish the College Catalogue of official College programs and policies.

8. To recruit and chIelop a qualified faculty.

J). To act in the absence of the President jn such manner as to maintain the consistency of College and Pre'sidential

objectives.

10. To recommend students for graduation, honors, djsmsal, etc., according to 'the standards determined by the College
Senate; to interpret and enforce the academic regulations of the College.

3.3 DIVISIONS

The Divisiohs of the College include Creative Arts, Business, Hwne Economics, Humanities, Social Sciences, Education, and
:attiral Sciences and Mathetnittics. These seven divisions serve as the chief academic adndnistrative units incorporating both

Departments, which offer a degree, and Programs, which do not.

The Divisional Chairman holds a major adtninistrative position by planning and coordinating the programs, faculty and facilities
of several related disciplines. He reports directly to the Office of the Dean and is appointed by the Office of the Dean with the
advice of-the ihvolved academic disciplines and subject to the approval of the College President. The term of office is for three
years normally renewable for no more than three consecutive terns upon the advice of the Divisional faculty, the agreement of
the Chairman, the Dean, and the President by March 1, of the last year of the term. The Chairman holds regular faculty status, is

expected to teach from .5-f) courses annually (negotiable ilepemling upon size and duties of division), an'd is under contract from

Septesnber 1, to June 30,

The accountabilities Of DiVisional Chairmen are as follows:

1. To cord:nate and promote interaction and cooperation between the different departments and disciplirIs within the

Divisions and the College in general.



2. To cooperate on an inter-institutional level whenever possible in carrying out the prograths and furthering the mutual
objectives of such cooperation.

3. To encourage creative production and active participation in learned societies or professional organizations, and record
and publicize where possible such participation and production. (Submit carbon. to Dean's Office.) To periodically
evaluate the professional work of the divisional faculty, especially of new istembers and to discuss with them the results
and-implications of the evaluations. To submit a yearly evaluation form (the faculty profile) for each departmental
member to the Office of the Dean,

4. To resolve differences that may arise within the department and divisions, among students, staff, faculty and directors.

5. To prepa-e agenda for and to preside at all monthly divisional meetings duritig the academic year, or special meetings if
such are required. (Each division should meet at least six times a year.) To forward the minutes-of all divisional meet-
ings to the- Office of the Dean and to the divisional faculty.

6. To draw tip and justify the assigned professional responsibilities of the Divisional faculty accordipg to the approved
college guidelines.

.

7. 'rn Make recommendations regarding salary, promotion in rank, rekewal of contracts of divisional faculty.

8. To approve curricular offerings and changes in major programs within the division,: to plan new curricula, and to review
the quality and standard of the departmental programs.

o. To Ft' \ and recommend new. i.candidates for faculty 'positions.

In. To allocate Divisional-resourcesemnpment, use of laboratories, teaching aides, etc.

11. To recommcnd the appointment of program directors to the Dean.

12 prepare, the divisional 'prow ms and offerings for the the catalog.

13. To annually compile brief syllabi of the content offerings of divisional courses.

- 14. To supervise with the aid of the departmental faculty,...the programs of the students majoring in the department '(aca-
demic advising), and to recommend for graduation those students who have successfully completed the major program.

15. To prepare the divisional ,budget requests, and to supervise the expenditures of tire budget, approVed by the Board of
Trustees.

16. To cooperate vith the Director of Learning Resource Center in the improvement of Media holdings relative to the Divi-
sion, to pr note use of the Learning Resource Center by faculty and students, and to approve departmental library
expenditurM. (Approval of both the ERC Director and the divisional chairman are necessary for departmental dispo-
sition; and acquisitions.)

17. To cooperate with the Development Office in procurement of funds for promotion of Divisional objectives.

I. To submit an annnal report (3-5 pp.) to the Office of the Dean summarizing divisional activities for the year including,
new projects, strength. and weaknesses and recommendations for the future improvement of the division. (Due by
_Ione 15.)

3.4 DEPARTMENTS 0

The Departments of the College include Art, Music, Dance, Theatre, Foods and Nutrition, Accounting, English, Broadcast
Communications, InterGultural :Atudies, Philosophy, Theology, History, Political Science, Sociology, Psychology, Law En.
forcement, Biology, Chemistry, Earth-Space Science, Mathematics and Environmental Studies. These twenty-one departments
grouped in the various divisions (except for Environmental Studies) arc primarily responsible for operating quality degree
I rogram; in their liscipline. The departments are under the supervision of a Department Director.

The Department Director has the major responsibility for developing curricula and supervising faculty in an academic area
which offers a degree program. The Department Director reports directly to' the Divisional Chairman. and is appointed by
the Dean of the College upon the recommendation of the Divisional Chairman, and the advice of the program faculty, and
the approval of the President to a two year term, r tiewable up to a,. maximum of five consecutive terms, by March 1, of the
last year of the term. The Department Director hot faculty rank, is expeyed to teach from 6-7 courses annually (depending
'upon the size and duties of the program), and is undr contract from SepteMber 1, to June 30, of each year,

It is understood that all of the accountabilities listed below are to be coordinated, and approved throtigh.ee Divisional Chairman:

1.. To plan the curricula of the program:

2. To advise the majors in the program, to recommend dismissal and acc4tance of students in the program, to recom-
mend program majors for graduation,

3. To submit prograni budget requests.

4. To aid in the selection of new faculty members for the department.

5. To aid in evaluating performance and promotion of faculty in the program.

6. To coordinate and submit library requests.

6
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7. To aid the bookstore in orderidg course materials.

8. To recommend teaching schedulesfor faculty in the program.
9. To prepare the program descriptiorl and offdrings for the College catalog.

10. To annually develop brief syllabi for each course in the program.

11. To submit an annual report (3-5 pp.) to the, divisional chairman summarizing departmental activities for the year
including, new projects, strength and weaknesses, and recommendations for t14e future improvement of the department.,
( Due by June 8:)

0

3.5 PROGRAMS i

The Programs of the College include the following areas: Speech,/ Marketing and Management, Hotel-Restaurant Manage-
ment, Secretarial- Science, Economics, Physical Education, Physicq, Geography, Anthropology, Social Work, Police Science,
Probation Work, Child 1)evelopment, Tex4le? and Clothing, Flodsing and Home Management, Special. Education and In-
terdisciplinary. 'these seventeen programs represent a concentration of courses in a discipline but no degree is. offered in
these areas. Most programs which offer at least four courses anqually are supervised by a program coordinator who reports._
directly to the Divisional Chairman. The duties of a program ,coordiiiator are similar to those of`a Department Director

although IC,`, C01111,r(1CIISI Vt.. in scope.

-File Program Coordinator litas the major responsibility for devifloing curricula and supervising faculty in an academic area
which ,loes not/o-ffer a degree program. The Program Coordinator reports directly to the Divisional Chairman and is appoint-
ed by the Deane, of the College upon the recommendation of the Divisional Chairman, the advice of the program faculty, an91
the approval of the President to a two year term, renewable up to a maximum of five consecutive terms, by ,M arch 1, of the
last .year of the term. The Program coordinator holds faculty rank, is expected to teach 7-8 courses annually (depending upon
the size-am!' duties of the program), and js under contract fr J11 September 1,, to -J -une 30, of each year.

It is understood that allpf.the accountabilities listed below are f -be-cairdinated and ,itpproved through the Divisional Chairman:

1. To plan the curricula of the program.
2. To, submit program budget requests.
3. To aid in the selection of nett' faculty members for the depart/1)1cm.
4. '1'i) aid in evaluating performance and promotion of faculty in the program.

To cor;jiinate and submit library requests.
0, To aid the bookstore in ordering course materials.
7. To recommend teaching schedules'for factday in the program.
8. TSB prpare the program diTscription and ofTerings for the College catalog.

9. To annually develop brief syllabi for each course / in the program. .

10. Tii submit an annual report (3-5 pp.) to the divisional chairman summarizing program activities for the year including
new projects, strength and weaknesses, and recommendations fur the future Improvement of the'departtnent. (Due by
June 8.) ...

3.6 THE FACULTY

The _Faculty shall consist of duly - appointed professors, associate professors, assistant professors, and instructembers of
the Faculty shall have the rights., pi.iileges, diaiei" and responsibilities that are customarily found in institutions of higher
learning. Faculty members are e;pected particularlji:

I. To report at the College before the opening of the academic year on the date designated by the President or Collet
Dean, and attend the Faculty Workshop, and to participate in commencement exercises in academic attire. \,

--a To participate in the work of the College, and Division including attendance at necessary mee \ings.

3. To attend College Senate meetings and to participate in the committee work of the College ,enate.

4. To cooperate with- College officials in promoting, the objectives and regulatiOns of the College.

3...To become familiar \vith the matter contained in the Catalogue and Faculty Handbook concerning curriculum, organiza-
tion, iicademie regulation,., grading system, faculty responsibilities, etc.

6. To 'refrain from engaging in any outside employment or occupation which interferes withthe thorough, effielent, and-
earnest performance of his college duties.

7. To effectively carry nut instruction of students including the following specific duties:

I. Meeting classes regularly and promptly at the time and place assigned.

2. The careful preparation of courses of instruction.

3. Effective presentation of material.
4. Preparation and correction of tests and examinations..
3. Proper evaluation of student achievement and the filing of grade reports within the time limits set by the Registrar.

6. Maintenance of daily office hours for advising of students.
7



Presently, a normal faculty teaching load is considered to include 8 courses, academic advising, ordinary College committee
work, and independent or tutorial studies (not to exceed more than 3 a year).. If it becomes necessary for a faculty member to
carry ad"overload," the College assumes the responsibility for providing recognition of this, fact in terms of future load reduc-

t..tiort salary increment, etc.

The course loads are determined by the Dean of the College in consultation with Division Chairmen. The Division Chairman
shall recommend enrollment limits for courses and the Dean will honor thege limits whenever it is possible.

The Faculty Policies Committee is the official representative of the faculty and is concerned with\al.Daspects of faculty4fe. In
addition to making recommendations of general faculty 6'olicies, it represents the Faculty on sue Tatters as salary and fringe
benefits, tenure procedures, and promotion, reappointment procedures. The Committee is elected each spring from the faculty
at large. The sacred right of freedom of expression is recognized by Mercylturst College as requisite for effective dissemination
of knowledge.

Mercyhurst College subscribes to the American Association or University ProfesSors. Statement on Academic Freedom quoted
below:

The teacher is entitled to full freedom in research and in publication of the results, subject to the adequate performance of
his other academic duties; but research for pecuniary return should be based upon an understanding with the authorities of
the institution.

The teacher is entitled to freedom in the classroom inqliscussing his subject, but he should be careful not to introduce into
his teaching controversial matter which lia,no relation' to his subject. 4nitations of academic freedom because of religious
or other aims of the institution should be clearly stated in willing at the timeof the ap'Sointment.

"The college or university teacher is a citizen, a member of a learhed profession, and an officer of an educational institution.
When he speaks or writes as a citizen, he should be free frOm inistiutional censorship or discipline, but his special position
in the community imposes speCial obligations. As a man of learning and an educational officer, he should remember that
the 1.tiblic may judge his profession and his institution by his utterancqs. Hence he should at all times be accurate, should
exercise appropriate restraint, should show respect for the opinions of others, and should make every effort to indicate
that Ile is not an institutional spokesman."

.

4. FACULTY PERSONNEL POLICIES

4.1 FACULTY RANKS, PROMOTION AND TENURE

Decisions regarding the reappointment and/or promotion of faculty members will be based on tiic individual's performance
in three arca,/ of professional activity: teaching; effectiveness: Rholarly and professional attainment, and College and/or
community service.

1. Teaching Effectiveness

a) Expected Level:
Meets classes regularly; keeps stipulated ofike hours; identifies instructional objectives for courses; prepares ade-
quately for classes: presents classroom material effectively; evaluates student performance effectively; keeRs current on .

new de elopments in subject matter; shows ability to interest and motivate students; demonstrates interest in improv-
ing instructional techniques; files grade reports with the Registrar within designated time periods; consistently follows
the policies of the Faculty Handbook and College Catalog.

b) Merit L vel:
Regula y demonstrates abovc average effectiveness and interest in teaching which promotes student self-learning and
self-ev luation; regularly demonstrates teaching creativity through developing new, effectiaopproaches to student

ig; develops new, significant programs which demonstrate continuing value to the e; attains funding to
de op projects related to the educatiot al process.

2. Scholarly and Professional Attainment

8

a) Expected Level:
Holds membership(s) in professional organization(s); attends conferenC'es, workshops, conventions:etc., as College
budget permits; demonstrates continued stud); or professional involvement.

b) Merit Level:,
Assumes position of leade in professional organization; attains academic and/or professional honors, awards, or
recognition; regularly partici' in and/or contributes to seminars, workshops, etc.; regularly engages in professional
consultation, evaluation and/or speaking activities; demonstrates high level of professional attainment through publica-
tion, delivery of papers, detnonstrations of professional work, productions, etc.; acquires new professional skills within
oe outside of own field; receives non-College grant support for research or professional activities.

10



3. College Community Service

a) Expected Level:
Conscientiously advises students; participates in faculty vorkshop and commencement exercises; participates in the
work of the College and department and attends meetings.

b). Merit Level:
RegularlY demonstrates leadership and/or high level of involvement vithin the College and department governance'
s-triicture.s; regularly demonstrates leadership and/or high level of involvement in civic/Community affairs; demon--
strates special efTectiveness in advising students (e.g. by handling an above normal advising load, by Ay/eloping
unusual career counseling abilities, etc.); develops tie* programs, workshops, grant proposals, publications, ett. which
relate to the College and/or contribute to the work of non-academic segments of the College (e.g.Admissions Office,

Development 1)(fice, Speakers' Bureau, etc.)

ProMotion and Rank Requirements
.Proritolion ill be based on the performance of "merit level ", professional activities as indicated on the chart below?

Minimal
Educational
Background

Promotion to
Assistant Professor

,,,,, Ptombtion to
A ssociate Professor. '

Promotion to
Professor

i '
Xia.tcy', Degree*

,

14raduate hours
or approved
terminal degree**

Ph. D. or 91)
graduate hours*

Teaching
Experience

Normally. 3 year,
as Instructor

Normally. 4 years
as Assistant Professor

Normally. 5 years as
Associate Professor

.

Expected
Lyvet
Performance

All: I a
2a
3 a

/

All: 1 a
2a
3 a

All: 1 a
2a
3 a

Merit
LeVel
Performance

\

t

Total of 4 from I I),

2 b or''.3 b. At least
3 from 1 b and/or 2 b
inclifiling at least
I from 1 1).

Total of 5 from I I),

2 li, or 31). At least
.3 from I 1), and/or 2 b
including at least 2
from 1 I). ,

*Iixe( ptiotis trill he ri(,..ro(iated between the 1)ean and the department.
**1:equired educational had:ground t ill he negotiated betyvecti the department and the Dean.

***Evidence submitted to support merit levelsperformance in t11e five areas chosen for promotion
based on pet formance since promotion to associate professor.

to full

The following provizions of the .\ AL'P Statement on Tenure arc applicable to the N1 enwhurst Faculty:

(.0 After the expiration of a probationary period, teachers should have permanent or continuous tenure, and their service
should he terminated only for adequate cause, except in the case of retirement for age, or nu et- extraordinary cireuni-
stances lice:nisi: financial exigencies.

In the interpretation of this principle it is understbod that the following represents acce,ptable academic practice:

( 1 ) "Ite precis terms and conditions of every appointment should be stated in writing and he in the possession of
both Mstitution and teacher before the-appointment is consumated.

(2) 13eginning with appointment to the rank of full-time instructor or a higher rank, the probationary Period should not
exceed ScVCIIvear,, including within Chis period full-0111C service in all institutions of higher education; but subject to
the prod -o that when, after a term of probationary service of more than three years in one or more institutions, a
teacher to another institution it may be agreed ill writing that his new appointment' is for a probationary
period of not more than loth- years, even thoug-h- thereby the person's total probiltionary period in the academic pro-
fusion is extended beyond the normal maximud of seven years. Notice should be given at least one year prior to the
expiration of the probationary period if the teacher is not to he continued in service after the expiration of that period.

(3) During the probationary period a teacher should have the academic freedom that all other. members of the faculty

have.

(4) Termination for erase of a continuous appointment or tkte dismissal for cause of a teacher previous to the.expira-
tion of a term appointment, should, if possible be considered by both a faculty committee and the governing board of
the. institution. In all cases where the facts are in dispute, the accused teacher.should he informed before the hearing in
writing of the charges against him and should have the opportunity to be heard in Ids own defense by all bodies that

judgment upon his case. Ile should be permitted to have with hint an adviser of his own choosing who may act as
counsel_ There should be a full stenographic record of the hearing available to the parties concerned, In the hearing

9
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of charges-of incompetence the testimony shoujd inclkide that of teachers and other scholars, either from his ,own or -it
from other institutions. Teachers on continu Ifs appointment who arc dismissed for reasons' not involving moral turpi-
tude should receive their salaries for at le a year f om the (late of notification of dismissal whether or Aotthey
continued) in their duties at the instituti.

Faculty eligible for tenure are those who ar. Associate Pr essors or pave completed at least six full- years of teaching and
have attained the expected and merit ley / of pi-of1ssional,compctence rem:tired for the Associate Professor rank.'Normally
two, but no- more than three, years of ollege teaching may be transferred frorn another, institution for tenure eligibility. (it -P.

is understood that these guidelines w be effective acs of September 1,.1975. No faculty member despite the number of years
of service at tile college- will he re 'red to he considered fqr tenure.before May, 1977.)

Once a faculty member has tee Ire, he/she will he evaluatkd at least every three Years by a Peer Committee. If the individual
is close to promotion, he/sh may wish to be evaluated mitre frequently.

one form of student ins uctional evaluation will be used by the faculty member for evaluative purposes.

New faculty shotHil h. evaluated at least three times befo e renewal of contract. Faculty who have been at Mercyhurst longer
than three -years nv find it adequate to gather student valuations twice per year.

Each faculty me, her twill he responsible for and have le right to submit evidence which clearly shows how he/she has met
the conmetenco, .s specified for reappointment and/or r 011106011.

The faculty member will forward this evidence to the department director twin may add further evidence or comments.

Standarirl/ed forms dill he completed by the faculty nember and department director and placed in the professional file.

Classroom ohservations and/or videfe taping of ch stoom instruction will he left, to doe agreement of the individuaT faculty
mender and the department director or Rank art i Tenure Committee.

continuous tenure .appointment is terminable oily for adequate cause after not less'than twelve months' notice. to the faculty
merullier. Adequate cause for 'the termination of im appointment with cStnitpuous tent.re shall he (e) grave mural delinquency,
(2) lack of nient ;d or physical health for the peirforotance of his responsibilities, (3) professional incompetence, or (4) actions
that are contrary to the policies of Ntercyhursi College that are deemed to he inconsistent twit) the best interests of the insti-
tution.

Por the process by which a candidate receives.tenure, see process outlined under 4.7.--Facu.lty recommended promotions and
tunurc.

Recommendations for promotion and tenure shall be made by a Rank and Tenure Committee consisting .of thC following
members:

,I. Four Associate Professors or Professors elected lay the faculty.
2. One person elected from rich -of the follfi4ing areas: finsiness_Creative Arts, Education, Home Economiss, Humanities,

Natural Sciences/Math,.Social Sciences,.
. \t least six of the member, twill serve two year tertas. %

The Rank and Tenure Committee shall' receive recommendations from the candidates' Peei.Group Subcommittee which
consists of the following members:
1. One member of the Rank and Tenure Committee.

2. The promotion or tenure candidate's department director. (If the department director is the can) \ida e, the Rank and a'

Tenure Vommittee will appoint a faculty member. to the Peer SubcommOtee.)
3. One faculty inember elected from the candidate's division,

The Peer Subcommittee twill investigate the caniclate's performance for evidence 9f the required criteria fief report the find-
ing, to the Rank atitl Tenure Committee. The Subc"('-Irrn4iLikisz111Lai(LLeyj,clencr; 'evaluation and recommendation from faculty,.
students, other members of the College community as appropriate, and the candidate's professional file in the Dean's office.
The candidate should he encouraged to submit evidence in Tier /his own behalf. If the departin'ent director's opinion differs
from that of the other Subcommittee members, lie /she may submit a separate report,

The Rank and Tenure Committee will then review the evidence and vote on the recommendation. Eight a1rmative votesare
required for recommending promotion or tenure.

The decision- of the Rank and Tenure Committee will be forwarded to the Dean. The Dean will forward to the President of
the College those recommendations which he/she approves. The President will make the final decision on ),.`romotion; favor-
able l'etiure recommendations must go to the. Board of Trustees for final approval. \I

Appeal Procedures

Promotions which are not approved may be appealed to the Rank and Tenure Committee the following year, and the r
tnendations of both the Rank and Tenure Committee and the Dean will be sent to the President,

Tenure cases which are not.auroved by the Dean may be appealedjo the Senate in the sanie year, and thewotnmendatiohs
of the Rank and TenurCommittce, the Senate and the Dean will-lie sent to the 'President, The President irJmake tberfinal
decision in the same year. If the President decides against the recommendation of the Dean or Senate, all opittons wilrbe sent
to the Board of Trustees. Mercyhurst College adheres' to the American Association of Univeritsy Professors' "1940 Academic
Freedom and Tenure Stat'ement of Principles and Interpretative Comments," "If the decision is negative, the'apipointment for
the following year is a terminal one." The Faculty Policies Committee considers the previous statement to apply only on the
assumption that there is no quota system for tenured faculty,
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4.

V

,. .

4.2 FACULTY APPOINTMENT _

0..
. ,.

Following appropriate reviewof t e eandidat s,"te Department or Program-birectorandDivig.ion'atairmati will recommend -
an appointment in writing to the I can %viler pon,lewill'add'his recommendation to thh of theUvision and forward both to
the President fo& approval. The P c sident 14111 8,4(1, a contract to the candidate which shall include the follOwing terms and
conditiotA of the appointment: pe iod of ,af)ioi,ntinetie; dateof_appointrnentj rank; salary; specific responsibilities. Acceptande
.of the new appyiktment shall be ini icated by he return of the, gyred contract to thee Rteiident within 12 day's after its issuance.

1 any preyiouze---xperience is >ted towar s -tenure and/or rink, a written statement'icr1tIfis effect wilt accompany the grig-

in, contractlnd a campy will be 'placed in t e`not f4ulty member's, film,.
'.

5

4.3 FACULTY REAPPOIN NT S'" . '
...

4 , 0 ' 'It g f .

. The Department of Program Dire cfr and Diviiion Chai-rmati will Yeeomalend inovriting the'reappointment or-nonreappoint-%

n-tent of the faculty member to the lean. &written cons a -cf will normally be issued todtle` faculty, meth r by March 15 but, '

not later than Apri115,w1hch cont ct shall inelhde:Apen`tid of,appointment;.date of'appoillinient; rank.,-; Lary; specific respon-n

4.1ibilitigs.;:the faculty inentrier,mus re'llirn 10 siglietr"contraci'io the Prsiitenf within 30 days after its i ance unlesS he wishes

to tertninatehis employment at fercyhurst College.
P ' : 4

Notice of 1)(nrrea il I )0i rainen t,- or of intention not to recommehd reappointtnent,a,will'he given by the Dehn to flie faculty mein-
her in writing toKther ith theteasons for,fhe decision by the following thites:

OR .

I.

1. : '()t later than N arts../: .1 of the first acaderniLyear.of service if the appointment expires at the cad of ihiit year; or, if 'a
one-yezir appointment terminittes dur:ing an academic year", at least-three months in advance of. it terriviinatiole.

X
..

Not liter than Deecmliler 15 of the second academic year of servie,,,if the appointinent expires at the,.einl of that year;
or,..iihn iilitial two -year ,appointment terminates during in academic year,'at least three months in.,adyance of its termin-

z14.11: ,4 ....,-; --

4k3. At least '.twelve months (June 30) before the expiihtion of an appointment, after lwo years-at the College..
It , .

,
...

li- a me iCbei-of the Faculty desii-es to terminate an existing appointment, OP- tO'cleclind a renewal of contract, he shall give
notice in writing to the Rresident of the College with a copy to theDean`of not less thin fhre moat sin the first year of his
appointment and not less than-si$1-nontlis Iri the second or subse4ent years of service, hefoce the end of his duties during-ati
academic year excinsive of a summers session. . i

., , i .

4
Termination for cause of a permanent appoinkee ar dismissal of a faculty member "during a limited amibintment_with less 'I

advan-cc notice^than that specified in these regullogions shall be preceded' by a statement of reasons and 1),!,: an Opportimity for
the fi'lcuLty member to be heard by the Faculty Policies Committee.,, . .

(P) Reappf.}intrnens that are denied may he appealed tt5 the Rank and tentik Commiltee. t'

(2)..11I1 dismissal proceedings ..-i1J he conducted in accordance ',with. the principles of academic due proceSs as formulated in'

4?"
-the Statement on Procedural Standards in'Faculty Dismissal Proceedings approved'by the Council of the A,rnerien -Ass°-

dation of 1. t-ersity Professors in 1957 and by t4 Association of American Co.l ges in 1958. If the factilty member's
'competence i4fikti questionthe testimony will includethat of qualified faculty mettilr rs from this or other institutions of "*"."-

higher
v.

education.' .
c.

, .

2

4.4 FACULTY RETIREMENT
- _

The general policy is that!retirement lakes place at.-44tend of the fiscal year daring Nvlikli the faCfilty member reaches the age

of 65, uterontracts ts may he_ renewed annually thereafter upon the consent of both the Istitution and the faculty ;member.

2,

,N4

4.5 f IktULTY SABBATICAL LEAVE

'Tose, ,,,,:,.t',,,{Araye completed at least eigIrt years al continuous sk-4-mice at ,Mercyhurst College and have attained the rank of
igici:',.j,it t -t-tlifessor are eligible for sabbatical- leave subject to the -approval df the President and ltoard Of Trustees. SubS`equent ,

sal -fall.,tves sliff11 be considered at intervals of no Icssain seven years, subject to the approval of the President of.th

Col ,-e. 41.,,Woard of Trustees. r.
. ale,..,'

.\1,1,11. oisin for i,t1cli leave shall he made to the Dcan of.,the College, who shall submit a recommendation to the President. The,
reasons for the leave shall be stated, such as research, furtherstudy,'Irayel, etc. The teacher is given the choice of I/2 years at ''

full pay or one year at'half Pay' A ftill year Isdefined as the regular academic year of September toJune. A half year is defined

from .1annarx,d to June 30 or July 1 to Dccemhe results of the sabbatical leave are to be presented in writing to the
Dean by 'tte faculty" member upon his return. N .

N\
The conditins xvhichisarround -sabbatical leaves are those which

1

govern the normal faculty cotract, This means that faculty

members on stibbaticai leave receive' full hospitalization coverage for themselves and families' together with disability ak life
insurance. Their pension benefits also contrinue with 'the per- cut of contribtnions based upon their sabbaticalleave pay. Faculty
members on sahltatiot leave also receive at least the minium $500 raise following completion of their sabbatical. '""---

TLe faculty mem ter tse:tpected tveturn to the College for at east one full year following the termination of the sabbatical.

All ot her cot-id:Coils 44:11 would govern the faculty member u on his return including',raii.k4 salary, future rcsponsibi)ities

should he arranged A:1, tlu, Dean prior to the beginriing of the sz thatical.
.

, ,, f
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4:6 FACULTY LEAVES OF ABSENCE

Faculty memb`erS who are not eligible for sabbatical -leave may apply for a leave of absence without pay. Leaves of absence
h ' may be granted for any period up CO a full academicyear. Although faculty members' are not paid their regular salary while

on a leave of absence, trjey;may apply for travel- or resear-eltsupport from the Faculty ,Development Grant fund or from the
College, ApproVal of such 'requests is _contingent upon the consent of the Dean and President of the College. While
on a leave of "allsenee fircul6, themhers are entitled to receive hospitalization, Disability and Insurance benefits but-not TIAA-
C.R kb' pension lieuefits.

' .

Unlike sabbatical leave.faculty ninberi; on .a leave of absence -are not required to return to Nfercyhurst upon completion of
their leave, nor is the College requirdd to rTeruploy faculty members receiving leaves of absence. If the faculty' member is
rehirQ4 anti goes rettln to ltercylturst, lie is entitled to at least a mum $500 raise for the year he was on leave.,-However,
the leave of ab.s.ence period may not be counted- as one year of credit towards promotion in rank and tenure. All arrange-
mentS gOverling theconditions upon the faculty member's return including intention to rehire must be contained in the letter
authorising leave nHabsetice.

Facdt-y---toc_mbers who \isit to apply for a leave of absence nmst 'first obtain the app-roval of the Division. Chairman and then
sUbwit a letter to the. Deati stating the reasons for the leave of absence. FinTil approval rests with the President of the College.

r

4.7 FACULTY ,SALARY SCHEDULE
. ,

,.,,\ .base salary isdelined to he the total remuneration provided a faculty member. for the performance of his "normal"' teaching
duties eX:cluding any remuneration for services ill excess of sash dtities."Then the following scale of Minimum has salatiesMtall
he in effect tItiougl 19751'6 subject to those conditions which are listed in the succeeding paragraphs.

,
.. _P

. (1) .1 ( 2) ( 3)' L',. (4) (51.- (6).
1((71.)5.

(8-)
Instructor . - . 7.5 * KO ., _1. 18,5' 9,0 9.5 IRO 11.0

`Assistant Proles -or, -'- 9.5 10.0 10.5
*

11.0 11.5 , 12.5' 13.0
AssociateTrofessor 11 15 1241 12.!i '13.0 13.5 ' ,1142.(()) 14 15.0
ProlesSor .' 14.0 -. 14.5 15.0. 15.5 , 16.0 16.5,. 17.5

o 't All amounts on the table are in. thousands 9f dollatSt) i .
.. -1r ,i . 'NI-Minium base salary means that as' of 1975-76,a faculty 'Member will be conipensated at a lase salary which isnot less than

the salary' appearing on the scale for hislapprovriate rank and level of experience (years of service to the College). FOr example,
Ai assistArit professor who has been credited with two prigiions years of experience in that rank through 1974-75 must teceive
a basesalary in1975-76 Avhich is at least as great as that whic46h appears- on the scale in the second Tow and the third column
($10,500). . . , f

.0 , .
*Se ,

ForAeach of 192A-95 and -1975-76, every(faculty megul'ier shall,,:rgseivg, a base salary which includes an_increment of at least $500
.over and shove his base salary OE, the.firevions ywr.'llidivilltial Paciilty members may receive additibnal increments ,iin two

1: possible ways, . . .

.
'..,_ .

. ,- 4.
(1) An "imequity resolution.* shall he awarded in three equal increments eacb of *Inch is A of the total inequity resolution

to any -faculty,member \vihose 1972-73 h'ase salary plus $1500 is less thim th's projected miniMum base salary-on the '`
scale° for his present rank and three additional years of service to the Ccillege; the ineqpit..y resolutjon to consist of the
projected minimum_ ba'se -sat'ary;minus au amount equal to the 1,972-73, base salary plus $1500..

12) A faculty member mcv be grained additional increments through recommendyition and approvaof his Diviston Chair-
man and the Dean for stein qualitativea(!tivities as excellence in teaching,, additional curriculum contributions to de-
partment or division, etc., or for such- ernantitative activities as p'ulilication, cour,Se overload, completion of terininal
degree, etc. . .. I

" , -
Any faculty member who. Nvishes to make special arrangements with the Adtninistration for salary substitution ( Reiiidence Hall
Counselor, etc.) shall be compensated with a salary which when added to an amount equal to.,,the consideratip,n, Jor these
arrangement's yields a base salary at least as great as the appropriate minititurn 'for him oar the scale. . -

-a
Any faculty member who teaches in either of the summer sessions shall be remunerated at a flat rate of $750 per course in
which there are 7 or more students registered 'and paid. From clays 1-.3 of -a slimmer term, the faculty me-Ther has the option

-to drop a course if less -than 7 students are registered. The College has the same option. The faculty member will teach' at $100
per student if less than. 7 studefits are registered for a class before and 'including- the fourth class day. 4 ' (

a
4

4.8 FACULTY'7FRINGE BENEFITS

The college provides each faculty member with standard Blue Cross-Blue shield coverage beginning with his first ytar of
service and prqvides depAulent coverage beginning with his second year of service. The faculty member is responsible for the
cost of dependentcoverar,rc during the first year of service. This coverage includes basic medical ancl, surgical expenses.

The College provides l'IAA M tjor Medical Insurance for each faculty member, coverage beginning v,l'ith his first year of
service, and provides dependent coverage beginning with his second year of coverage This policy covers 80% of the medical
and surgical evenses in excess of $100 plus any amottnt--eovered by all other health insurance policies of the faulty member
up to, a maximum total of $50100, including a maximum daily charge for hospital room and board in an amount equal to the

12 ,



a

hospital s average semi-private room rate per (lay. The maximum benefit period is three years, and is re rewable after a period

c4 613 ys. There' is also a provision for automatic reinstatement 'of benefits of_up to $3000 -per year while $1000 may be.

re n atc at any time upon furnishing satisfactory evidence of insurability to TIAA;

'Ile Collt re provides lice insurance in the amount of $10,000 for each faculty member from the beginning First year Of

service.
L',1

.

If e fac ul t member is unable to perform lift duties because of illness, the College agrees to continue the sala-ry rate of,-the
faculty mei tber forgone Notioth for each year of service up to the maximum of 3 rnont4. After this time the TIAA Group dis-
ability Insu anee provided by the tollege offers sick leave salary upon the 'expiration of. the College program. The 'sick leave.
salairy is 60% of the first $1500 of the faculty member's monthly base salary plus 4(Y of his monthly base salary in excess of

$1500 minus any benefits from Social Security, Workmen's Compensation, etc. ,Under no -circumstances, will the monthly
benefit be less than $5t nor more than $1200. In addition 10% of the facility member's annual salary is contributed towards

his TIAA-,CREV retirement annuities. .

Any faculty member who vas employed by the College in 1972-73 is'automallta- covered. HoweVer, beginning in 973-74-new

'faculty inombers, will not be covered during their first year of service unless vita jo- three months of the beginning of his first

year of service he was inured.by a Pretrions employer under a Group Lability Benefits insurance policy providing
income benefits for. a ,minimum of five years during total disability due to sickness.

&facility membe who lutli not prikviously participated in TIAA-CREF may after one year of service participate in the College's

retirement plan tl ryugh IAA-CREF.'"A faculty 'member who has previously participated in TIAA -ptEF may participate in

the ,College nmediately. 'Cite faculty membtr,ctintributes at least 5% of his salary ( \vi'thheld monthly) and this is matched

by a contribution the College in the '-amount of 5% during each of his first 10 years of service; 7.5(.20 during each of his, next

10 years of service; Jft thereafter.

The TIAA por ion of the total amount contributed by the faculty member sand, the CO,llege is used to purchase a Fixed - dollar

which will I) ty the fi,tculty member, a guaranteed fixed amount each month, upon his r'etirement,The CREF portion is

used to purchase aim City uilits which depend upon CREF earnings., In effect, TIAA guarantees its return while CR FE offers

a "hedge" against inflation.- The performance of both funds has been excellent and in fact it has hen stated that "thote college

and university faculty menders who are covered by TIAA-CR El..' are participants -'in one of the finest retirement programs in;
America. Its combination of imniediate vesting, complete portability, and Current; full-funding has become the standard to

which other funds astiire."1

In addition, a faculty member who participates in the waiver of/pre/Mum-option provided TIAA is entitled to 10% of the
faculty member's animal salary that will be -tontributedto his TIAA-CREF retirement annuities.

Beginning with a faculty member's second year of service to the College, his children and spouse are eligible upon official
/itlinittance for waiver of tuition and application fees only for courses taken at Mercyluirst. College. This does not apply during

the first year of service nor wily lhere he any reindmrsetnent by the College to a faculty member whose child or spouse attends

courses at any other colleg

All of the above benefits ref tin in effect while a faculty member is on sabbatical leave. ,

4.9 FACULTY RESEARCH AND DEVELOPMENT FUND

This fund is designed to provide financial assistance to faculty members for use in the followin areas:

A. Acadervic Rescal-ch--to help defray ,the cost of clerical help; secretarial services, emu ent, travel, copying, etc., for
potentially publishable research in a subject matter Area.

B. Educational Rreaiclito help defray the cost of those expenses as described above for potentially publishable research

in equcation related to college teaching.

C. 'Professional (lrowth and Development (during both Academic Year and Sumitler)to help meet expenses for, work-,

shops, seminars, short courses, -tc. which are not normally covered by 'division funds. -

This flint is administered by th.1_,. F- ulty Policies Committee with rule- approval of the Adminittration, wbrich normally accepts

the recommendations of the, committee. The following requirements and restrictions have been adopted by the

Faculty Policies ciornmittec: ,

1. Any full-time facultry member is eligible. to afpply for those funds except for,fitst--ea faculty members who have no(
signed and rettirneittheir second, -year contracts.

2. No funds arc to be used for coursework or dissertation work applicable towards an advanced degree.
e

3. The funds will not, be available to faculty members for use during a sabbatical year. In general, this fund is also to be

entilely independent of policies govertting leaves of absence.

4.1'm-ids are spread over the various divisions'aild are allocated in such a mariner as to service as matiy,faciTi fY members

as possible. Normally the amounyawarded,to an individual faculty member will not exceed $400, though exceptions will

he,tnade in cases'of great merit or when the money would not ,be utilized otherwise.,

5. Application forms should be secured from and returned to the Chairman of the Faculty Policies Committee. The Com-
mittee will -begin making awards from both the, Academic and Educational 'Regearch Funds as Of NovemberrI5 of the

academic year. Final date for application for assistance from these funds is March I. Granting of funds for Vtofessional ,

LAAUC [bulletin, Vol. 59,- No. 2 (1973). pp. 259-265.
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Growth and Development will commence on October 1 for such activities during the academic year and.oitMay 1 for
such Activities undertah during the summer..Finhl dates for application to the Professioval Growth and Development
Fund*are April 1 for the Academic year and May 1 fen' the summer.

GENERAL COLLEGE. POLICIES

5.1 CLASSROOM ADMISSION

No student' should lipern-titted to attend class without a class card. Class cards are given to students upon registration. These
class cards offer-4-Te-ulty a ,tentative class 'roster. A7Tormal 'listings is, provided by the Registrar after the first weekvbf classes
when i11 cards are collected. No grades may be given any student whose name does not appear on the official class roster.
Students who drop classes must first obtain their class cards from the teacher for return to the Registrar's Office.

;5.2 CLASSROOM SMOKING

State fire laws prohibit smoking in classrooms for public safety purposeS'. Teachers'or students who smoke in class are subject
to the fines established by the college Security Department. o "

''

5.3 CLASSROOM ATTENDANCE

A student who has dig rank of Senior, Junior, or Sophomore is not required to attend classes as a requirement for successful
completion of the course. Every faculty member will define, within the first week of the course," all factors on Nnich the final
grade is based. If .classroom attendance is iniportant tO the final grade, students must be so warnectIti oui must assume responsi-
bility for the effect of numerous' absences on the final grade. The faculty member, however cannot, petnalize studints for merely
.missing class unless such absence has demonstrably affected performance. Fr'eshmen arerequired to attend class and may be
perialized byi the teacher for unauthorized absenCes.

5.4 CLASSROOM AUDITING

,wStli.dents are not permitted to audit classes without an official class card. Students who,.wisill to have an audit
on their transcript must arrange with thcir teacher the necessary requirements for a successful audit.

5.5 ,COURSE EXAMINATION POLICIES

The academic calendar of the College provides for mid-term arid final examination periods in each term. Faculty members are
expected to provide for initial evaluation of student progress by the fifth. week of the term and to notify the Registrarpf those
students whose progress is Unsatisfactory (below 2.0). All' faculty are expected to give final examinations on the officially
designated examiation days. Any deviations from the official schedule must be approveil by the Division Chairman and the
Dean. Faculty members may not give exams early or 'Nvaive the final exam without the express consent of the divisional chair-

.man and only then under unusual circumstances.

entered

5.6 COURSE 'GRADE REPORTS

Faculty members arc expected to submit mid-term grade report of student's whose progress is unsatisfactory on the date
designated on the college calendar. Final grade reports are duet inn therRegistrar's Office within 72 hours after the last day of
examinations. (Faculty members who givestudents an ineomplei'e). (I) grade must file a Written notification of such action. In-
completes which are not removed within sixty days after the start of the next term are automatically changed to F (0.0) on
the student's transcript.) Faculty are expected to check their grades carefully before subMission, as grade changes are made only
upon the consent of the Dean of the College. Grades received in a. course are not changed, except for mathematical error or in
special cases where teacher error is apparent. Grades are not-changed which are based on simple reevaluation of the teacher's
original judgment. Grade changes must be initiated within 45 (lays after the close of the term in which the grade was earned
with the exception of the Spring term. Changes' in the Spring term must be initiated' within 45 clays after Fall term has begun.

14

i6



5.7 COURSE OFF-CAMPUS 'TRIPS

Faculty members whO expect to take their students or classes off-campus must first contact the office of. Business Services to
discuss the necessary procedures, liability conditions, transportation arrangements, and to obtain the student waiver forms:
Trips of short duration should be arranged at least a week in advance. OArnight or extended tripS, especially those overseas,
must be arranged at least six weeks in advance. No arrangements may be made with private travel agencies or other agents in
behalf of the College without the prior knowledge and consent of the Business Services Office. It is especially important that
faculty members obtain completed waiver forms from students to protect both the ~faculty member and the 'College from
possible legal suits. Faculty members who use their own personal yehicles to transport students assume the legal responsibilities

incase of suit.
pp

vtl

5:8 COURSE SYLLABI

All faculty members are expected to present a general course syllabus at the beginning of each course, explaining the primary
goalsof the course, the'method of presentation, the course requirements, the basis for grading, the dates of due requirements
and exams, and finally a schedule or outline of the main ideas to be covered in the course. Course syllabi should be subtnitted
to the' Division/Department/Program Chairman for review and approval before distribution to students.

5.9 COLLEGE BOOKSTORE SERVICES

Faculty members who wish to order text and paperbacks mu* submit their book request forms (available at the Bookstore)
at least a month in advance to insure availability of materials at the beginning of the term. Since many publishers refuse to

grant credit for /unsold books it is imperative that faculty only order books which the students must utilize in the course.
'Repeated instances of numerous unsold books may result in the. Bookstore refusing to hand le a faculty member's book order
and suggesting, instead that the tactile; member utilize an outside book store. Faculty 'members may charge office supplies to
the Department or pivWon upon signing the receipt. The Bookstore will not charge purchases for personal use However,

full-time faculty are eligible for 20% discount on personal cash purchases of books and 15% discount on,supplies and materials.
The Bookstore Nvetcdrnes recommendations for limited purchases of optional books and supplies. The ookstore, located at the

bottom of Zurn Hall, is normally open daily, M--F from 9 am to 4:30 pm during the academic year.

5.10 COLLEGE HEALTH, SERVICES

The College Health Center, located on the first floor of Preston Hall, offers a limited range of services to full-time faculty
members. These ;ere:ices include: (1) primary health care (2) mono spot testing (3). urinalysis (4) hemogl6bin (5) vital
capacity-blood pressure readings (6) allergy shots (7) flu shots (8) information and counseling on health questions (9.) teni-
pora.ry rest area and (10) first aid. There are no charges for these .services. The limited resources of the Center, however, do

not permit the Center to extend services to the Spouses and families of faculty thember.s. A registered nurse is on duty M-T-

Th-l 'men 973:30 for consultation and a doctor is available M-T-Th from 11-12.

if

5.1 1 COLLEGE LIBRARY SERVICES

The Library, located on all three floors of the Learning Resou'rce Center, contains almost 70,000 books and over 600 periodicals.
The normal hours of the Library are from 9 ant-10 pm Monday through Thursday, 9 am-5 pm Friay and Saturday, 1 in-

10 pm on Sunday. Faculty may order books or periodicals important to their courses by completing book order for and

submitting them to their Division Chairman or Department for apprthal and processihg. Since the: Library oper, es on a
limited budget, faculty members are urged to be selective in their requests. Orders received after the Department's mdget has
been exceeded will be placed on a.aieingwlist and ordered as soon as funds are available. Normally it takes a m mnum of 4-6

week to receive a book after the ordet: has been placed: As a consequence faculty members are urged to ord books at least

one term previous to the need for the books. Faculty ,members will be notified when an order 'd book ha arrived or if it is
unavailable. Faculty members Aho may wish assistance in book selection or who may need spec al service are urged to consult
the Director of the LRC. The staff of the LRC is available to assist faculty compiling rea rig lists arranging interlibrary ,e

loans, establishing reserved reading policies, providing research facilities, instructing studen s on li rary usage, etc. Faculty

are alsi6 welcome to take hooks out for longer than the normal time period provided they return .11 books at the conusion
of each term. The Library welcomes both faculty participation and donations in building he ualiry of the LRC collection.

5.12 COLLEGE MEDIA SERVICES

Med* ervices is located on the upper level of the Learning Resource Center. The Me a Services facilities are available for

general use at the following times: M-F 8:30 am-4:30 pm and Sun-Th 7100 pin-10:09,p . To obtain equipment of facilities call

extension 218, or come personally to the Medi,a Services De iartment. Small equipm t must be picked up and returned to
Media Services by the person requesting the equipment. A 24 hour notice is ,required for all equipment, services, or facilities.

However, emergencies will be handl best as possible. Pr "ectionists and operato s for equipment usage in the classroom

will not be provided by Media Services. 3

Mercyhurst personnel also have the priv ge of using the Gam n College Learning Resource Center. This would 'include their

new Dial Access Informational Retri al System and their tel ision facilities. Ple se, contact Media Services for more infor-

mation.
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The services available from Media Services include:

Audio Recordings, Slide Production, Graphic Design, Preview of Materials, Purchase or Rental Adivsory, Projection/Multi-
media Rootti, Lab WorkroOrn; Spirit Duplication, Software Production: Audi, Slide, Film (Super 8), Transparencies, Tele-
vision, Graphic. Design., Dry Mounting, Laminating, Programming Slide and Tape Programs, 16mm Catalogs, Software
Catalogs, Ordering all Audiovisual NItateriais.'

On-Site Nfedia facilities include: .

Audio Room-111c audio room provides facilities.for the listening and the recording of tai es, casettes and records. The record-
ing equipment ;wadable vy,I11:, (1) produce a tape or cassette from a record (2) repro uce a tape or cassette and (3) mix
recording's. For emu-nide a record, tape and cassette can be used with narrative or a vo cc talk over. The audio room ifi avail-
able fen. use at any time. 1.lowever, for extensive recordings appointments should be at- de.

Audiovisual Lab The audiovisual lab provides facilities for all types of production, experimentation', viewing and 4tening
hardware, and in general a uorkroom for any

, type of audiovisual use.

Projection/Multimedia Ro projection/multimedia room provides excellent f ilities fokthe 'viewing' of filbk,slides,
.

et.c., an I for mixed media programs. The room will seat tip to 60 people. ReServatio is are necessary for this room's'use at
all tones.

5.13 COLLEGE PURCHASE REQUISITIONS

Mercylnir'st College requires PurchaserRequisitions for all transactions which obligate he College. Faculty members who wish
to make -a budgetary commitment must first obtain a Purchase Requisition and (Mph ating form (available from the Business

turn have the Purchase Requisition signed by the Ilivis'on or Department st 1)crvisor. The completed form must be
returned to the Business Office tvho, after checking on the availability of funds inthe faculty member's budket; °will send the
approved jairchas,e' oider within 48 hours of tile receipt to the vendor. Packing slip.- from materials.received should be sent
immediately to the Business Office. The College. will notfionor any'committnents made by faculty members Mu do not have
approved purchase orders.

5.14 COLLEGE. VEHICLES

Tho College leases certain vehicle.; VI- faculty use in behalf of cortege kbusiness or for instructional purposes (field trips, intent-
,.

ships, etc.). .faculty %vim require transportation must make reservation for the required date with the Director of Operations.
Vhicles tt ill It checked upon return and charges assessed if interior cleaning or damage' repairs are necessary. Gas and oil

_should be pgrehased as needed by thv person using the vehicles and the receipt submitted,00 the department sponsoring or
approving the trip for repayment? Fac\ilt- who find the vehicles unavailalde on the date needed, or xsdlo may need more trans-
portation than av;inahle, may rid] the Operations Office. If available, the faculty tnetnber inut:r make arrangements with this
office 1,,r" pick-up and return of vehicles. Due to the limited tfumber of College cars and vans, the College cannot permit daily
use for ally purpose or c\tende d ;t1,ctice front the canrs,

5.15 FACULTY ABSENCES

NIercylnirst. College considers it imperative that faculty members meet all classes as sdheduletL.Consistent unauthorised absence
fund' class or consistent tardiness or early 'dismissal of Aclasses is considered a breach of contract and just costae for sou - renewal
of contract, faculty ritentber'S whose professional ditties may occasionally conflict with scheduled .c14'se,S, and Who receive the
approval of the Division Chairman to miss classes, trust arrange to make up the missed classes at another time. Classes missed";
because of unavoidald,.e emergencies or dilticulties must also he made tip as soon as practical. Faculty members who find it
itec,,,,,ary to he absent for an extended period for serious personal dr .pt-ofe.ssional reasons must sectirc the. prior approval of
hotli the Division Chairman and the Dean of the College.

5.16 FACULTY DINING SERVICES

Thc EacultyDininji Room is located adjacent to the college Cafeteria in the bottom level of Egan Hall. Luncheon hums are
from 11:30 am to 1:00 pm and supper from 4:30 pm to 6:00 pm. All meals are a la carte and on a cash basis. A snack bar located
in ;lie college Student 'Union bottom of Zuni is ads q open daily from .8:00 am to 2:30 inn and 7:00 pin to 12 Midnight for
the convenience of faculty and students. The college food IsetWices are operated by Saga Food corpoeation.

5.17 FACULTY EVALUATIONS

Formal written evaluation is an important part of assessing faculty performance at Mercyhurst. Student evaluation is con-
ducted through the use of nationally standardized SII4 forms (See Appendix C for sample). Every faculty member is evaluated
at least once or twice a,term through SIR. These evaluations, which take only 18-20 minutes, are usually given in class around
the eighth or ninth week of the term. A final report of the results is given to the faculty member by the Division Chairman,
who also retains a copy, as does the Office of the Dean. The accumulated record of SIR results forms an importa)t part of a

in
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faculty member's permanent file and is serirsly considered (although not exclusively) in questions of promotion and tenure.
Equally impOrtant is the annual faculty Professional Profile completed by the Divisional and Departrterk,Chairmen in March

Of each year. The Professional Profile (See`A.ppendix B) contains an appraisal of the faculty member's teaching effectiveness,

a record of profes'sional activity throughout the year and recommendations. The Profile is completed through the cooperation

of the faculty members and its contents reviewed in a conference between the faculty member and his Chairman before sub-
Iasi-ion to the Dean of the College. The accumulated record of Professional Profiles is of critical importance in questions of
promotion and tenure.

5.18. FACULTY INTERVIEW AND MOVING EXPENSES

Mercyhurst College policy is to share the travel expense of all faculty candidates invited for interview purposes to the College

campus. In addition the College will provide room and board accommodations at the College while the candidate is on campus.

If the candklate is offered a contract and accepts a position at Mercyhurst, the College will reimburse the candidate for his

share of thejtravel eXPC11tie of the initial interview, The College does not pay for moving"expenses.
LI

5.19 FA r ULTY OFFICES

Each face ty member is assigned to an office by theCollege Dean. The Divisions of Humanities, Business, SOcialSciences, and

the fuepar meld of Physical Education arc located in Preston Hall; the Division of Education is housed on the third floor of

Old Main the Divisions of Natural Science uind Mathematics, Creative Arts, Home Economics, and the Department of En-

vironmental Studies are located in Zurn Hall. All dffices in Preston and Old Main are private, while Zurn has both private and"

(loupe offices.

("ollege equips all offices with desk and chair, bookcase and two sitting chairs. File cabinets and phones are also supplied

t., division and department directors. Faculty members who wish to add lamps, rugs, etc.' to their office may do so at their

own expense. Faculty'inembers are responsible for all college equipmerkt located in their office and will be billed for the loss'

or damage of such equipment. Keys to each office are available from the faculty secretaries and must be returned main

ing (,I thcl (Mice: Requests for replacement of lost keys or'bfliee repairs should be directed to the Director of ?Maintenance

it Extension

5.20 FACULTY OFFICE HOURS 4
Every Mercyhmst faculty member is expected to maintain at least six office hours a week, It is important that these office

hours be posted on the office door along with instructions of how students may arrange an appointment, It is suggested that at

lca't two office hours. be maintained on Wednesday for the convenience of students who may have conflicting hours on class

days. Since faculty availability to students is an essential characteristic of Mercyhurst, the faculty member's consistency in

kveing his nnnOrInCefl hours is considered an iinkalrtant part of his record.

5.21 FACULTY OUTSIDE EMPLOYMENT

Mereyhmst College believes that full-time teaching in /olving instruction, advising,: research and committee work requires full-

time aktention. Therefore, faculty members under full - time, contract are not permitted to engage in outside employment during

the eontract perio l without the knowledge and consent of the Division Chairman and the Dean of the College. As a general rule

faculty are PermiBcd to accept teaching assignments at other colleges or institutions only under unusual circumstances of

institutional or personal need, Seldom is permission granted for more than two such teaching assignments in an academic year.

Outside employment such as consulting or other such activities which demonstrably advances the Kofessional skill and, repu-

tation of the faculty member is generally permitted as long as such activities do not interfere with the regular college responsi-

bilities of the. faculty member. Non-professional outside employment is discouraged as non-productive to the professional repu-

tation of both the College and the faculty member. Summer employment is not considered a part of the regular contract period

and is not covered by the above provisions.

5.224 FACULTY PARKING

Free parking for all. faculty members is available in Weber, Zuric, Briggs and McAuley parking areas., All faculty caws must

post a College parking sticker available at no cost. from the Mercyhurst Security Department (bottom )loor of Preston). Fac-

ulty who park in restricted areas are subject to the same fins and towing as the rest of the College community. All faculty

members who operate a private vehicle .on the campus must furnish evidence of automobile insurance coverage as requirM

by the "No-Fault Insurance Law,"

5.23 FACULTY PART-TIME

Faculty who are employed by the College on a per course basis carry the rank of Lecturer. Compensation for part-time faculty

is $750 per course which is payable in two installments, half at the en,d of five weeks and the remaining half upon the com-

pletion of the course. Part-time faculty are not members of the College Senate nor'are they eligible for faculty fringe benefits

or other faculty privileges although prior service up to a total of twenty-four courses or three years may be recognized

9
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towards faculty rank and stilary if the ,part-time teacher receives a full-time contract. Part-time faculty, however, are subject
to the general College- policies g>overning full-time faculty contained in Section Five of the Faculty Handbook except for
those concomitig outside employment, office hours, and health services. Part-time faculty are urged to contact the Business
Office early" in the term to complete the necessary withholding forms. Official College notices are malked to the faculty
member's home.

5.24 FACUISY SALARY INFORMATION

Faculty are on a 12 month pay period beginning on September 30 and ending August 31. Salaries are paid on the last calendar
day of the month. If the last day falls on a weekend, payments are made on Friday. As a general policy the College does not
permit salary cash advances.

5.25 FACULTY SECRETARIAL SERVICES

Faculty secretarial help is available in both Preston and Zurn Halls. The normal range of service's Offered to full-time facility
include's typing and reproduction of course syllabi, hand-outs, and tests. Twenty-four hours notice is required fOr completion
of all work. The faculty secretaries will also type correspondence relevant to collegeor departmental business. Due to limited
resources, the faculty secretaries cannot type articles, papers dissertations, or personal correspondence. -Faculty who need
secretarial hell, in preparing Manuscripts may apply to the Faculty Affairs Committee for aid from the Faculty Development
Fund. The Faculty SecretarieS' Office is located in 109 Preston and in the Lobby of Zurn. They a're open from 9:00 aM-3:30
pm Ni on ardtgisAtiktr iday.

5.26 FACULTY TRAVEL AND CONVENTIONS

Asa general policy the College encourages faculty 'members to attend professional conventions and meetings. The extent of
this activity depends each year on the availability of funds but normally the College Will pay up to $100 for approved faculty
trips: The College will consider payments in excess of $100 only if the travel funds of the budget permit. Faculty members who
wish a cash advance on an approved trip must complete a cash advance request form (available .in the Busittess Office) a
submit the completed form to the Business Office at least three days before the funds are needed. Upon return from the tri
faculty members must also submit, within a week, to theBusiness Office an accounting of the funds received including docu-
mentation (receipts, etc.) to support the expenses incurred. Faculty who do not properly report their expenses will be liable
for the expenses incurred, nor will the College approve any further travel until this process has been satisfactorily completed.
Faculty members who do not 'receive cash advances and expend their own funds on a trip may request reimbursement tip to
the -approved $100 limit upon proper preSentation of documented expenses. Faculty, members who use their own vehicles in
traveling in behalf of the College are reimbursed at the current rate of 100 per mile. As a general policy, the College will honor
Only reasonable charges for room and. board while traveling.

6.1 COLLEGE SENATE CONSTITUTION

6. APPENDICES

PREAMBLE

The Faculty, Students, and Administration of Mercyhurst College, to achieve the aims and objectives of a Christian, Liberal
Arts College, do hereby establish a College Senate and affirm the following as the official Constitution and Bylaws governing
this body.

Article I

Title

thk organization shall be known as the ercyhurst College Senate.

Article H

Purpose,
Section 1The general purpose of this Senate is to Provide the President and the Board of Trustees with the leadership,
guidance, assistance, and aervice needed Irt2m the faculty, administration and student body fbr the College to fulfill its stated
purposes and objectives. It is understood that the Senate exercises only recommending power as final decision-making authority.
rests. with the legal incorporators of the College, the Board of Trustees, and its representative the President of the College.
Section 2The Senate shall have authority to initiate, review' and recommend policies to the College President with regard to:

A.. Academic Affairs including such matters as academic standards and regulations, new majors, general design of the
College curriculum, graduation requirements, new college-wide programs, .admission standards, and statement of
College objectives.
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.
B. Campos Life including standards governing conduct, discipline, living conditions, publications, athletic, social, and

cultural activities and' student service% such as health, counseling and campus ministry,

C. Administration and Operations including standards for operation of support services such as tll Learning Resource

Center, Business Services, 'Budget. and Operations.

Article III

Membership

Section tThe president of the College shall be an ex- officio,-non- voting member of the/Senate.

Section cThe voting members of the Senate shall be the elected representatives, to number five (5Yeach, of the full-time
4'

administrators, faculty and students of the College. r . h

. ,

Section 3All full-time administrators, persons with full-faculty status and the officers and members of the Representative
'Union of the Students shall be eligible foe election to the Senate.Nb person shall bd eligible' for election to more than one
constituency. Representatives shall be elected to the Senate each year to serve two-year terms with each constituency electing

two (2) represehtatives one year and three (3) the next.,, Nominees not elected to the Senate shall stand as alternates for a
period of one year. In case a member is unable to complete the two-year term, the Senate will name a substitute from the
departing members constituency. The substitut will be chosen from the list of alternates, proceeding according to the order

of the election results. Should none of the alter Cates be available to serve, the Senate may select a substitute from the proper
constituency; Membess may. serve a maximum of two consecutive two-year terms.

Section 4 Elections shall be held during the last week of April: each year. The Senate secretary shall send each constituency

the list of its eligible nominees. Eligible voters shall return the ballots Within five (5) days, listing six (6) candidate's,, in the

order of 'preference. Votes shall be weighted, -with first choice receiving six (6) points, second five (5') ,and so on. The

secretary shall then send to each constituency its alphabetical list' of the .tten highest n'ominees. From this slate, representatives
shall be chosen in Ow numbers described above (Article III,, Section 3). The term of office begins on May 15.

,Section 5A Senate member, may be recalled by-a two-thirds majority, vote of the constituency from which. he was elected

for reasons of incompetency, nonperformance, violation of contract, 0.007.,other serious pulse. A recall vote may be, initiated
by either the Senate or the constituency of the Senate member. In Oe fgAner case, the Senate may, by a simple majority vote

of the Senate, distribute a recall ballot td the Senate member's' constituentyl..In the latter case the Senate ivtist distribute a
recall ballot to that Senate member's constituency upon receipt and formal review of a recitll petit 6.11 signed hy.40% or more

of the Senate member's Constituency. . , .

AftiCle IV

- p Ricers
N

Section 1 The elect-ed.,officers of the Senate shall include a president and a vice-president: A secretary who will have .neither
-members)] p nor vote will be assigned from the staff secretarial pool to carry out the designated functions of the position.

The presi lent 'shall call and preside over all Senate meetings. He shall present Senate resolutioiN to the appropriate admin
istrative officer and represent the Senate on the Board of Trustees and before the College officers. In conjunction with the
Agenda Committee, he shall be responsible for nominating committee member establishing the agenda of Senate meetings and

ordinatin the work of the standing and ad hoc committees. He atilt-be gtiided in all his responsibilities by the advice and

cot ent of the Senate. In addition, the-president shall issue an annual report of the Senate activities to the College community.

The. v c-president shall act in the absence of the president and assist him in a4.necessary way. The vice-president shall also
complett the tern) of the president in the event he is unable to fulfill his duties.

The .secreta y shall. keep accurate liSts of Senate and. committee members, prepare amt distribute minutes at least one week

before a schettiled Senate meeting, and supervise the next election of Senate metrators. The secretary shall also publicize the .
agenda and time\pf each Senate meeting at least one week prior to the meeting.

Section 2All voting members of the Senate shall be eligible to hold office. The term of office shall be two years and no
officer shall serve more`, than one term in the same office. The term of office for all officers shall begin on May-15 and continue

foi the next 24 months.

Section :3--riThe election o officers shall' take place at the May meeting and the procedures shall be as follows:

A. As many as four (4) andidates for president shall be nominated from the floor.

B. Senate members, by se et ballot, shall list the candidates in the order of their choice.

C. Votestshall be weighted, h first choice receiving four (4) points, second three (3), and so on.

D. The p'erso'ns receiving the highest and second highest numbers of votes shall be president and vice-president respec-t,
tively.

Article V

Meetings

Section 1The Senate shall meet on thlt fourth Wednesday of every month. Other meetings shall be calle at the discretion

of the Agenda Committee or at the written request of one-third of the voting members.

Section 2--A two-thirds majority of the voting members shall- cortitute a quorum. The secretary shall call the roll at the
beginning of each meeting and indicate whether a cluortim is present.
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Section questions shall he decided by a simple majOrity of the votes cast. The president shall call for a roll call or
secret ballot if there appears to he considerable division orsentiment on a question. The secretarY shall determine the eligible
voters in the event of a formal roll or secret vote. .%

Section 4son-voting members may speak at Senate meetings upon the recognition of the'presiding officer. Visitors, how-
ever, may speak only widt the approval of the Senate.
Section. 5The meetings of the Senate shall be conducted/according to Robert's Rules of Order, except in those cases where
explicitly stated procedures constitute exceptions thereto. A parliamentarian shall be #ppointed.by the Senate President with
the consent of the body.

Article VI

Agenda Committee

Section Senatti, shall he administered by the Agenda Committee, composed of the following: the President' of the
Senate and one member each from the elected administrative, faculty and student representatives to the Senate, with each
group selecting it; own.
Section 2T-The Agenda Committee shall arrange agenda for and call all meetings of the Senate. The committee shall also be
-responsibrot for tuforming 'the College community of pending Senate.business. To that end, it shall call a meeting of com-
mittee chaiipersons during-'the week following the committee meetings in order to review committee work and accept any pro-
posals to he acted on by 'the ticnate, It is the further responsibility of the Agenda Committee to publish a committee proposal
two ( 2) \\ c, 1, prior to the Senate meeting during which it will lea acted upon in order to afford the College community an
opportunity tit discuss the proposal with their representatives.

0

Article VII

Standing Committees

Section,,,1--,,The following are the standing committees established by the Senate:
A. Academic PoliciesThis cimmUttee, with the Vice-President for Academic Services or his designate as an ex-officio

voting member, hits the authority to study and recommeTI policy concerning general graduation requireMents,
dmilicsstandards, existing academic regulations and programs, both credit and non-credit. It has responsibility for
approval of changes in the basic structure of the academic calendar, changes in the gradintv structure, exceptions to
acadumic regulAtions, and periodic evaluation of all learning programscredit and non-credit--including renewal of
majors, and guidelines for introducing new majw. This committee will also hear all academic appeals and rule on
them.
Long-range PlanningThis committee, with the Academic Vice-President or his designate as an ex-officio voting
member, has the authority to study and recommend changes in the general design of the College program, both
curricular and extra-curricidar, to make College goals more attainable. Committee members' should "brainstorm',"
read current literature on educational trends, develop new ideas and assess their impact on various facets of the
College. Any proposal presented to the Senate should include this assessment and a mode of evaluating the
program. The Committee .should be atteMpting to plan fiveyears in advance of the College program. The Consortium,
the Contimmin, Region N cooperation, ELBA, ws-tei«!n'd ,c ()liege, and/or funding proposals which affect the entire
College Numbl be considered by this committee. The Vice-President of llusiness Services should be a resource
person for this cottimittee.

C. Learning Resource CenterThis committee has .the authority to study and recommend policy as regards the operation
and administration of the Learning Resources (Tenter; specifically, it has responsibility for review and evaluation of
the guidelines by which budget funds are allocated in the library, media services and curriculum library, and of policies

A governingacquisition of print and non-print materials. The. director of the LRC shall be an ex-officio voting member.
I). AdirtissionsThis committee has the authority to study and recommend policy as regards admissions .standards;

specificaltity, it has responsibility. for review and evaluation of admission. policy and for review of applications which
do not inv. the established guidelines for admission. The I)irector of Admissions shall be an ex-officio voting Mem-
ber.

E. Campus LifeThis committeehas the authority to study and recommend policy as regards all lion-academic aspects
of 1),th resident and non-resident students; specifically, it has responsibility to recommend policy regarding roles of
student conduct, for review and evaluation of policy and operations of spelt programs as health services, counseling
services, campus publications, catmint; social and cultural events, student, union, and residence halls. The committee
may akTo act as a court of appeal in disciplinary cases, recommending action to the Director of Student Services. In
exercising its appeal function, the committee is governed by the College principles on student rights and freedoms.

. The Direqtar of Student Services shall be an MC-Officio voting member.
F. Christian fife "Phis committee has the authority to plan and provide religious programs and activities that will

serve both resident and non-resident students; specifically, mindful of the Christian heritage of Mercyhurst Cotleke,
it has the responsibility to enlist the interest and effort of administration, facility and students in creating a climate
in which Judaeo- Christian values are respetted and practiced. The Director of Campus Ministry shall, be an ex-
officio voting member.

G. IludgetThis coinmittee has the authority to study and recommend poliCy as regards the general College budget;
speficically, it has responsibility for review and evaluation of the, College budget at three stages of its formulation:
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1. the setting of asstiniptions and priorities; 2. after a preliminary budget has been written and prior to its submis-
sion to the Budget and Finance Committee of the Board of Trustees; 3. after any revisions which may have been
mandated by the aforementioned Trustee committee and prior to.is resubmission thereto. It is understood that, should

the President submit a budget which lacks committee approval, the nature of the committee's disagreement will be
noted as a matter of record. The vice-president of Business Service shall be an ex-officio voting member.

AthleticsThis committee has the authority to study and reccitininl policy as regards the non-curricular athletic
programs coniltdcted by the College; specifically, it has responsibility for review and evaluation of the men's and
tvomen's intramural programs, for the setting of policy guidelines for the conduct of men's and women's intercolle-
giate prograins.in such matters as eligibility, allocation. of inulget funds, addition and cieletion of sports, and appoint-

ment and re-appointment of coaches. The I)irector of Athletics shall be an ex-officio voting member.

I. Administrative Practices and OperationsThis committee has the authority tp study tind recommend policy as

regards the general conduct of administrative offices; specifically, it has responsibility for review and evaluation of
-hiring and appointment practices, particularly as they relate to allirmatirc--action, of space allocations, alterations
;old additions to the physical plant, and of the proCedures for maintenance of buildings and grounds. In addition,
this committee shall serve as an advisory hoard to the ['resident tt ith regard to funding proposals related to College-

tt ide non-academic programs and In matters pertaining to relation; between the College and the Sisters of Mercy.
The College President or his/her designate shall be an ex-officio voting member:
Aitirmative ActionThis committee, chaired by a chairperson elected from its members and having as ex-officio
voting- member the Affirmative Action Director ,of the College, lias the authority to facilitate the College's compli-
ance t\ ith legal status, directives, and professional recommcdations pertaining to the civil rights of all College per-

I (Ild-affdIcfIt' Hie corPrIfIII(e is atithori-/ed to research, educate, and recommend regarding:

a) the recrilionient, hiring, retention, and discharge of female, minority, and all other personnel in all job categofies,
especially %t here deficiencies in the recognition of civil rights are found to exist.

II) the elinijitation and prevention of inetniities in all job categories regarding compenZation, recognition, fringe belie-.
oppolamlitie.t, promotion, retention, and discharge.

t) e ,l..opment, review, and up-dating of the affirmative action plan Of the College,el I eteI

d) the e,filal opportunity of students in the area, of dormitory policies, scholarshipsathletic and academicathletic
-I/Pporlive programs, and use of facilities, 111010111 respect to race, sex, national origin, color,

.o2 c, religion, or -rein-econotilic condition.
e) the cstahlisliment ;old maintenance of a repres(ntatit r student population through active recruitment of minority

and other basic student group,.
:The committee %%ill also recommend, a, a result of judicial tirocedures %%Inch it will also develop, the (..quitable solu-

tion of gin-v:111-, legal-ding discrimination and other alnises related to allirmative action retjuirentnts. The judicial
competence of the committee has three forms:
a) the hearing of grietatict,.as re,111(',11,1 10/ 111111\ 1,111:11,, or corporate segments of the College:

1) the heating of al, on griet :Inc, s tniresolted in tHie colitnrate .etottent, of the College.

et the btaritttz: ttl rase ittittated by the r,tnIllittcc itself ;1, a result of its own research.
Section 2 flip 111(1'11;1a-ship of all committets---to he composed of t\\o (2) administrators, two (2) faculty nieMbers, and two

121 stn,I,n1 shalt he foininated by the Agenda Committee and appointeLl yith the advice arid consent of the Senate. The

term of appointment shall he ty ears. No committee member may serve tinore than two consecutive terms oti the same

committee, 11,/r Way any '1111,cr sene on more than one e,mintittee. In addition, no elected member of the Senate mat. serve

,,11 a ,1:111,1111V C,,111111111(e. ninistrator designated to serve as an ex-officio, voting member of a standing committee

should he eructed to the Senate, that individual will be !kid:iced as tl.ignatell member of the affected committee by another
administrator to be selectd by the Senate as a %%hole. CoMmittee members %Om leave the College will be replaced by a

1,erson from the smile constituency, and the' retliacemen(ot will he appointed by the Senate. Coitirtiittee members who fail to

function mat he ta moved, at the request of any committee member, upon a two-thirds vote of the Senate.

Section 3-1)b.ito,ition of matters before the committees shall be determined by a simple majority of the votes cast. No
committee action shall be legal unless at least half the membership is present.

Section 4he committees shall meet on the first \VedtiesIty of every month. Other meetings may he called as needed, at

the discretion of the chairperson or .the Agenda Committee of that Senate.

Section 5The Senate is authori/ed to establish ad-hoc committees when necessary. Ntembership of stick committCes, like

that of the ttanding committees, shall consist of two (2) adittinistrators, two (2) failailty membrs, and two (2) students. The

Senate shall designate operational guidelines and life-span of all ad-hoc committees.
Section 6-1t is the respons[bility of all committee chairpersons to present all completed committee business to -the Agenda

Committee f the Senate ;old to submit a written annual report of committee %York- to the Semite.

Article VIII

Amendments

Section 1,ArnentIments to the Contittition may be Made at regular or special meetings of the Senate. Notice of the proposed
alteration or ;Intendment shall bi± included in the notice of the meeting sent out by the Secretary. If an amendment is pro-
rosed at a regular or Special meeting, it shall be voted upon at the next regular or special fleeting. Rules for publication of
the proposed amend-mmt for the College community shall tie the same as those pertaining to committee business (Article VI,.
Section 2). At least two-thirds of the Senate membership must vote on the amendment. A two-thirds majority of those voting

is necessary to effect the change.
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MERCYHURST COLLEGE

ERIE, PENNSYLVANIA

6.2 EVALUATION OF FACULTY PERFORMANCEFORM G

1975-76

1. NAME: DATE:
Last ( First Middle

2. DIVISION : DEPARTMENT

3. DEGREES HELD: B.A.
College

M.A.
University

VELD.
University

4. PRESENT RANK YEARS IN PRESENT RANK
(Includes this year)

5. SfGNATURF YEARS AT MERCYHURST:
Division Chairman

TO DEPA Cl IIOTIZSONS :

Before completing this form, you will find it helpful to read carefully the NORMS for promotion in rank in
the faculty handbook. Your attention is invited to the seriousness of the decision required of the College when

there is question of promotion. Chairmen should keep in mind that evidence is required both fOr pliomotion

and the refus-al of promotion. Consequently, whenever possible, state the factual evidence and its sources and

indicate the weight you attach to the evidence.

Faculty should not be allowed to drift: In fairness to the faculty and to the College the evaluation contained

within should be forthright and should be discussed with the faculty member before submission.

Please return the form, when completed, to the Vice President of Academic Services by
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I. TEACHING EFFECTIVENESS

Pleas.e rate this faculty member in the following areas through a check-Mark (V).

1. KNOWLEDGE OF SUBJECT

2. COURSE ORGANIZATION

3. CLASSROOM PREPARATION

4. CLASSROOM PRESENTATION

5. CLASSROOM EVALUATION

fi.ACHIEVEMENT OF COURSE OBJECTIVES

7. ABILITY TO INTEREST STUDENT

8., AB LITY TO STIMULATE THOUGHT

9; AVAILABILITY TO/INTEREST IN STUDENTS

1,0. FUI<FILLMENT OF PROFESSIONAL DUTIES*

11. GENERAL EFFECTIVENESS AS A TEACHER

Outstanding Above Average Average Below Average

4.0 3.5 3.0 2.5 2.0 1.5 1.0

,

.,

ti

1 -

GENERAL COMMENT: Elalgrate on teacher's primary strength and weakness; incluk, recommendion
for improvement suggested to faculty member)

." PROFESSIONAL ACTIVITY

1. LIST OF MEMBERSHIPS FIELD BY FACULTY MEMBER IN PROFESSIONAL ORGANIZATIONS:

2. LIST CONVENTIONS, MEETINGS,' SEMIN RS, WORKSHOPS, ETC. ATTENDED BY FACULTY MEM-
BER IN THE PAST TWO YEARS: (include piers delivered.)

3. LIST TITLES OF RESEARCH PROJECTS OR GRANTS WHICH HAVE BEEN COMPLETED BY THE
FACULTY MEMBER IN THE PAST TWO YEARS; INCLUDE THOSE PRESENTLY UNDER CONSIDER-
ATION:

N

4. LIST ARTICLES/REVIEWS THAT HAVE BEEN ACCEPTED FOR PUB ACATION IN THE PAST TWO
YEARS BY FACULTY MEMBER; INCLUDE THOSE PRESENTLY UND R CONSIDERATION:

* INCLUDES CONSCIENTIOUSNESS IN KEEPING OFFICE 1,HOURS, ATTENDING CLASSES, MEETING
OFFICIAL DEADLINES, SUBMITTING SYLLABI, ETC.

25
23



5. LIST OFFICE/POSITIONS/COMMITTEES HELL) BY FACULTY ME
ETIES FOR THE PAST TWO ,YEARS:

R IN PROFESSIONAL SOCI-
/:/

6. SUMMARIZE- ADVANCED STUDY CONIPLETE/) BY FAC TY M IN PAST TWO YEARS:
(discuss; quirt degree status of faculty member if M.A.or 1'11.1) completed aq..ificludeany plans for future education)

7. COMMENT ON GENERAL. INTEREST /AMBITION NI) A .OF FACULTY MEMBER TO'ACHIEVE
DISTI N CTI ON IN T1-14,::1R MAJOR FJEI,D, (include r commeAation/altvice gil,4en to faculty member to improve their
profession0- development-)

III. COLLEGE/COMMUNITY SERVICE
rr

rF.

1, DISCUSS CONTRJBUTION AN!) LEADERSHIP 1201.E OF FACULTY MEMBER TO TILE DEPARTMENT/

2. DISCUSS. ACTIVITY OF FACULTY MENIIIE4 ON SENATE CO IMITTEES: (include leadership positions)

3. DISCUSS EEFF.CTIVENESS OF FACULTY MEMBER AS STI/DENT ADVISOR; COM*MENT ON AVAIL-
ABILITY TO AND iNTEaEsT IN STUDE

4. LIST ACTI V IT1 ES, AN!) EX 'ENT OF Tk.'OLVEM ENT IN/ COMM UNITY AVIilAIRS, (include appearances in
behalf of college for the past two ears):

/1

..............

1. PC) YOU RECOMMEND, THE RETE "noN OF Tills FA MEMBER FOR THE NEXT ACADEMIC
. EAR? IP NOT, MI Y NOT

2. HAVE YOU ATTACHED ANY CONDITIONS TO TI. E FUTURE t MPLOYM ENT OF THIS FACULTY
MEMBER AT NIERCYHURST COLLEGE? (Please disc ass fully.)

3. DO YOU BELIEVE' THAT THIS FACULTY MEN BER HAS THE QUALITIES NECESSARY TO EARN
TENURE I YOUR DEPARTMENT/DIVISION?, f NQ'I', MIN' NOT

4. DO YOL' RECOMNIEND ADVANCE OE THIS F CULT ME TO THE NEXT AcADEM IC RANK?
E NOT, WHY NOT?

5. WHAT SALARY 1)0 YOU RUCOMMEND F THIS FACULTY ME;MBER IN ItHE NEXT CONTRACT
YEAR?

24
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0 4'

6.3 S I R. FcicUlty/ tvalUatio Form

so

This que.stionne'ire gives you an opportunity. tO express anonymously your views of this cou e,
andothe way it,has been taught. Indicate the response closest to your view by blackening the
appropriate oval. Use a soft lead pencillpreferably No. 2) for all relionses to the questionnair
Do not use an ink or hall point pen. .

.

r

SIR Report Number. 44t7i1/4,:.

r

SECTION I Items 1-20. Blacken one response number for eachquestion.

NA (0).- NotAppliable or don.know; The statement does not -
41/

apply to this course or instructor, or.,you simphiare not
able to give a knowledgeable response

SA (4) = Strongly Agree. Yoil strongly agree with the statement
O as it dpplies to this course or instructor.t

A 13) = Agree. You agree more than you disagreeith the state-
ment as it applies to thiscourse or instructor.

0 (2) = Disagree. You disagree more than y6u agree with the
statement as it applies to this"course or instructor.

SD 111 = Strongly Disagree. You str'-bngly disagree with the

4.

51,

6.

4.

,,
statement as it applies tothisicOurse,or instructor.

(1'. t '
'-. ', ..

k..7. NA SA .D SD

The'insttructor"'s objective's for the course have been made clear 4.
o 4 / .1 I

There was considerable agreement between,th,e announced objectives of the'course and _i

-%khat was actually taught I
, (..4 (1 (7 ca,,

ite instr&tor used plass time well' .4. .": CI, (..]) (7 ( r '

The instructor wasfeadil'y available for consuitation with students
1

ar
a 1 , if) (1,, (7-, 1

The instructor seemed to know when student% didn't understand the material 0., :A.. (1 ( 7

Lectures were too repetitive of,what vois iti the textbook (s)
The instructor encouraged students to think for themselves
The instructor seemed genuinely concerned with students' progress and was actively

helpful
9. - The instYucto,r made helpful comments on papers or exams

'10., The instructor raised Challenging question's or problems for discussion

11. In this class I felt free to ask,quesfions or express my opinions

12. The instructor waswell.prepared for each class
13. 'The instructor-told students how they would be evaluated in the course
14. The instructor summarized, or esciphasized major points in lectures or discuOons

(3,, 1.1

,(0 (I, c (y

7 r

(15)' xlIs

2 (1.

- D rf T ,2 M

s iff'
15. My interest in the subject area ha's been stimulated by thicburse
16. The scope of the course has been'todlimited; not enough material has been covered
17. Examinations reflected the impOrtanj aspects of the course

,.;

18. I have been puffing ajgood deal of effort in,to this course ,

19. The i n st r u c t dr ssas open Mother viewpoints
9

'20. , In my opiniOn, the instructor has accorriplished (is accompl,ishing) his objectives
. . , , .for the course . , J., 4.-

t-c

9

SECTION II Items 21-31. Blacken one response numbed for_eaoh,,question.
.

23. For me, the pace5at which the instructor
covered thy material fluring the term was:

i). ..°For-my preparation:and ability, the .
, t .

level of difficulty of this course was: '
.

Very elementary ., Somewhat difficult
z Somewhat efe'mentary s Very difficult .

%

-1- About right %

.

, , , . '' ,
22. The work load for this course iri rela tion

to othe'r coursesof equal credit was: 0

.1, Much lighter r Heavier L9

Lighter , Muchheavier

T Abain the same ,

7

,,.co

, 4 03

( 0

r_4_,

. (4:,
.--;
...i

4

(3%e

CT

.., 2.,

,7 '

.c1:

,I

Very slow
z- Somewhat slow

Just about right

or Somewhat fast'
Very fast

24. To what extent did the instructor use examples
or illustrations to help clarify the 'material?

0_ Frequently
Occasionally

Seldpm
o Never

Questionnaire conlipued on the other site:

Copyright 1971 by Edutational Testing Service. All Rights Reserved.
No partof the Student Iristritchonal Reporl maybe adapted or reproduced
in any'form without permission in writing from the,publisher.
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25. West lass size satisfactory for the
method of conducting the class?

Yes, most of the time' 3 No, class was toosmalh-
NO, class was too large It didn't make any differ-

ence one way or the other

7

26. Which due of the following best
'describes this course for yoti?

Major requireptepil'or 3 College requirement but
elective within major field not part of my major-.
Minor requirement or , or minor field
required elective out- 4 Elective not required in
side major field ahy way

45' 5 Other
27. Which one of th&following was your most

importanttreason for selecting this course?

Friend(s) recommended it
Faculty .advisor's recommendation.
Teach6r's excellent repptation
Thought I could make a good grade

5 Could use pass /no credit option
a It was required

Subject was of interest
Other'

1

3.

SECTION. III Items 32.39. Blacken one r
for each question.

.

11. 28. What grade do you expect' to receive in
this course?

A
2 g

D
C

5 Fail ,

6 Pass

`No credit
,1 Other

29. What is your approximate cumulative
grade-point average?

2

3.

3.50-4,00
3.00-3.49
2.50-2.99
2%00-2.49

1.50-1.99

6 1.00-1.49
, Less than 1.00

1 None yet--freshman
Or transfer

30. What is your class level?

Freshman

Sophomore

Jgnior

31. Sex:

Female,

Oa Male

6

Senior
Graduate
Other

sponse number .

32. Overalll would rate the tex
33. Overall, I would rate the sy
34. Overall, I would rate the.

I would rate the general
36. I would rate the overal
37. Overall, I would rate
38. I would rate thelpv

°°35.

39. Compared to oth
has the instruct

One of t
eff

(a'm'ong

ook(s)
plementary readings

alityre4 the exams
ualityf the lectures

value of class discussions
e laboratories

all value\,of this course to me as 0 . ., 3)

instructors you have had (secondary school and college), how effective
been in this course? (Blacken one response number,.) _.

More effective Not as effective ,
than most AbOut as most

(among the top 36%) .,- ayerage (in the lowest 30%)

e most
Live

he top 10%) ,

(25)

13 (25)

CD

CD

Cp

CD ie

CD

CD

c

CD

. (
One of the least

effective
(in the lowest 10%)

Items 40-49. If the instructor provided supplementary questions anclrespanse optiOns, use
this section for responding:. Blacken only one response number.for each question.

NA
(.D (A) 5, CD C CE) 4> ,-, 45, ,,-.D 1 /Y. CAD (3)

CD ® CI' CV CD (I) (i) 46. ca CD a) em. (3;/,

d) 'A) a) ao CD cu ® 47,, cu" . CD CD CD ,® (3)

(3) (4) (3) / 6-) m CD CD
b 48. clY, CD cz cl)

a) co a -6) CD AD (3D 49, ar, a) CD ' CD ® CD

40.
41.
42.
43.
44.

Cl6

If you would like to makeadditional comments about the course or instruction, use a , separate
sheet of paper. You might elaborate on the particular-aspects you liked most as well as those, -
you liked least. Also, how can the course or the way it was taught be iMproved? PLEA$LK
GIVE THESE COMMENTS TO THE INSTRUCTOR. r
If you have any comments,,or suggestions about this questionnaiee (WY example, the content Dr
responses available), please send them to: 'Student Instructional Repoft, Education'al Testirig

. d - - ,

=

Service, Princeton, New Jersey 08540.


