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“ i 1. INTRODUCTION ’ {
Purpose of Hanibook ) :

-

C . e #
The Facult;X—Staff’ Ha@book is designed to provide basic {nformation on policies, ru}l s;,
regulations and procedures that are of importancg to personnel employed by Radford Céllege.
This publication is a comprehensive document that will answer many questions and A -
provide information on many aspects of the college which are not available in written form
. _elsewhere, ) : -
The critical evaluation of this document and suggestions for improvement are welcome and
should be sent through the Office gf Information ‘and Publications. S

History ‘ o & ‘ .
R : i

Established by the General Assembly as the State Nc‘armél and Industrial Schodl for Women -
4t Radford in 1910, Radford College opened September 17, 1913, and has been in continuous
‘session since that date. A four-year college curriculum leading to the Bachelor of Science degree
. was autporized in 1916. In 1924, the name of the institution was changed to Radford/State Teachers
College. Until 1935 the college was a teacher training school only; in this year authorization was v
granted by the state to comfer also the Bachelor of Arts degree. By an act of the General Assembly o<
in 1944, the name of the college was cHanged to Radford College and it was consolidated with th
Virginia Polytechni{: Institute (as its woman's éivision) and placed under the same Board of \ﬂ\
Visitors, but was tnstructed in the same act . ._. "to retain as far as practicable {ts separate »
institutional life." Because of the tremendous growth and expansion. of the collegey the“Gener'al
N . _ Assembly, by a legislative act in 1964, severed the affiliation with Virginia Polytechnical Institute,
N ) and Radford College was granted its autonomy with its own Board of Visitors. In this same year
‘' authorization was given by the State Council of Higher Education to award the Master of Science *
Degrek. After almost 60 years as an all women's. college, Radford opened its doors to men on R
v June 8, 1972, " Y, - . ¢ ' S
' The college was ornganized under the administration of Dr. John Preston McConnell who
served as president from+1911 to 1937. Dr. David Wilbur Peters became the second president of
the college Jdnuary 1, 1938, and served until his death August 2, 1951. ) ]
Named to head the college gs its third president was Dr. Charles Knox Martin, Jr. who took
d + o Y office January 15, 1952 and served until March 1972 when he became chancellor, a position he
held until June 30, 1973. On Jlly 1, 1973 Dr. Martin was named president emeritus.
, -, The fourth and current president is Dr. Donald Newton Dedmon. !He became president of
o * \ ‘Radford March 20, 1972. ’ :

v . v

. Staterment of Purpose
As an institution of high‘ r 1‘<’aa;'ning’, Radrford College provides general education for the
development of students imt(feducated persons who understand their cultural heritage. Along
! v " with a respect for the need of students to find harmony wdth their pre-college experiences, it is
the purpose of the college to offer Lo its students a community in which they may find that
intellectual, cultural, social, and personal challenge which will enrich their lives and enhance - T
their contnibutions to sogiety. ’ e
- Radrord College provides areas of concentration emphasizing academic and professional o
goals. In connection with these areas of concentration, the college has a significant role in_
teacher education dnd a broad curriculum in the arts and sciences to furnish cultural and T
educational services to a wide community. To achieve its aims, and indeed, .to function T
effectively as a community of scholars in a changing world, the college will continue to seek T
and find new ways to serve in the intellectual and cultural development of its students, alumnt,
and faculty, and to.contribute vigorously to the growth of the community whose life it '
\ influences and shares. Y

s Jy

s - -\ Accreditation : : ' o ...
. . ot
Radford College is a member of the Southern Association of Colleges and Sécondary hools
hich is.a reglonal accrediting agency affiliated with all other national accrediting agéncies
;l\\olds membership in the Association of State Co‘lleges and Universities. - °
“The college is also a member of the American Association of Colleges for Teacher Education
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and {s on the accredited list of the National Council for Accreditation of Teacher Education, It
holds membership in the National Commission on Accrediting. o v .
The college is a me:;nbe?- of SREB Gouncil of Collegiate Education for Nursing, National-
eague for Nursing and in the N.L.N. Council of Baccalaureate and Higher Degree Programs.
These affiliations and recognitions give the graduate of Radford College a nationalsstanding.
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II. ADMINISTRATIVE ORGANIZATION - o 0

'

. - - v ’
\' * General Organization and Administration

. L . Y
R _ An organization chart of the éollege's adminjstration appears on page i.

’ General Statemeént o ’ . . . \\
T “

=

\ . - o o
Within the framework of the policy established by the General Assembly of Virginia, the
Board of Visitors is the ultimate governing board of Radford College. By means of reports of p v
the President, other administrative officers and the faculty ,-pefsonal inspection of facilities; -~ — — s
and special studies, the Board keeps abreast of the college's needs in order to reach decisions ’ !
concerning basic policy. It usually meets four times a year, once each quarter. © ‘ .
The responsibility for the administration of the college has been assigned to the President, R S
who s appointed by the'Board. To assist the President inthe administration of the college, ’
* certain administrative positions have been established: Vice President for Academic Affairs,
Vice President for Student Affairs, Vice President for Business and Finance, £ stant to the
Prestdent, Deans of the schools, Dean of Graduate Sch ,van‘iDead of,Stucﬁnts. . -

A

&

The President _ ;
—_— . ) & A,
. The President utilizes the advice of elected faculty representatives, elected student

representatives ‘and appointed administrative personnel in carrying out his duties as chlﬂef ]
administrative officer for the college. It is through such an internal governance system that 0.

.the faculty members and students share in the decision-making process of the college.
. ,

-

Vice President for Academic Affairs

o .

‘ T As the second-ranking membeér of the college administration, the Vice Presideht for
Adademic Affairs serves as the acting Executive Officer of the College in the President's
* .+ absence. i . : s

a . .

Vice President for Business and Financé . ' - 3

. - . D . . . = )

Final responsibility for thg business affairs of the institutidng {s delegated to the Vice
President for Business and Finance who works closely with the President in cOordy'\ating the
financial and administragive activities of the college. .

. ¢ [ .

°

’

* \ice President for Student Affairs . ' ' //

.

The Vice President for Student Affairs, who is dircctly responsible ta the President,
' coordinates programs and services which facilitate a student's academic, pursuits as\well as
- - create a campus environment necessary for the student's self-development. C°
! *
Assistant to the Preasident . . _ : 7 ' A

> The Assistant to the President works closely with the President ih executing the -
ing \/

adnfinistrative duties of the College. He also assists in coordinating all activities involv
, thf Office of the President. '

.
. i . 2 .

an of the Graduate School

-

The Graduate Dean 150responsible for-the coordination and administration of the )
- ] graduate program. He is assisted in his work by the Graduate Committee. . . .

Deans of Schools -

~

The Deans are administratively responsibte for the organization and administration of the .
- academic programs within their respective Schools and to assist in the planning and
development of new programs. " The dgans also serve as members ‘'of the College Affairs Council,
the Faculty Affairs Council, Academic Policies and Procedures Committee, Curriculum
Policy Cornmittee and Faculty Personnel Committee, ‘ '

o .40
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a.

_admissions to the College and coordinating the recruitment and counseling of prospective fudents.

4. 8.  Advising undecided majors.

Dean of Students ‘ . v

) i . ) q

The Dean of Students and his staff p(i"ovide personal counseling, are responsible for advising
Student Government and administering tHe residence life and orientation programs, housing and \
the social and conduct policies applicable to students, The Dean of Students is directly . . )
responsible to the Vice President for Studert Affairs. " : - /

« .

N ‘ .
Director of Admissions '

i c -

The primary responsibilities of the Director of Admissions are reviewlhg épﬁltcatio‘ns for . ¢ .

4 .,

a .

Director of Career Planning and Plagement

" . (4 ' . ‘ - 33 .
The Director of Career Planning and Placement is r‘esponsiblle for providing students and .- . ..~
graduates with employment information and assista

S

Credentfals may ‘be set up for a hominal ’
fee. These will be copied and sen} to the employers as requested by the stgdent. Regulap interviews -
are held on campus between prospective employers and tudents from early fall until late gpring.

- 1 N
. n

b

[

Director of Financial Aid ¢

“ o ) iy P b .

- The Financial Add Director, under the directSupervision of the Wice President for Student
Affairs, is resppnsible for the awarding of all undergraduate financial aid. His office is charged
with the responéibility of all Federal, State and local institutional awards. '

7

Registrar apd Director of Student Academic Advising S¢tvices and Registrar k a

strar's Office provides the following services:

Maintenance of student academic recorgs. ~ .
Publication of Probation and Suspension’ Lists: ’
Certification of student attendance. )
Transcript Service. .
Furnishing grade point averages for clubs and organizations. - Lo
Preparation of graduation'notices, lists, and Commencement Program, S
Ordering diplomas. . »
Final certification for graduation. . ' : N
9 Preparatfon of teacher certification requests for undergraduates who have completed ~ |
. approved programs.
. ‘Publication of {stiation booklet after schedules are.submitted by the departments
and approved by the-school Deans. ! '
11, Set-up of general registration process. , ¢
12, Publication of final examination schedule. . .
13, Determination of official enrollment figures. N
14, 1.D. pictures : :
15. Administration of National Teachers Examination and Miller Analogies Test. : ot
. 1 .

The Director of Academic Advising Services is respon i‘ble Forv:

1
.

1. Evaluation of transcripts for transfer students
School of Education. : .
2. Final apprgval of courses which Radford College

School of Arts and Sciences and
udents transfer back to Radford, ; :

4, Reference source.for questions on the catalog and agyising. =
5. Dévelopment of articulation between Radford College\and other institutions of. o .

>
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J .
. - publications area the Director must prepare publications for use in recruiting and for {nforming

-
AT
.y
e
B
S
E
T S
LS
Q
o .
.

‘htghe:;' learning ' ) c ,' o
6. "‘Ansvver'mg' questions or listenihg to problems when students dp not know where else to go.
: S T ' T 5 :
. Libr'ar-yQDir'ector“ ¢ : £ o : ‘

The Director is responsible for" analyzing the current resources reéuir‘ements;of the college
curriculum and assessing the library's inventory of books, non-print media, equipment and

-

. supplies for applic;ability, currency apd sufficiency to support the cgr‘r-icp.l?m. . v
; Director of Information and Publicationsg SO B . I oo

J~ The responsibility of the Director of Information and Publications is to inform the citizens of
‘the Commonwealth of Virginia about Radford College and, its programs through general news

releaseb to neéwspapers, magazines, and radio and teleyision stations. "His job is to maintatn

open channels of communication with the various representatives of thie newsomedia. In the

a'}umn§ as well as parents about the college. All publications (brochures, etc. Y must e cleared
through his office. For further information, faculty and staff members may call the Director of
Information and Publications. « - . N . ’

Director of Institutional, Research o - - /!
I’ . N n

[ “ ]

%

The Office of Institqtional‘Résear'ch {5 chafged with collecting i_n-ﬁor‘matién and writing reports ’ S
which.are essential for making administrative decisigns. In addition, the Director of Institutional \ '
'Research serves as the collegd’s liaison officer to the State.Council of H Her Education and ‘ . |
cot'ar'di‘nates all reports to that body and to the federal Department of He th, Education, and
.Welfare. The Director seryes as a cdhsultant to"those, persons {nterested in internal research
on the college and, as timé and priority dictate, does self-studies and evaluations of various

college and academic programs. - . oy - ‘
‘ ‘ . o ’ . R
. Director of Davelopment and Alumnni Affairs : A . -
« - . ) . k‘ R : v.
1t is the responsibility of the ‘if;'éctor to keep current addresses of aldmni and coordinate all
alumni activities such as chapter meetings, Homecoming and May Day. It {is also his ’r'esponsibility 4
to keep alumni informed of happenings on the campus. I the development ?a, Kis respensibility

{s to "educate" the alumimi and genegal public of the needs of the Collggehich are not met with T
State funds and to provide g means through which intergsted individuals may contribute to the ’

«

college through the Radford College 'Foundation,“!nc.
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\‘ﬁr PERSONNEL, POLlClES R P
! S M - The sect‘ion ory, employee policies gnd’ pr*ocedur* s has been sub&videm lnto classlf"led
' . pr‘ofessor‘lal and professtonal The beginning pageXof this secflor) deaWvith paydays, retire—

“ment, warkmen's compensatlon and pertaln fo all thre groups. \Pr*oce'dur‘es which pe'rtaln

. B only to one group of‘ employees are dlsoussed in. subsequeht sub‘—sections. . » -
R Equal Employment Oppor'tunlty,gpollcy ' v o Q“" Yoo Sa
X ) . % . ’ . R 5
- - Fi?édford College shall provide ;;&l employrhent to. g\ll of its employees and.ap

sﬁls without regard to race, color‘, sex, age; religion,
k. This péticy shall be followed. ir? recrytting, hiring, .
«promotions, lay-offs, termmat\ong émotions, and educational Jeave. "’ e

. " ’
‘ wr . . . 4 7k o .

/. . Ppaydays - cT

L > o o . employment on & non—d\scrlmatorj
+ natioial origin, ok political a,fﬁllat!

- . e . . » 5
. e .'4.«#&-‘?1 . , . v . , . . . . . .
T " . "Perménent employees will be paid by checK issued by the Sdmptrollecfor the State of .

o Vlr'glnia. DlStr‘lbuthh of-paychecks will be made from deparfmental ofﬂces. Paychetks can be ,
s - dcpqsited in area banks on a regular bagls by providin e Personnel Offide with-a sighed

ill be made By providing your bank's o
Ted should proV\de the . Pérsonnel Pﬁ’lce V\thh a °,

7.

o 'depos'it ip. Anyone desn‘mg his check to be ma
T - . stamped addrossed env‘,lope. )
" PN . Temporary (\\aqc) cmployocs will | paid by Check issued by the Treasure of"-Radf"or‘d )
) : : w - College., Pay. for hours worked f"ro any F—'mday thr*ough Thursday will be rece ved on Frlday

o of the lelemg week.. * x tr

) ! nce Pay may

LIS pay, vnll have to be g

‘ "Author};atlon of Bark.-Pick-Up"., Periodic dep051
1

LS

. given against futur*e earnings., Normal requiregme t for advance
§ ﬂed bctwcL.n the lndxvxdual and a commerelal lending agency. Y .

» i3 .

~ a 5

F’ayr*oll Qed ictions . : : B P _‘ i

-~

Y The follow129 qonstitutcs the onLy payroll deductxons authomzed by the Comptroller*- )
it B ] s ’ ’
. 1, Girts'to United leer’s_,r-'qhd . " Tt -
V”‘v%.- Insurance Premiums to: | ' ‘ ‘ . 19%@%
a. torace Mann < ' ‘ .
) b. Blye Cross/Blue Shield - - , .
o e . c. Virginia Employce s Group l_lf"e lnsur*ance S a
. ggk \ . ¥ " d. Disability Insurance o . . - A
g ' - o3, Tades: ‘ N . : \
" a. Federal Income - . , .. S C . ‘ : oo
S ‘ L b. State Income - ‘ . ’ : . L .
et e T .+ ¢, Soclal -Security " . )
v : .o . 4. -Miscellanpeous: w ot o S -
< o ' T a. Uss, Stvings Bonds . s . . :
ot D e ey R Approved Tax Qheltersd Annulhes Y oo L
) ' o T .Ce virginia Supple ntaPnRetlr*emen‘t Syst}ems Vs e e o
o . - « d. Rent for College Housing ’ _ ‘ ce o : ’
. . ¢. Dining Hall Meal" Pr*tvlleges . : W
. f. State Credit Union’ . R
L ' g Radfor\d College F—'oundat\on . . T ]
G\h.x N » - . . . ' L o . . N
. . Retlnement Beneﬁts : S ' : . :
. [ e e P
- The anhual service rctlrement allowance upon r*etxr*ement at age sixty—ﬁve (65) will equal
\‘\\ 1-1/2 percent of the average annual compensation paid- during the three highest consecutlve years .
N of" credit servlce multlplle‘ﬂ by the number ofyears of cr‘edlted service, . S
\

z
m

) ) . j . S o . R . roa s
. \\g-_'xample ) o : . ~ SR
" ' AN e v : ' -/ s . >
S S 972-73 — $10,000 S v @» Lo
® | 1978-74 — $11,000 ., Total $33,000 } 3 411,000 (Average Final Salary) -
©1974>75 — $12,000 - e,

- .
o ) el

' . oy . . .
- ‘ . .~
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A ruiToxt provided by ERIC

Workmen's.Compensation

"péceive compensation for logs of pay and medi

$11,000 x ,045 = $166.00 éBeneﬁt_pler year of service)

-7 $165.00 x 35 years = $5,775 (Annual VSRS Benefit). -

be obtained in the Personnet -

&

Information pertaining to'disabilit.y'or eérly retirement m
Office. . , . i ) ’ ) ) 4 '

. o0

3

Radford College employees are eligible unde; the Virgtnié:\‘Workmen's' Compensation Act to
1 bill incurred through. injuries received .on
Compensation fop-loss of

Radford College's premises and/or while w king for Radford College.

pay is calculated at the rate of 2/3 their 3 _
the first seyen (7) days of incapacity redulting from an.injury unless the incapacity continues for

a pericd of'more than six (6) weeks > N L ' : . .
‘eeds six (6) weeks, then compensation shall be allowed from

erage salary. No compénsation shall be allowed for ' .

If-the period of incapacity e

the first day of such incapaci

Notification of gll injuries will be reported to F’er‘soon_nelj by

means of the Accident Re

rt forms provided to all departmen

ts. Prompt submission of these

reports will allow co nsation to be provided with a minimum period of waiting. i
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(GRIEVANT)
9
Lo ' )
- a |

YT T (DATE AND TIVE)

& i * . .
o R S e . , ‘
- acEncY GRIEVANCE FQRM ‘' © -~ . 7 . |
e LT - ., ®- '
A 36 ’: s e M . . R
1! / -4 Y Y ' . ) N . . &
oo ; DATE OF OCCURRENCE JHICH .
! v * PROMPYED GRIEVANCE: . 4 .
Ty o . , * ) .
(Explain in your own'words what ‘has oéc_Urre’d) s o
’ . . & “ D
. : . N g .: ) ) Y
. . \ ~
. N o £ \-5,.
} , .y kY 3
. ' - ~: - 9
£ o » [
WHAT PERSONNEL -POLICY OR POLICIES ARE REFERRED TO ABOVE?, | ‘
R . ! ~
Y o - r
| ‘ \ ‘ N
- £y S — -
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7 P - N __._.__.‘.;,-_ S e,
: . - (SUPERVISOR) . (DATE AND TIME) -« 77
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GRIEVANT: ) I | | L
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Uncmployment Com&znsation

Effective January 1, 1972 Radford College and other‘ State instjtutions became employers . .
whose employees were lncludgd in the unemployrnent insurance pr'og‘\am created bylthe Virginia’ .
Unemployment Compensation Act. This program provides income to individuals who are out of
work through no fault of their own, with past ear-nings belng used to establish the amount of
compensation each individual may recelve The amount of compensation varies ranfiing me
twenty dollars per week for twelve weeks to a maximum of seventy dollars per week for .
twenty-six weeks. Radford College, as a reimbursable employer, repays the \(ir*glma Employment
Commission dollar for dollar fdr benefits based upon wages eakned at Radférd College.

An unemployed lndlvidual shall be eligible to receive beneﬁts during any Week that:

1. He has registered for work and filed a elaim at any Yirginia Employmgnt
Commlsslon Office.. 2

. 2. He has continued to r'eport ‘as dlr‘ected to- the Employment Ser‘vlce. .

te . 3. He has derveda waiting peridd of.one week in each Benefit Year before o
becoming eligible for. payments .

4. He s ‘able and available for work and actively seeking wor‘k

6. - He has worked in covered employment and has had sufficient earnings in N
two calendar quarters of the Base Period to meet the monetary quallf’icatlons as ©
reguired by the Benefit Table. - :

6. He has reported all wages, pensions, severance and vacatlon pay whlch is not
equal to or in excess of his Weekly Benefit Amount.

7. He is not unemployed due to a labor dispute in active progress or to a.
shyt=down or start-up operation caused by such a disputer ’ o - : ~ ]

8. He performed services for an_employing unit during thirty (30) or more : 'S A
working days since the eginning of a prior Benefit Year during whlch he received ’
benefits to re—qualify for a valid claim .

(s’

' AL Employm&f\t Policies and Procedures for Classified Employees . e x . )
g . .
‘ Employment Status ° T
1. Permanent Position ’ ‘ ) "
. a. Dgﬁnltion -a posltlon whlch is lncludcd on the of‘ﬁcxal list of permanent posltlons
K established by the college rand approved by the State Division of Personnel.
b. The benefits of being employed in a permanent’ posxtlon are:
! . (1) Accumulation of sick leave . ot

: ' (@) Accumulation of annual leave
, (3) Mcmber‘sh\p in the Virginia Supplemental Retirement System. ' . .
'(4y Membership in the Blue Cross/Blue Shleld State Hosgpitalization F’lan
c, Continued employment in permanent position is generally limited by only two factors:
v~ (1) Continued merit and fitness on the part of the employee and

(2) Continued workload and funding to support that position. “
d. Al personnel will normally be hired in a permanent status. co . . o
2, Temporary Position . : ey '
. a., Definition - a position which ls established to allow accomplishment of a speciﬁ"é
© task for a _period of six months or less.
b. A temporary employee wills R o = i A
N c0 (1) Not accrue annual or sick leave o ' o
(2) . Not participate in the Virginia Suppl&mental Retlr-emental System
. * . (8) Expect employment to be terminated with two weeks ndtice.

c. Tempor'ar-y positions may be-established by the individual ‘budget directors within R
their budget resources. The employment policies on the following pages apply to both
’ - permanent and temporary positions.
d. At the request of the supervisor a new: employee may be hired ln a temqporary status
' to provide a probationary period during which the. employee and supervisor can
* determine if permanent employment will be mutually beneﬂclal aThe pgriod of
temporary status will be from three to six months. " ) § .
3, Submlt a PR-14'(instructions and sample Follcw) o LR

) ~.
8

)

' '
- . . . )




Hours of Work “
1.. 'Wonk'ﬂ,Schedulés , : . S
The normal hours.of employment at Radford College are eight to five, Monday through

Fridays- In areas requiring extended coverage (Power Plant, Food Service, etc.) the
individual supervisors. are responsible for scheduling employees to cover the various

‘ shifts required. * . : &
S 2. .Goffee Break 7 ;' . : o & . -

- : It is college policy to allow each gmployee a 20 minute coffee break (rest period) «-

‘ .  during the morning.* When there ig more,than one employee in an office, the break periods
S will be split, {.e., one secretary will gofrom 10:00.to 10:20 and the other from 10:2Q to
T 10:40. It {s recognized that on special occasions some personnel’may want to adg their .

' o coffee break time to their lunch hour in order to accdmplish some. special businass or’

/7 ) . social transaction. This requires the immediate SLlperyisor's approval and is pel mitted
for special occasions and not allowed as a daily or wee}’{\y routine. It is also »a"}"v“ - 4

recognized that there will be exceptional cases-where the lunch hour may be taken at ;4 -

at a time other than the established time. This also is althorized on an exceptignal b s

with the doncurrence of thi immediate supervisors. T T : B

' 3.  Lurfch Peériods . .
. “ Radford College employees will)observe a one hour lunch Beniod, normally from

' 12:00 until 1:00. Deviation from t {s schedule must be authprized by the immediate
T b supervisor. When there is ‘miore than one employee in an office, the lunch periods will be
split, {.e., one secretary wi%'l go from 12:00. uptil 1:00 and the other frorn 1:00 until 2:00.

This will allow for receptfon of visitors: and telephone answering service on a continuous
. . h.l .

o basis. S = - LI
4, Special Absence s i - . S

The presence of empldyees' children in offices or other work areas on a rButine bigis

- ) is not permitted. A& a result, some émployees may have to pick up their children at Eehool
RN in the afternoon and take them homé. These amployees may use their morning coffee breal -
time (20 minutes) int ifferngons to accomplish g_his.' : 5’:’ C 2 :
,'%,5. Work Hours s P . i L 2R
a. Radford College has estiblished a work week that begins with Friday and énds with

Thursday, a uniform recurring period of 168 hours in the.form of Beven consecutive

24 hour periods. : o .

b. “Ehe astablished rate of pay for the clas,siﬂeq{‘yen?plo&zee is based upon a forty (40) hour" .

k. A -reduction tn the required work hours will result in a corresponding loss

- T of pay-unless the absences from duty result from observance of state holidays or are '

@ ; . o authorized Teaves of absence with pay. That work time in excess of 40 hours in a work

‘ 'wq;;kk‘ constitutes ov%‘ti e and is conipens ted#br at a rate of one and one'-half’ tipnes the

. 4 - n%ﬁy}ar rate of pay.} Efcept under ?\e\mer\géncy conditions, no overtimeé work is permitted

- . - without proper authorization. R e L .

. &. Present policy requires that emglgsizs working exl:wa'nok)-sche'duled‘_mgzur‘s be

e, N schéduled_?ﬁ\for‘ sufficient time off within_that same wdpk week to*insure that the total hours «
‘ofwork for any employeg does not excted a maximum of forty hours, per work week. ‘

dﬁ Adtupervisor may-not credit an employee with compeansatory ti‘h’\g feven at one and’ - . ¢
one~-half hours for each overtime hour worked) for overtime earred with the understanding . o

“a

» @,

woirk

‘ R that it can be taken at some mutu;:}l_(’ly. agreeg upon later date. 5 . _
. o e& ld'gencral, hours worked" (n&lu’d}a'au thé time an employee is required to be.on duty<or .

on the premises or at a préscribed work place and all the time d&ring which he'is _
4_' permitted to werk: for.Radford College. ,(This does not apply to College Hostesses o

* residing in dormitories.) ‘ E . o L

f. Meal periods during which the employee is completely ielieved from duty for the purpose . -

of eating regular meals are not work time. But if meal periods are frequently . . ol -
\ {nterrupted by calls to duty the employee would not be considered to be r‘elievecg)pf all .ot
‘ .« duties and the period must be counted as hours worRed. Coffee breaks or time for ‘snacks ¢
o are counted as part df an employee's working time. ' . : :
® 3 N : Coe : " : A “ ¢ IS
, , ~—Staff Replacement Procedure . ‘ & ' R :
a . © ) “ ) . ) > Q“ . o * N . ’
i The supervisor who becomes aware of a need té replace a staff member (ron-professorial) 7
o should 'gain the aﬁpmval"of his Vice President and then consult with the Personnel Director '
- concernirg the future apQOintmen_t. . . e Co s
. )' a 5 : LI Ty - a : . q

N
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. ’ v . ) .
' - Correct procedure for this action is summarized below: .~ PR S
. <7 1. Supervisor obtains approval of his Vice Presidént. ' ‘ :
K- s}

B L T Ire

* © 2. Supervisor consults with’Personnel Director. : K ‘ 5
3. Supervisor refers any desired candidate to Personnet Director. ¢ T
4. - Personngl Director submits minimum of two gualified’'candidates for interview A

.

e - by Supervisor. - B o .
- 6. Supérvisor ipterviews and selects candidate of,his choice. )
" 6. Supervisor notifies Personnel Director of cholce aMd beginning daté of employment,
7. Personnel Director contacts&}appl'icant and confirms employment. ' o L o
‘8¢ Personnel Director forwards request for employment thraugh Vice President for . = ©

Business and Finance to State Personnel Department for approval (routine).

Thegupemvisor who becomes aware‘of a need for a new position (n8n-professorial) shbu‘l‘d/
gain the approval of his Vice President and then consult with the Personnel Director cor'\cenjnin'g- o

ppointment. When no allocation has been budgeted to provide a salary for sucha = -

o the future
pos{tion,ggﬁ’e approval ofthe Vice Pr‘e;sident for Business and Finange would be r‘equiﬁed before
A f’urtherﬁ action can be taken. N o . - st - o ',
IR R Transfér arfdlf?eass{gnment , 4
- [ o . «
‘ 5& 1 Te}g'porary Reassignment A ’ ' o ¥
a. #0Office Personnel a : o ‘
% ) L © (1) May be transferred between staff and department offices to handle normal workloads
., ’ during short term illness or vacationg-of regular employees. v e
o ) @) Supervisors and the Pegsonnel Director-must concur and be’so notified before v )
e e reassignment. . . " N. e C
- b. " Custodial Personnel ‘ ‘ b T o
» (1) May be transferred or reassigned from one area of responsibility to another -
. : . . by the Housekeeping Supervisor when: K o
. T (a} *Personnel are absent from work unexpectedly.
(b) Personnel are absent because of short term illness or vacat’@n. ' .
(c) Periodic workload in an area requires additional personnal. : .
. (2) , Offices and departments,affected by the chq‘nge in personnel willzbe notified py the
o o o ngsekeep{r}g Subervis@gj@pif‘r{or to the changé if at all possible. : pe
- f’f*{m A5 2,. Permanent Transfer. : o L ' w % . '
R T a. Office Personnel . e .
o . (1) May be transferred to affect @ promption. . o o :
Lz ‘ '/"ﬂ ) “Knay be transferred,where cxtrem‘e/,p’enso'naliiy conflict exists between supervisor and
. Wl “ampldyee and Fersonnet Director determines that the jlnployce's competence would
- k ; be benadficial to the Coltege-in another position. Recipient supcr;visbr‘ must coneur
L . . . . in trapsfer. © - e ’ Yo, - L
b. Custodial*Personnel . * .~ S .
- . it (1) May be tiransferred to affect a promotiorT. K
- (2) May be tr‘ansz‘f%g.rcd'kt’o Fill a yacancy where gxperience is required that would ot
- . T be expected of a ney emploeyee.’ * : _ ) i
(3) Housckeeping Supe‘rvisor will obtain the concurkence of the Director of Auxiliary .
o ' Enterprises before affecting transfers under this\paragraph. The senior staffyor ’
. v faculty N|?mbcr responsible for the arcas inyolvediin transfer will be notif‘icd'é"" :
e vt in advance, by the iHousekeeping Super‘v{scrj',. ) F
. . Estalgishing a NewPermancnt Classified Position, o, —rd . _—
, - - TR . , .
' ¢ : The College will submit its requirement fon, addit’{;pnal perso,bnel °positioné {n the biennium
v budget request to the General Assembly. A scparate justification for each position will be ) v
included {n the budget exbib{t: v ) o ' ' ' R .
“When a new permanent position is alithorized by the General Assembly, it may be . o
established no earlier thah July T of the f’is‘caﬁear {n which funds were provided. . T !
To establish a position, the Personnel Director willi ‘ <0 o
. 1. Obtain findirig certification from the Budget Director ) ’ s
rﬂ 2, Obtain a job description from the-frospective super\)isor . @ e )
_ Y : S HPE - S e,
° , 3, Prepare a Form f?—s N Lo . R Y-
4, Obtain the Presidenﬁ"s signature on all copies o_ji Form P-5 ;
. 5. submit Form P—SQ"o Division of Personnel in tHV:’Governor'é-Or;f’ice S
N ' ] ' /
) l’; 3 10 * //.‘ o !
© . ) 1 ”
22/ ‘

g ! . » , " < ‘ '
. E MC Coe P : o L, . - ’ vl
2 g N . . -, . ) :
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Aﬁeﬁ receipt of the approved Form P~5 fi
", of the Budget,notify supervisor that he may act in accor

dance with employment

rom Division of Personnel and Division

. 6,
‘
.
» e ‘proceduries to staff the new position.: .
in all instances, the positions are established baé%ed on th requirem{ints of th?' job and not
A e ‘ " N M
. the merits.or qualifications of the person. . - EA . .
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G.0. Farm P-5 (Rov. 10.70) : : . : TRecd

Submit THREE copies te the °  _REQUESY RELATED TO POSITION(S) . 7
Divisien of Personnel. L . ) : . : ‘ P.5 — -
- : L Vis. estob. hotfom o
’ ’ ’ - : Coded : i
Agency Title Agency Code . Qrgoniaotion Unit -
M /
- ! 1{ R
PART |, : ’
D Reollocote ulumg Po.l”oﬂ(l) (List old ond new clou rvitle.) .
D Enoblhh new po -Hion(l) Yotol numb" ol positions : . Position number{s) —
[7] Change existing pesition(s): ("] Houty {T)Months []Stotus ACTIG&: , )
Effective dote ' to .
. {iT temporory or restricied)
014 closs title | I - : ‘ /
Closs code Closs title ] .
. Rewcloss vitle l
. Closs code : Closs title
Al closs vitle i : . P ! - ) ’
‘ Clcss code " Class title ™ )
. Moqﬂn/y&o?[ . Hours per week
. . . o . R 3 M
Stotus (Mork X in one box anly): ! Source of funds: ’ . N
) Perm Tomp Ruste Scos App 'Act S-Act Percent '
S pulliimeft  [2 3. |4 1 . - ’
Msc N 12 |13 14
Lp Pert time 5 6 1|8 "3 | <\
o MSC 15 16 V7 18 ' o e : .
. . A £y
Ploce of waoik {County 01“C50y) ‘ v Code &
) Appomnnq Auvhon'y . : Date Directdof Pcuogne! ' Director, Division of the Budguu‘
) PART 1. SUPPLY THIS INFORMAT|0N ONQY FOR REALLOCATION REQUESTS: ’
o . N
“ 1. Nome the mcumbont {or the |oﬂ mcumbcn' if the position is naw voconl)
2. Sl"o" the ﬂuml.-u.nl 0’mp|oytil engoged in the some or simfor work. {Nome not more 0hon fout.). ‘
» “ 3. Whot oo the reostns for the chonges in the duties of the passition{s)? ¢ ' M
o'“ R , ' > R
. * ) . v g 4
. 7. v . . : : . T,
PART . %UPPLY THIS INFORMATION ONLY FOR REQUESTS FOR NEW POSITIONS OR CHANGES IN §X|ST|NG POSITION(S). — ——
§‘ 1. This position wos {wqs nat) included in the opplicofle ogency biennium budget request. ) . .
' 2. f-pLoin the need lor the requested position(s). : ] i
’ - i P . T —
- ' iy )
+ . , ; >
2 ¢ »
.' . M
3 ‘L.u the oggregote lull-yeor cost for o!! estoblished clossified pasition’s (including-this ond other pending requests) in the
BidgeY Document octivity, os of the submission dote of this form. ) . . $:
. N o 4 .
4. List the omount provided in the annual oppropriction (before odustment for turnaver ond voconcies) for clossified position : \
solories in the Budget Documgnt octivity. A ' ' . $
S, I the omaunt in Mo. ) excesds thot in No. 4, state the meons of finoncing the excess during eoch yeor of the current bieanium. 1
= K . - “ua
9 ' . - - A
P 8. Stote the number of ymployees engoged in the -some or similor work. {Nome nat more thon four.) o
p . AN . ‘
‘s 9. . -

i '

Q : \ ‘ ‘ o247 .
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Aruitoxt provided by Eic:

1EMC

Termination of Classified Status Employment ‘ : R,

!

1.

Rernoval for Cause:,
" a.

- A perimanent employee may be separated from State serisice with fifteen (15)\-,days

i

A temporary status employee's employment may be terminated 'aﬁ:er‘ he has been given
two weeks' notice. A valid reason for termination should exist, i.e., elimination of !
work load, shortage of funds, inability-of employée to accomplish work, etch ’

notice for good and sufficient cause: The employee has the right ‘tid request a hearing

pefore the College's‘Hearing Committee within 30 working days'of receiving notice. . .

Any ernployee.may be suspended without pay for a périod not exceeding 30 days,\\pp - ‘ / oD

reprimand, or apply other less drastic disciplinary measure to, any employee under -~ - ‘

his control for any viclation of the rules of his agency or for insubordination’or w&ﬁal

neglect of duty. Any suspension that would have the effect of making the total amount .

of pay lost, by reason of suspension during any twelve-month period; greater than - .

the pay for the thirty days shall be considered a removal. When a suspension is effected

pending completion of investigation or court a¢tion for alleged violation of rules or .

statutes, the limitation of thirty days shall not apply; also, 'if the employee s found

not guilty of such alleged‘violation, he may, upon request of the ‘supervisor, be paid

for the period of suspension as if it had not occurred, ) .

As a "less drasti¢ disciplinary action" the supervisor may wtthhoidcanr)ual and sick

leave acérual from an employee found to ‘have made incorrect reports concerning

absence on leave, Such action shall not apply to leave accrued prior to the finding

and shall not be effective for rhore than six calendar months; for any one periad of

incorffectly reported absence. o o ,

Theeneral exception to the above policy is where an employee's personal conduct

regliires his immediate removal from the campus. Examples would include reporting

to §rork under the“inﬂuence of alcohol or narcotics and gross insubordination. Under

thdse circumstances, atemporary employee could be discharged verbally without a

waiting period and a permanent e[nployee.wtth a three-day notice. Although the

three—day notice is required for the permanent employee, he can be directed to

leave the campus immediately but will receive pay for the three—day notice period.

At the time of removal (notice): L

(1) A permanent employes will.be given, in writing, from the Departmental
Supervison,';i::he reasons for the action, S ’

(2) A.temporary ermployee will be given, orally, by his supervisor, the reason

" for the action. This action %s final for the temporary employee.’ :

If the permanent employee requests a hearing , he will do so in writing to the.President

of the College.?The President will set a date and place which, insofar as is practicable,

will meet the convenience of all concerned. The Vice Presidént for Business and

Finance will chair the committee to hear the arguments. The Treasurer and Personnel "

Director will sit as Member and.Secretary, respectively, on the Committee. o

The hearing room arrangements will emphasize the informal‘nature of the proceedings.

Conference space will be provided for the: removed employee and his representative(s), -

if he elects to designate any. . : )

Oaths will be adrbinisteréd by the Personnel Director, who is a Notary-Public.

The hearing will be opened, and the verbatim record (taken by stenographer and/or

-

tape recorden) will begin with a statement in the following velin: . .
(1) "This is a hearing being conducted at Radford College on_ T
in accordance with a Fequest made by Mr. L. Mr, ,
(is) (was) an employeg of Radford College. He (has been) (was) in the State's
service from ? ° to . v .. The purpose of this
hearing is to establish a complete record of reasons for the removal and to provide '
" Mr. ‘ : with an opportunity to state his side of the removal

~ situation as-a matter of record., - ! .
(2) This hearing is not a formal trial. It will not be conducted as a court proceeding,
_and technical rules of evidence will not apply.. It'is desired that a record be
“completed which will relate all reasanable pértinent information.  Evidence or
testimony which is not material or relevarft to the case will not be permitted.”

W




1.

m. The normal time for: returﬁ%rnent of nori£professorial persoringl would be® the fikst day

'
.

. ks The followlng is a general procedur-e 1) be followed, each par-ticipant first betng

ppr'opr'i/ately sworn beforé being permltted to offer statements or testimony::
(1) The Committee Secretary will first ‘state the reasons for the removal and will
ekplain the basis for each; the Committee may call witnesses and may question
the rémoved employee. The r-emoved employee or hls representative may
cross~examine.
(2) Next, the removed employee or his rcpr‘esentatlve W“lll have an opportunlty to state
his ason for the ‘appeal; he may call witnesses — thc\udlng those previously *
testifying. = and may question them. The Committee may cross~examine.
Rebuttal and.surrebuttal may be allowed by the Chairman of the Committee.
At'the close of the hearing the Commitfee Secnetar-y and the removed employee
will each be given the opportunity to make a summary statement. e
Not later than ten: (10) days following the close of the hear'lng , the President of
the College will weite (by Certified mail) the removed employee that (1) the removed
action has been changed (and in what r'espect) or confirmed, and (2) a request for
review can be filed with the Board of Visitors of Radfor-d College within ten (10)
work days following receipt of the. letter. . )
Not later than ten (+0) work days following a review byt the Board of’Vlsitor-s the
employee will be notified by eertified mail of its declslon ]
Any fusther appeal must be filed by the employee with the State Director of
Personnel within ten (10) work days followlng receipt of the tetter from the
Board of Visitors. .
If the review confirms thé#removal, a copy_ of the hp@ring transgript will be forwarded
to the State Director of F’eér'sonnel within tén (10) days I‘C\OWin notification to the
removed employee. \ .

@)
®

G

(®
)

of the month following the 85th birthday. In cerain exceptio pal casesy the empluyee
may be permitted by the admlnistratlon to continue his emplgyment to date no later
than the first June 30 after he reaches the age of sixty-five (65). They may be re~
employed in a teimporary status when a r‘eplaqement withithgir skills cannot be recruited.
‘ !

[
S

l\lon-—Diccr-lm\natlon F’ollcy of Employment . v

Y

/; : 1.
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Aruntoxt provided by Eic:

Following is the pollcy ‘of Radford Cpllege

. from working at jebs rcqulr‘lng more than a centain number of hours. L
. . \ o ) . . . o
e . 13 . o 7 . v K N

o £ 4
o 26° _- B,

» <

Appl\cants for employment and employeos will be conslder'ed and treated withotit fegard
to their Age, race, color, religion, sexor tional orlgln Suchhaction shall include,
but not be limited to the followlng employinent, upgrading, demo on or transfer;’
recruitment or recruitment advertising; layoff-or tenmlnatlon, rates\ ot’ pay or other~
forms of. compen.,ation and selectign for tra ﬂ\ng o !
Specifically as pertains to sex discrimination, the followlng pollcies& are\a part of the
College's overall policy on non- ~-discrimination: PR
a.” ' Supervisors are prohibited from making any distinction baqed upon se in employment
oppor'tunlglis wages, hours or other congdlitions of' employment. v

.

b, Supervisoks are prohibited from making any distlnctlon in employment ndltlons ‘
) between married and unmarricd persons of one sex unless the same distingtions aro"
~ rnade between mar'r'led and unmarried per'sons of the opposite sex.
c. The College will not advertise for workers in newspaper columns headed * a}e" or\ ’
"Female' unless sex is a bona fide occupatlonal qualification, .\
d. The Collegewill not deny employment of women with young children solely fo that i
reason. . B e 4
THe College will not termlnatc the employment of an employee of ond sex in a
" partjcutlar job classifjeation upon their r‘eachlng a certain age unless the same r*ule
is appllcable to. the opposite sex. :
f. = The College will rot maintain a seniority list b&sed solely upongle sex of the
s * employees. - N ¢ P
g. ' The College will not mairtain wage - schedules related to or' based on the sex of
~employees nor discriminatorily | restrict one sex to cer'taln job classifications.
h. * The O’ollege will not, spdcify any dlf‘fei”ences on the basls of sex in efther r@ndatry
or optional retirement age. 2 i
i. The College ‘win not deny a female employee the rlght to any job she is quahﬁed o $
perform such as prohibiting women.frdm workin iFcertain types of occupations or

b




JAruitoxt provided by ERic
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2. Procedures for Implementation of-E
: . -3 : .
whose duties encompass recruitment and employmen

" and practices to assure ‘equal

qualifiq’at-iOns_. No employ_ee or applicant for empl
- " diserimination betause of sex, age, race, réligion,
" or physical characteristics. . :

s
Equal employmen

v

College Campus w
job advertisements.

t opportunity

Persons who wish to be considered for employmént shall have t
Comfort, convenience, réspect, and due dispatc
Application shall be kept on file for one year to insure equal

an application. C«
assured to all applicants.

»
X T ) treatment.of all ‘applicants. » S ‘o - B
N : e : .
Hiring qualifications for both entry and experience level‘jobs"wtll be based upon job
N refuiréments. Applicants may be hired who do not,, at the time of employment, fully
Ne . - qualify for a' pafticular class ef position, provided the deficiency in gualification can '
be e}igninated through orientatior and on-the~job training. Tests shall be pragtigal and =
o (\V: ° . appropriately validated. . s , . o ) S
e Y . On-the-job training will be provided o prepare employees to-meet the full redquirements -
- of their jobs: Special programs shall be developed to meet specific training needs.
. Lsaves ’ . ' e \ . t -
. . , . . )
h "%. Annual Leave (Vagation) ., = o/ . S o o .
B a. Classified Permanent Personnel accrue Annual Leave (Vacation) as followss -
U . Length of State Bivice " Annual Leale b
. " . Less than 5 years 96 hourst-“:1_2'da$/s“l . .
. e a e ' . Earned at thejrate of ~ v IR
“ - . eight (8) hourfs per- ! R e
5 o L ‘ completed fyonth of -
¢ , . .. service, T e ‘ 3 '
) . - Co .Y 7 ,
. N .. -5to 10 years ’ 120 houp/s —,15 days . ! :
v e, oo : L Yoy #  Earned at a rate of |
5 ' X teh (10) hours per N
0 ) ' _ completed month of . A o
. . s . Y. service. W » '
Y .. . ’ 0. T e
SRR " More than 10 years 144 hours - 18 days
- v, v . o . L. ° Earned at the rate of .
N . ‘ A t twelve (12) hours per i . .
Toeen T R " ~ completed month of. - P .
; " St o . -t . ,service. ' - . . .-
1 v % In addition to the aforementioned leave, there are eleven (11) legal State holidays granted
' "6 the Classified Permanent Pecsonnel. Jhese are; e * T
T . s New Year's.Day Janudry 1 “ ’
' R = T+ lee .,gac;iis,on'é Day - Third Monday in January -
. . . * ¢« Washington's, Birthday .0 Third Monday in February :
6. . NN Memorial Day > l.ast Monday in May |
. 2 T .Independence Day , July 4 . B ,
v o7 . l.abor Day | . n T« First Monday in September
oo . <_ - Columbus Day ! = ’Secend Monday, in October’, . -
. ' -t . Election Day ' . "Tuesday following the first ! ;
o , S . Monday in Novémber :
’ . Veteran's Day _ e November 11 L .
6 ° . ’ - Thanksgiving Day ‘ . " Fourth Thursday in November
;o - Christmas Day- " * , December 25 L
s °L ‘Q:- . ‘»u R . i 5! . *0
0> ' T, oL - " 14 . . -
A . ‘ .
c- . .. - u : 2T . .

here personnel notices are customarily displayed’
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basgd onlbona fide occupational

ed to N
1 affiliation .

portunity of employment ,
loyment shall be subject

n‘ati_onalu_onig in, politi

op

a

o

“ -

uous places on the, Radford
and, included in all

notices shall be pos'ted in conSpié

Al
- S LN

re opﬁbr‘tunﬂ:y to ﬁi_e~~
h ‘shall be equally

o

.
*




v - . - . . . . ' . B I
W . s . \ ey .

° . N . v L]
~

c. ' If a holiday should fall on Sunday, the fol ing Moenday shall be obseryed as a ' . .

holiday.” If a holiday should fall on a regf dhy other than Sunday, the employee earns
¢ COM.DeﬁSatCJT‘)'Je which must be taken within the' next 12 calendar months. = " .
- d. The College-ts closed on New Year's Day, Labor Day, Thanksgiving Day and Christmas
’ Day. Only Security and Physical Plant Personnel are required to work on these days. .
» .e. The College resumes normal schedule during the other State legal holidays since the B
“ students are on campys and therefore, reglire the. sgrvices rendered by the College.
- Ve - f. Leave cards for the onthly classified employ’éés are to be compléted and returned to-
- the Personnel Officd by the fifth (5th) day of each month in order for the pay pecords to be
* adjusted for those employees who have used excessiye leave. This lgave card must be
) . ' signed by the emgloyee and his supervisor each month. When this leave card is recefved
- by the Personnel Qffice, the leave information is recorded on the master leave card and
then returned Yo the employee. . . C ' . -
; — g. Leave‘cards fdh the sémi-monthly classified employees are to be completed and returried
- to the Pensghnel Office by the Sixteenth (16th) day and the last ‘day of each month in order
: for the pa records to be adjusted for those employees who have used exces#ive leave,
- This leaye card must be signed by the employee and his supervisor each month. When -
this leave card is received by the Personnel Office, the leave information is recorded
N on tl‘fe master card and then returned to the erhplc_)yee. '
: N ‘ h. . All émployeés are to secure permissiort from their supervisor before taking any arfnual
tion) teave. Thiﬁr‘equest should be made in advance in erder for the supervisor
- » . L

%

o LT . (vatlatd
to plan the workload. CE . L. T D e
't. All Supervisors and Departmental Heads are to inform their appropriate Vice President
b © of the information needed by the following dates: , .
(1), November 1 - the dates of absence from. campus for the Christmas Holidays.
(2) May 1 - the dates of absence from campus for summer vacations. . .
, "« . j.. AU Classified Permanent employees are encouraged to take their authorized annual leave; -
L ‘ . however, the State ®gcognized the fact that some employees are unable to utilize all leave -
St earned each year. Accordingly, the State policy states the following annual leave
limifations at employment termination or the end of the calengar year: .
T With less than 5 years of scrvice - 192 hours (24 days)
3 ) v . With 5 to }0 years of service =244 hours (30 days) v
v - Over 10 years of service = 288 hoaurs (36 days) . :
v - .. k. ° All Classified Permanent employees are paid for leave balances accumulated to the date
of employment terrhination. This amount dannot exceed the total Jumber of hours an
i ' employee is eligible to accrue within one calendar year of State service. .
) ) 1. person who is re—employed by the College will accrue teave for continuous service ~
- " bkginning with the most recent date of erhployment. e, o o
m. No leave of absence with pay will be grantéd to an employee with anticipation of futur
. ] ) earned leave. Leave is not to be taken during the period ih which it is being e;ar*r\,eﬁS
2. Sick'leave : ! ' - ‘
. . a. Classified Permanent Personnel acdrue teri (10) hours of sick leave per completed month’
. of State Service.  Sick leave can be accumulated without .regard to maximum accumuldtion;’
b. ~When an ermplgyee is absent from work due to illness, he should notify his supervisor | .O"

as soon as, ﬁossibie in order for the workload to be adjusted. - :
be subject to verification
.

-

K]

“c. Verification: Tha justification for any sfi_c’ leave,used shall
by the Personnel Director in the form of a certificate submitted by-the employee's
physician, This certificate must state the naturge of the fllness responsible for the
employee's absence from work. In the case of .extended absence, the probable duration
of disability should be reported. A certificate fnust be submiitted for agy abserice in .
excess of 480 wchrk hours. * : ' \\ x ' ’ *

d. Justifications. 'Sick leave may be utilized in the following instances: ‘ .

.. (1) Anillness of injury incapacitating the employee to perform his dytiase: %

T (2) Exposure tp a contagious disease such that presende on duty would jeopagndi'ze
. the health pf fellow employees or the public. ’ C '
(8). Appointment for ‘medical or dental examination or treatpnent related to health when
such .an aﬁopointment canriot reasonably be scheduled during non-working hours. ¢

: (4) An empldyece may elect to charge absence required for an illness or a death of an

. . immediate family memben to his accumulated sick leave. However, the maximum

T+ of six'(6) days per calendar year (no more than 3 days c"opsecutively uscd for apy

- ‘ case) may be utilized in this instance: The "immediate ‘family," imthis-application, .’

. . includes only: the employee's parents, spouse j children, brother or sister and :

. ‘dany relative li\"/ing in the household of the employee. - :

.
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. 3. Absence Withéut Leave : e N ) C
Absence without leave includes failure to report to work or failure to remain at wark
during appointed hours. When such an absence is not subsequently justified by the
Personnel Director, it cannot be charged to atcumulated leave and can result in .
disciplinary action. : ' ’ . o )

B Maternity Leave (Classified Permanent Personnel) v ' =

Maternity leave may be taken as a leave of absence without pay. ’ ' -

a.

b, "

va.
\

b.

C.
d..

FYucatitnal Leave

Class Atlendance at Radford College - Job Related Courses

. . or the course would enable the employee ‘to bacome more informed and benefit the

M i

Sick leave shall not be utilized when the Personnel Director determines that the
absence was a result of unauthorized non-state, employment, L
Doctor's Certificate. A doctor's certificate is ‘réquired for any employee's absence

. exceeding a period of three (3) days. The certificate is filed in the concerned employeé's
personnel file within the Personnel Office. In the event that a doctor's certificate is not -
receiyved, the employee's absence will then be charged against his aceumulated annual
or compensatory leave, . ’ ' " .

.

Q@

Lo

a

Theé employee,, per advice of her .physician, will deteirmine the state of pregnancy at’

whidh _she will commence her leave of absence. The length of her leave of abserce may
not exceed eight weeks following the delivery date unless -additional time is recommended
by her physi‘c‘:ianﬁandappr*oygd by her immediate supervisor. In the interest of the |
health of the conderngd employee and to facilitate scheduling for a replacement, the
“minimum amount of ff'F&te_r‘nity leave to be taken is thirty (30) days.

State cmployees suffering d"vs;;vbilities caused or contributed to by pregnancy,. miscarriage, -

TR

abortion, childbirth and recovery thétetrom ; and whdt plandfo return to WOk followhing

‘the termination of their disability will be allowed to charge a portion of this absente to

her accumulated sick leave under certain conditions listed below: . - .

(1) Inorder for an employee to be eligible for this bem?ﬂt, she must, upon learning
of her condition, provide her supervisor with a staterment certifying her estimated
delivery date and also the date which she and her physician conclude that she must
cease work because of her medical disability. The latter: statement must be: fu\r‘nfshed
to her supervisor at least thirty (30) days prior to the employee's cessatton of
work. If there are any subscqguent changes in either of the dates furnished,

) notification must be provided the supcrvisor immediately. ) . .

(2) Only that period of the employce's absence prior to and folldéwing delivery. * ;

and cortified by her physician as medically disabled can be charged to accumulated
«.gick teave. Any other absence following cessation ofF work during which the

employee eclects to be absent from work muyst be charged to accumulated armnual

! leavgs, In the event the employee has no accumulated annual leave, this

' absehce must be taken as leave without pay. 3

@ N

Y
L

An employee may audit classes ‘during working hours, without cr'~edit and at no charge
under the“following conditicns: : ’ S .
m 'I;he ernployee's supervisor notifies the Personnel Diregtor in writing that the
~employce can'be excused from work for the period required. . S
@) The Vice President for Business and Finamce concurs that the-couirse is job ne\aﬁed.
(3) The employce will not be entered on the class rolls, - . ) :
(4) The employcé will take no more Fhan three quarter hours dur‘ing\'wor'king hours
" per gulirter:., e ) . . e »
An employee may enroll in clasges dur?ir‘igi working hours for credit under the following '
conditions: " ‘ o ) o ' ,
(N The employee's §uper‘visor notifies the Personnel Director in writing that the
employec can be excused from work for-the period required. o
(2) The Vice President for Busihess and Finance toncurs that' the course is job related

g

. 4nstitution. - . ) o ) .
3) Al {;\pplicable fces and charges are paid by {the employee. : o
(4) The eifiployee will not take more than threg quarter hours during working hours
per quartér, . o o : :
walver of Tuition (Instruction and Form attached) . i s

N “

All classified employeces mu‘s}: process Wwaiver of Juttion forms thr’Ol‘Jgh apfiropriate.
channels two (2) weeks prior to registration. : R

LN
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2. Class Attendance at Radford College ~ Non Job-Related Courses - - J

Arvremployee may take counrse work in classes which are not related to the person's job

under the following conditions: ' ' o ) ’

a. ‘All applicable feés and charges are paid by the employee. ) -

b. The employee's leave time will be charged for the time spent in class diring workin

Yhours. B . | ' : '

c. The employee must have written approval from his _s'uper‘v'isor to the Personnel Director
stating that he can be excuskd from work for the periods required, -

d. The employee will not take more than three quarter hours during working hours per
quarter, " L :

. . ) ../' /”

Employee Waiv'?a'r‘ of Tuition ' .

w . -

Consonant with Radford College's commitment to the continued professional and jpersonal
development of its staff, a policy to permit employees to apply to pursue on—-campus courses of
instruction (degree and non-degree credit) offered by the College without paying tuition has been
adopted. : :

The following application procedures apply: -

1. Classified and professional staff - :

a. Applicants for courses under this policy may not enroll for more than 9 quarter hours
credit during any twelve month period nor more than one course per academic quarter..
. b. Applicants must ohtain the prior written approval of the head of their department or .
: ‘ ' activity bfefor‘e'enromng' and should submit two copies of the approved applidation to’ .
‘the Personriel Department.  One copy will be validated and ser¥e-as the authorization, C
. ) for the waiver of tuition. ° . o O
- v c. Applicants must file an application for admission with the Admissions Office and be b -
: ’ " officially admitted prior to initial enrollment, . . : . . Kk
d. An employce may not be enrolled in any class segtion if a regularly enrolled student
would be displaced. - ' : :
e. Private vocal or instrumental instruction or riding instruction is not authorized under y

’ " this policy.’ T ) e f |

) ~ f., Typically, persons applying under this policy may nof en\r‘ot}l for courses dyring normjal

. N . working hours. Exceptions to this rule may be granted to the extent that applicants |

' #~ . may be excused from duties to attend classes for no more than three hours per \

week. If time spent in taking a course exceeds three hours per week, the additiop#
fime must be made up on an hour-for—hour basis. . )

‘ g. Any employee granted waiver of tuition agrees to refrain from resigning from CRllege
} ‘ - ‘Ja;mployment for a period of six months following completiol of the gyarter during\ - -
R - “which the most recent course was taken under this policy, or to gMmburse e Cullege

o for expenditgres incurred on behalf of the employee. . The CoH'ege retains the option A<

of employee termination. = - : ' - : R o
- .2. Faculty . . R B : D .
a. .A reguest to take a course foy credit will be submit:.ned in wr"itipg“to the person's o
Department Pegrsonnel Commit’tgei at least one rmonth before tfé cours is scheduled
; _ . to begin. A justification for taking the course for credit must be im€luded...

b. The Department Personnel Committee will rank the bequests in/tf\e following
manner:™ greater number of previous courses taken for credit by an individual lowers
their priority, rank and pears of service in rank would be used to separate those "
with equal numbers of courses taken for credit. Unusual benefit-accrued to the
departrmenigmay override this ranking, “if agreed to y'a majority of the Personnel
_;.Committee.. ¥ . ' . _ ’ :

c. ‘The Department Pgrsonnel Committee will submit a writtén recommendation to the *
Department Chei ‘'nan for his appr‘oval':" e ) ‘ : - )

d. *The Department hairman will submit the recommendations to the Dean of the School. ;

e. The Dean, together with the Vice Presfd_ent for Academic Affairs will make the final ) B

" decision, based on the financial situation. The number of positions should be

: ap?irtioned among schools in relation to the relative numbers of full-time teaching,’

‘. . fﬂa ulty in each school. B ¢

-
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I. EMPLOYEE REQUEST FOR TUITION WAIVER

Employee's Name: .. s

Social Security Number :

I wish to enroll -for

. Faculﬁy Rahk, Administrative, or Classified Title:

S ]

! o quarter \

t

, Course Number:

(Fall Winter, Sprfﬁg,'Summer)

~ _
~ Credit Hours:

This course meets ~

;vbdats per

[ Sy "'“'

>

e ¥

expenditures incurred on my behalf., -

Date: N o ' . ﬁigned

Recommend Approval (Disapproval)»Signed:

@
v

.b‘”{

IT. ' DEPARTMENT REQUEST

TO:  Personnel Director

FROM: Department Head or .upervisor

Approval for. waivcr of Fees £or the above full t;ée employee is granted. This

requested cqurse wirl }it interzupt the normal Work °chedule o my departmont .

i
or activity. :

Date:? .

week

. o,

‘1 requeqt a waiver of tuition for the above ;isted course.

, from tesigning from. employment at Radford CoLlege for at least six &Qntha B R

.
v

'fol)ow1ng the comblgtion of the above course, or to,reimburse the Collegi\for

Course Title. . : ,

a - I &
. T .
» . © L . ¢ " .

o b O N

’ 4

5 . WL RN AN

1 agree to refrain

N

s

Fd

»
]

Department Personnel
Committee Chairman

>

T ——— o

T

v T

g

(Department Head)
. . LI ]
o ‘ .

e e
.

PR 17
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(Deao\if appropriate)

Tk

P

v.///

3

(Vice President) -~




E

Q

RIC

IR A FuiiText Provided by ERIC

‘.

n

Uk

<

-

1II. PERSONNEI OFFICE
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- A copy.of the approved application for waiver of tuition hasiQEen tqpluded in
4 . ;

. ’ ) . . - . A
the employee's personnel record. » .
. ) . o Y
‘ ¢ w a e
Date: s
n.' L\ - (Personnel Director) K
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- ¢ ! ¢ ‘ e v
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Present an-approved copy of this form to
the time of registration, ‘
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Merit l‘ncrcascg

iy ~

) The State of Virglnia classif’ied employees system provides 4 to 7 steps within each pay - ° oL -
scale depending on thHe particular specialty., employee normally begins his service on the | '
, ﬂr‘\s}lw\j:zl step of the scale applying to his spep ty. The employee-will increase one step on the
-\ ‘ pay scale upon completion of six months mf Zervice dand annually thereafter, until the top stép
’ is attained. Advancement, of course, is adependent upon meritorious service.
The employee's supervisor will receive two copies of the Service Rating Form (P-9)
. - from the Personngl Director prior to the employee's completxon of each year's service. 1If the
supervisor approves of the increase, he will sign the form- indicating approval and return QE
. LA copy to the Personnel Director. The. Personnel Director will have the President sign all copies '
i . of the Form P-3 when they are pr‘epar‘eg and forward them to the Director of Personnel in
the Governor's Office, as required. ' . ’,
1f the supervisor\does not recommehd 'he employee for‘ an increase, he will indicate the
- fe . peason for. disapprovimg. on thetback of the fHrm=%Dwme copy: of thz gompleted fosm will be -
forwarded to the Personnel Director who.will brin it to the attention of the Vice President for .
Business and Finance. After recglving the concuryence of the Vice President for Business and
Finance, the Personnel Dlr'cctorwill have the sup‘er‘visor‘ COunsel the employee as to why the
increase was not approvcd at that time. When the)supervisor considers that the employee 5 | e
performance has improved sufficiently to justify tlz)e increase (30, 60, or 90 days observation .
period), he will request from the Personnel Director two copies of the service rating form.
Disposition of Lhcse topies is as cited above, *
The supervisor will include comments on the nekt annual service rating that the employee
received couneelmg and indicate what performance reaction was obtained. ,

&
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. Service Ratings ' : SR . /“
o A service rating will be submitted annually on all classified employees.- The.Borm P-9 wi‘l/

*+  be used as the document-to record the rating. - The college Personnel. Office will send such forfng* Y
i to the appropriate 5upervisors in May of each year. ' - )

The rating will be given by theimmediate supervisor. The endorser, the tnéiv(dual wh'g rates’
the immediate supervisor, will sign the form in the space provided indicating concurrence. AF the
endorsei‘dogs not concur, the difference is to be resolved. between the supervisor and the eridorser.

An honest rating (appraisal) of the employee is absolutely required.  Supervisors ‘must be
fair to the employee and the State. The“listing of descriptive sentences relating to the various
elements of an employee’s performance being ‘rated should be used to guide these ratinds. . o

, | Whenever an increase is requested fdr a person whose most récent service rating indludes any’

, -+ appraisals of "Poor" or more than two appraisdls of "Fair”, an explanatory nBte should aécompany
the request, A merit increase does not automatically go into effect upon merit date, as the increase’

. is.not giwven for. length of service atone, = = - ‘. PN I ce e oo <

9
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Rating and Endorsing Officials - ] .

& . . A
] - . g
_ENDORSER = &, RATED BY ’ ‘ EK/\{DL.OYEE
e — H N , . i ] . . [
L President Secretary to the President
b w ) o informatiomiQOfficer ]
R "’ ’ president's. Home Maid
' “President . Assistant to the President ' Secretary to the Assistant to the President
X\,\ o S Director of Information o : : 2 s .
EAE ~ ard Publications Secretary to the Director of Information
.t * . . t
T . S & Publications o
. . ; K | ‘ . ‘ Information Technician o,
e _ . Information Officer ' N
/ . . 3 >
, . Director of Development Secretary to Director of Development
. &W . and Alumni A'rfairs & Alumni Affairs ' v
. Vice Ppesi‘der%‘; for - Secretary t§ the Vice President
Academic Affairs L
- . Vice President for Student  Secretary to the vice President m
’ ‘' Affairs ' ‘ )
’ /! - Vice President for Business Secrefary to.the Vice Prestdent ..
’ and Finance Chief of Security/ . . .
. jov ‘ “Director of Auxiljary Enterprises . A
L , ~ Director of Phy ical Plant g -
! R Directér of the /Budget b
) ' ' - Directgr of Pefrsonnel ’ . e
) ) Direkttor of Purchasing -
' ‘ : Manager of Printing [
Manager of Data Processing ) & -
M Chief Clerk, Post Office oo ]
' o ' o - . ) . Locksmith " - o
e - e N\ Treasurer : ‘ L
. Vice President for Director of Auxiliary Secretary to the Director . .
. . «Business & Finance " Enterprises - ‘Director of Residential Facilities - R

' : . Bookstore Manager ' f .

Laundry Manager. '
Food Service Director S
‘Recreation 'Dl’ rector ’ :




Director of Physical Plant '

R

N Treasurer

' ’ ., Dt rectorr’of, Pe! rsonnel

: Director of Purchasing

- ‘ ' - ! Mangger of Printing

. 'Chief Clerk, Post Office
Chief of Security .
Budgét Director ~

irector of Instltuttonal
4 Research
» D
' Dean, $chool of Arts |
and Sciences ’

Vib_e President for -
Academic Affairs

‘Dean, 'S'cpqol“oﬁ Education
o ‘ . . o Dean, School of Applied

,  Arts and Sgiences

v

Deans Departmental Chairmen

Vice President for . ‘ ‘Dean, School of Graduate

‘Academic Affairs . Gtudiess o
R . . 'Registrar - ., ,

Director of the Library

' . s
'

y Director of Audio Visyal

Vice President f‘jor;

¢ _ Director of Admissions
. ., Student Affairs gt . B .
i : . Dean of Students

. : ‘ Director of Placement

T Staff Physician -+ *

" Al ! 0

- Sécrel:ary to the Director ) e

‘Purchasing Staff, o
Printing Staff o ’ |
Post Office Staff R ) :
© Security Staff . #e

‘ _ ‘ ) \gAanaqqr of Data Processing

Director of Financial’ Aid

+ Nurses

R 'f'v , - Director of Student Union -,

Foremen

Storekeeper S
Switchboard Operator ' L
Treasurer's S{aff

Personnel Staff

Secretary to the Director

Data Processing Staff, N

Secretary to the Directorof, . .
lnstltutional Research , :

’Secretary to the Dean = = .

Secretaries to Multiple Deoartments ! .

Secretary to the Dean
Secretaries to yltiple Departments

' Secreta to thé Dean
Secretaf fes to Multrple Departments
#

Secretiaries to lndividua,l Departments

v LI

Secretary to the Dean’

-

Secretaries to thé Registrar. o

4 el
Librdrian Assistants
Secretaries to the Library
Audio VisQal/Staff*

v .
Secrétaries to the Director
.Secretarie_s to the Dean o .
Secretariés to the Qirector

Secretaries to the Director

Health Center Secretary
Secretary‘ to the Director
Prograrn Advisors
Student Union Staff .-




oo ¢ o . Residence Staffing = - , : -

’ = o . o Coor'dinag:qr: . ¢ L Coilege Hostesses
o « 3 .
T Director. of Physical Plant’ . Crew Foremén s Cr‘eWmen '
~ o Power Plant Superintendent Power. Plant Super'visor's
, . .
' o o . : . Stable Manager ' * . Stable Workers 7
Director of Atixiltary Enterprises  Bookstore Manéger* : Bookstor‘e Staff -
o T Laundry Manager . . * Laundry Staff .
Lo R L .- Directorof Residential . _ o
o " : - : Facilities_ . Supervisors - )
e S . L Food Service Director - lnstitutional Dict{tion -
L e B e e N Reéreation Birector -+ Diétany SupefUisofs -ttt
; . . . N o Storekeeper Supervisor

. - . ' o Recreation Staff

Director of Food Service ' Dietary Supervisors Food Service Aides, o
¢ Cooks and Bakers

e Director of Regidential Facilities. SupeNisors ’ ' Custodians

How To Evaluate Employees - . : ' . S ’. "

v
3 . \

On the score sheet in the first column, thera are six elements as. follows: "Habits of Work;, "

"Quality of Work," "Amourit of Work, " "Cooper'atlon," "Intelligénce " and “Initiative." e
E After each ¢Icment are-five adJectives-—"Poor " "Fair," "Good,’ i "ery Good" and "Excdllent. "
It {s of the highest importance to check after ea ment that, Gne adjc;ct\ve which most near‘ly
describes the work of the employee to be scored.
S In order that this checking may be very car‘efully done, 93‘3 scorer is asked to obser've the
. following:

Below, each elemcnt is set up, and following each elemgnt are five groups of expnessions
Befare checking any one elément, study carefully all five groups. Select that group which mOSt
nearly describes the work of the employee and then on the Sscore sheet check accor'dmg to .
directions. : U
. Sometimes it may appcar‘ that one or two expressions in one group and some g jpr‘/ssion
‘“’ in arother group seem to fit the employee. It is essential, however that one group be selected
. " as more,nearly describing the type of work and the score shebt be checkcd accordingly.
. The ernployee % to be scored with direct reference to his job. Descriptive. expressions are
therefore to be interpreted in relation to the job or work done. Wheéther thé employee be a clerk,
stenographer, technician, or supcr‘visor it {s thought to be more practicable at’ this time to vary
the interpretation of the dcscriptive expressions to fit lhe particular work than greatly to enlarge
the descriptions. . .

* = Habits Of Work. - : T . .

) If the employee to be graded may be déscribed bMipg:

Frequeontly late in getting started to work. : { g’ . "" IR ‘ : _ '
. Appears ihdifferent to his'work and responsibilities. |} ‘ : S .
- Wastes time in visiting and talking. ' ’ S . _
. 4 N ,‘, ' o e .
e i \k‘f‘“‘.;’ ey

-
el

Takes too much time with outside matters. ;f
Scekg easy or avoids difficult tasks. i
Is not industrious and does not concentrate on f«or 2

Y
. / . ! ’ Check "POOR"
If described by the f’ollowing. . ' ’
Usually regular in getting started to work. . ‘
\ Shows: interest in work and some appreciation of r'esponmbilittes. \ .
. Attempts assigned tasks willingly. e . \ .
7 . Does not loiter around the office or otherwise waste time. o \ . -
’ . Shows evidence of some industry and deterfnination. . o \ o
Gives r"e,asonableopr'oof" of capacity to improve in-habits of work.
L ‘ - : ‘ : Check "FAIR"  ©
. . : . . - =

> . - . K . ‘
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, ‘/ {
. R £ descr\ibed by the following’ o ‘ P
Prompt in getting started to work. ' :
_ Shows appreciation of the job and its responsibilities.' 9 ’ )
b _ ' Performs, assigned tasks in acceptable manner. . e :
’ Is pr*imar*ily industrious and only occasiohally and {ncidentally seems to waste time.
Is—reasonably, steady worker and keeps work up to date. . t )
" Performs work with tolerable speed. . 4 ? ] ’ .
. . v e i
cees _ o Check "GOOD"
L e \m; .+ If desciijpped byq tbepfollowmg KUETEE IR ra - - Ve - - PR
) Is diligent in beginning ms work and in its perfopmance. » . ‘ ' .
' . Completes readily the tasks assigned. ' ' )
Work done with, reasonabte speed. . ' ' : : -
‘ Applies self'to job with industry and in such manner as to raise no question about :
waste. of time. a
Not only kegps abreast of the work a551gncd, but shows willingnegs and capacity to
“ . make contribution to other work in the oﬁﬁce. ' ' ¢

w .
e . [

Check "VERY GooD"

If described by the following: ’ : -
v Is a most'diligent worker. S, i

Excels in the amount of w,,ork turned out and in the type af work done. .
" Demonstrates those habits of work which would make the highest contribution to of’ﬁce o

- performance.
tHandles office or.field work with highest facility. . v i

.
"

Check "EXCELLENT"

Quality Of Work

. If described by the t"ollowing : C o,
- Work of low grade, ‘inaccurate and untidy.
Work not dcpcndable
Work slow and characu ri/cd by mistakes.
Little avidence of thoughts and care.
Not much evidence of skills required in job.

- Check "POOR"
= If*described I)y the following? ' . ’
Shows tolerable speed w»th only a few mistakes. . - - N
© Work jindicates some degree of care and.thought. ‘
Work is of a kind that ¢can usually be, depended upon.
Shows some knowledge of required skillst:”

- N Al -
. . ) e ILT , B ;
b N A ~ - - v
" ’ By
s i - M “.

lf‘ descmbed by the f‘ollowmg
: Has rcasonable skill in opcr‘ahon of required work. 2
Work shows good spced with only occasional m‘istakes
- ' Work commonly efficient. , '
Work shows evidence of understanding instruct\ons and of .conforming to them. R
As a rule, work can be dependad upon to be painstaking and accurate )

»

’ ’ Check "GOOD"

If described by the following:
Work.is skillful and shows real cvidence of care and thought.
Different tasks assigned corhpletcd readily and results dependable

-
- . .

Q C , . 21
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v . Difficult tabulation analysis of reports and similar work well and accurately done

Work conforms to high standards.,
All types’of work thorough and dependable.

. S o _Check "VERY GOOD"

—

®

! - N - .
Y N B ' <

) If descrlbed by the followlng . ,
' Work ghows exceptional throughness ‘and accuracy. .

Complicated tabulation’ and eomplfatloﬂ datailed analyéis

i and similar respon51bllities assumed wlth confldence an

of special and technical reports
d always do% in a dependable

e o e mannér, *
° Type of work not only conforms to office standards but shows evidence of rnaklng ceal
o *" contribution to improvement of such standards.
s Results of tasks undertaken with only general supervision highly satisfactory.

Check "EXCE LLENT"
- v o , ‘ . ]

* Amount Of Work ‘

If described by the following: .

L.ittle or no ability to follow a plan of work outlined. N
- Rarely cornpletes assigned tasks. G« .
! ‘. ‘ Frequent repetition of work necessitated by mlstakes.
Shows no facility to do a job specifically assigned. ]
Makes no contribution to actual flow of work in the office, ) ‘
[ . .

o ‘ . ' . N C : . Check "POOR"

6 .

If described by the following: ‘ . N

Assigned tasks usually cornpleted / o ) : .
. Shows ability to follow designatéd plan.
- Does not hamper normal flow pf weork through the offide. P

0

Can, understand directions and do well relatively simple tasks..
Work not retarded by lack of facility in procedures or .adaptation to’new methods.
Amount of work not serlousfy handicapped by repcut\on recopylng , etc. , necessitated

. . . by errors. . .

-

.+ Check "FAIR"

' . .
W . hl

If described by the following: - ) _ T
) Ability to plan simple-work. ‘ '
,Assigned work reasonably well done. §
. ’ Makes some contrlbutton to the actual flow of ‘work through the office.

' Cornpletes ignment in reasonable titme.
Follows plan outllned for office work in such way as to ciuse no holdup or delay

2

AN : 3 ..
Lo : D;’c“""‘m K - " ¢

Y . .\1‘(@' ) e, ‘)y, s “1
1f Zjescrlbed’ by the following:

K , : All assigned work well and promptly done.
% Expe;iltlous in taskg assigned. : T
Makes real contrfbution to the general flow of worl< ’ . ‘ o

Able to suggest how to secure quick and satisfactory r

. Shows capacity to complete own tasks and to glve reala

Yoy related jobs. 9 N

Check "GGJOD"

ulks.
lstance in the performance of

<
N .
%

' < Check "VERY GOOD"

Ty n .
K} . =

If described by the following: K -,
Unusual ability to plan work in such way as to lnvite theé largest accomplishment.
. Work done in unusually expeditious manner.- . e v e

<
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. Makes real and evident contribution to the general flow of work. ’ ‘ :
. i Set example for the amount of work *which can be accomplished with speed -and accuracy.

x" . L ' -, . «. .
T “ - T / - Check "EXCELLENT"' ' "

- ¢ If described by the following: ¢ _ 4
. [

4 ,
. Is ln;iiﬁ‘er*ent to oFFlce req rements. . - . "Q"\@' T P e S
4

‘g

. . - - Lacks interest in hlS own ks or those of others.
' Seems to be unable to get ofi With oth(;zr‘s.

Gives evkdence oﬁ‘{finsubordmatlon. _ ! e ,

Cooperation !}{% S o » ‘ : B

@, Lacks tagt. 4 £y Co o /.

Is inclindg to grumble, V‘%, : . .
& e

’ . ‘ . , Check "POOR" §y
‘ o

29%

- » . . .

1f-described by the following: @ ;

Shows sorme dpgree of re ponsibleness. %
Makes an eﬁ’oxt to adjust himgelf to office organi ation, . )
Tries to work®in harmony with others. : .
Is rejisonably obedient to the rules and regulations for the office. ) ’
' Shows evidencé of tack and consideration for others. ¢ I ’
“ ) . Q ' [ i} ‘ '
: . . Chedl "FAIR" . -
o e B A ,, -
i . If described by the f’ollowmg Y . . s
' Follows acceptably wetl rules and regulatlons laid down for the office.
o Recognizes authority over him.
works acceptably well with others as a member of a team.
Shows some consciousness.of individual r*esponsibﬂlty and group r‘*esponmbﬂity%,h
Does not repel others by lack of tact. ’
¥ : ~ Makes some contribution tsg) csprit de~corps of the ofﬁce. %"m . .
' B v ' ) ; . Check "GOOD"

¢

>,

o

.
o v * If described by the follbwing: ,
i Is fully conscious of res pon51b1hty to higher authorities.
SwWorks well in the office as a member of an active,and intelligent team, .
Shows“tack and consideration for others. - - _ 4 . .
/- Can be depended upon to carry his part of the\?goad. » ‘

R W ' Is a reliable factor in office procedure.
Y Exhibits always a keen interest th the welfare of the office as a whole, .

%

.

(L T : Y ' Check "VERY GOOD" _
T

“ Y
-

o lf described by‘the fo!}oWing

=&

57
R

' * Shows keen appreciation,of the relation of the ofﬂce ‘force to thé agency and to the State, RGN
Presents a fine example of cooperative service. u

N

) Gives evidence of real leadership. g . .

.

v E Check "EXCELLENT" ©

‘Intelligence , o o
Ca . . R

If- described by the following:
Appears to be dull and confused, v o : ’ "
Does rot seem to grasp the meaning of instructions or dlrections. SR . .
Shows little ability to learn new work, ‘ YL
¥ : ) . !
. Shows slow mental reaction to any office procedure. .
. Easily ratUed and unstable in thmkmg. -

N 3 : 0

. Check "POOR"

»

Is deeply con51cious of the uréi’lty of the office force.- = ) . & a




/

1r descrtbed by the fol}0wtng o
Seems to under;étand lpstrugﬂéns reasonably well.
Shows sbm&ablltty tn/lean{n new work,
‘Reacts well to sim/ple di

J 4

\ . T =AY S Check "FAIR"™
. p ’ ’ . e I wl =Y v mem) o e o ua o -

*fasks without constant supervision.
Can grasp the signifitance of’/g_ratements facts on figyres presented. « -
General mental reactions give evidence of average a ility to think,
On data presented which is not parttcularly advance or complicated, can réach safe
conclusions. :

“
i

Check "GOOD"

If described by the following: : o » -
Is mentally alert, o ‘ :
Has keen comprehenston ot’ propogitions presgnted.
Can grasp the significance of statements, fagts or flgures presented,

Can undertake.important work without supe vision.
Is quick and sure in the master*y of new tagks. ‘
Qutckly and readily mee%:s new condtﬁtons and forms comcl(:slor!s on the spot. " .

@

Check "VERY GOOD"

If described by the following: 4
Gives evidence of an unusually keen mind,
Process of }Dtnkmg andworking shaws fine powers of analysis.
Can meet emergencies with confidg¢nce.

Unusually capable of" concludlng at once in excep{:tonal condtttons~what ought to be done -

and how.to handle it, N
Can grasp with rare facility the duttes, progr*ams and: requtr‘cments of of’ﬁce or field. .
Exhtbus ﬂne quahties of control and supervision. : ’

. ., v

* Check "EXCELLENTY ~

Initiative

¥
If described by the f’ollowlng.

Shows little or po capacity for independent actton. T
Has to,be told repeatedly what to-do and how to do it. :
Appardéntly cannot pgrform simple tasks without specific dtr*ecttons.
Appe§rs to lat:k the capactty for tndependent thtnktng.

W

+ . v

'Gheck "POOR".

..
|

If descr‘lbed by the followtng ' . s

In simple tasks gives evidence of thinktng things out for himself.

Shows modqmabﬂtty to originate. .

Occasionalily swygests improvernents in simple office or fleld procedure. .
Has capacity for proper procedure after recetvlng simple, direct tnstmi/ndns.
Shows some degree of inventiveness. e

v

i 4 "Check "FAIR"
. If described by the. fo\lowlng- ,
Sometimes suggests new office or ﬁeld procedur‘es.
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Al . N
.

.- W
. g a
. . . " .
. .

o Qoes not appear to be lost at a departure from routine. v
kE Can adapt work reasonably well through perlods ‘of stregs:® - VR
- ° . Givena general outline of* instructions,dts able to ﬁll in acceptable details, b » .
P ., ,V' X . . w 1’ ) } 3 . )
u . oy ' Gheck "GOOD"
. - * ' toT L ‘ - . 4 . .. 1
Bl if. described by the following; S . " LT _
’ . Has ability of quick adaptatlor\ to changed conditlons. A e o

improved methods of work.
: °, ~ Erom mere outline, can accurately fill in details and deveJOP
o Shows real’imagination which does not run w;ld but keeps within oun

<

) . . can suggest fiew and
,pr'oce.dur'es and functions.

ds’ of practlcal and

' N . - improved performance.
1 o 1s inveéntive eriqugh to take new work and new procedures and adjust to, r'egular‘ ofﬁce or
L.t )field performance. ‘ . . -
) -, . L ... . check"VERY GooDY
- . ~ * K : ) :,. @ - .,' )
/ y- lf‘ descr‘tbed by the following:" N . S e : v '
. « - Shows fine capacity to readjust ‘work and procedures to meet emergenctes. ‘
R Can wisely and adequately revise practices to rruaet new situatxons. : ’
’ . T ' Has abilityto orgamze with éxc.e;ftlonal ‘skill_ new operations and perfor‘m new Functions. -
e . Givas evidence of high inventiveness; and origindl thought. Y
mes of storm and stress. e : i

e Always knows what to-do in ti
' : ‘ , 7. Check "EXCELLENT"




’ g
. e
g " '
)
- . N , - N i :
‘v . » - P P i
. , ’ = , . . ’ .
- - - -. - bl
6.0. Forii P-9 (Rev. 12-10) oo . ' S/ o =
(Sppbmit one copy of - - ’ ’ ’
tHis torf o the ' T : . COMMONWEALTH OF VIRGINIA
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CHECK APPLICABLE ADJECTIVE UNDER EAC?‘]‘Ei\MENT

HABITS OF w'_SFK—WT—mBi}_Jx—T OF, WORK QUALITH QF WORK. | COOPERATION NLIGENCE STINITIATIVE
| PooR 0[]l poor. + @ [J}.POOR = o[]|{Poor,  o[]]roor \i o[J|roor - 0[]
' . v ¥ 5] s — T . 1
FAIR 2]l FAR 2 []{ FAIR 2 []| FARR 2 [ ]| FaIR | \N;] FAIR 2 [}
P - T - i \ P
GOOD - 3 []| coop 3 []| goop 3[j.c000,.", -3[]Jjcoo0 | 3 [} coop 3 (1)
VERY 600D 4 []; VERY Gooo 4 []| vERv:Goop 4 [ )| VERY 600D 4 [7]| vERY 600D 4 [] \Q{IRY 6005 4 [T [s:
Exc?LLENT 6 [___] EXCELLENT 6-[ ]| ExceLLENT ¢ []| excELLENT 6 [[]| EXCELLENT 6 Oa EX\\LLENT 6 -
- W'os '"his rating dnscusscd with the employte? . Yes D No D o . L T ‘ s
< i - 8 DA o " . /’ \ \ \ '
. "’ . . - h ) o (. Jl: . ' ) Jt;
3 Roted By . . . P ‘ . i '
S — o N NAME . CLASS TITLE
R . 6 : k - .
4 A ’ d . * . . v >
\pprovec.. . .. ..z NAME - - _CLAss TITLE i )
e , :

’,,, ' & BEFORE RAT] G THlS EMPLOYEE BE SURE THAT YOU UHDERSTAND THE ELEW
o IF CITHER *POON' ('R "EXCELLENT IS CHECKEP IN THREE QR I

ORE ELEMERT

ENTS AS EXPLAINED IN THE PRIHTED INS I'PUCTIONS
S, OH THE OTHER SIDE OF THIS REPORT DESCR!BE THE

. ‘BASIS FOR THE EXCEPTIGHAL RATING. o ) .
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A . ® 7 . -
v . - { .
a < . 7 ‘. MRS ! & w -
- ¢
A"Lel dlscussnlg dervice rating with. employee employee should *1ndlcate
thls actlon by lnltlallng beside block checked yes.
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R 1 . .
v - (“i

Counseling y . X . ' ‘ . e
- . _ ) v p
: Every employee has the right to know whether they are performing their jobs in the manner,
S desired by their supervisor. The supervisor'should fulfill his responsibility in this area throudh
counseling sessions. These can take the form of informal or formal sessions and scheduled or
. unscheduled sessions. Examples of these are: . ’

1. Informal and unschedyled ~ this would be an on the spot
. constructive criticism of the employee's work. -
v - 2, Formal and scheduled ~ these counseling sessions would. normally be as required;
’ '  however, there are specific times when the Supebvisor must formally. counsel his.
employees such %s;,, oo . o e )
(a) ;When the erpployee's work {s continuously below the standards established by
- the supervisor. - | ° C o . o
' . (b) Sixty days prior to the daté onwhich the employée is to receive the annual -
. ' merit increase if the employge's service as of that date has not been meritorious. .
. The supervisor will inform the emptoyee at that counseling session of the
. deficiencies nated. The ernployee will also_be informed that a follow-up session *
will be held thirty days later. The final decision as to whether the employee
: : receives the merit increase will be made after this sixty day re-evaluation period.
» . -~ -(c) Wheh the annual service rating is prepared for any employee, he will be shewn
R : ‘ /~ the service ratjng. verbal amplification of the deficiencies noted shg’u-ld be made
at this session. d . . '

[ . ; 1 .. .
In all instances of a formal counseling session a written memora

made. *Copies of the memorandum will be distributed as follows:
. . - < - °

- 1. . One copy to employge *

,2. -One copy. to Personnél Director (to be
3, One copy to Supervisor ' . S

>

i . e
, daily compliment or \»\-

A}

ndum for the record will be
ihcluded in employeé's. pérsonne'l file)

‘ +

Secretarial Workloads : B ‘
3 . — * ¢ o
- : " RBecognizing that no individual office is staffed to handle peak work loads and to insure the
- A most effective utilization of the secr‘etar*ial"staf‘t’,‘it is S’\Blggested that Administrative Staff Heags
. ) ‘and Department CGhairmen notify the Personnel Director, by telephone, when they require )
additionalytemporary secretarial assistance. -The Personh'ql Department will canvass various
: . areas to locate sechetaries who can volunteer their services.
” -and-work: schedules®will insure a more effective response. L . "5
“ ® : . f . .

pNs N P " .,

" Office Etiquette | . ) . :

Maximum notice of reguirements

N o C Secrfétar*ies \(J'ill' not quoke while on duty within an office. Thereé are no explicit restrictions

\ .concerning codes:of dress; however, ‘secretaries are expected to dress in a manner appropriate ._

: to their office. |

£l

¢ -

. ‘ ) . g . N N
Outside Employment ‘o . ‘ ’ .. : BRI

M
An employ
during the designated working hours.

ee shall not.engage with any ouisidq employment, private, business or professional

An employee may engage with outaide employment during ‘
non-working hours to an extent not to affect the usefulness as an employee of the Commonwealth,

“An ernployeen who chooses'to engage. in such outside employment, business or profesgsional’, shall
notify the President, who is required to notify the Director of Personnel in the Goyvernor's Office
of the nature and extent’ of the employment. This nbtification process will be transmitted through

all supervisory levels, o

i

'Gay‘nishment . S L C

* . ’

Employees who fail to pay their bills or taxes:“may have their‘b.pay subjected to garnish;‘nent or

[ levy. Where there is but one garnishment, or where such.actions occurred infrequently over a
period of time, and the employee’actéd in good faith toward his employer and his creditors, no
. action of a disciplinary nature will be taken against the employee. The employee can be colinseled
» . on how to avoid future garnishment and, upon request, assistance may be given to arrive ata .,
S : suitable payment plan between employee and creditor. R S ‘
. . . N SR . . N

Ly

¢

g




Where an emmployee has several garnlshments and involves his employer, through lies or
other means, in an effort to avoid payment of lawful debts he may be subject ta dismissal,

.

-

° ,Conﬂlct of Interest Law IR i o P e

The followlng is quoted from Chapter 22 Code of' Virginia, for the lnf"ormatlon and guldance

[ ‘ of all employees. S
- ‘ Sectlon 2.1-349 - o : ' '
' "(a) No officer or employ?ény governmental agency shall~ BRI
., PO ~ (1) Be a contractor.gr subcontractor with.the governmental agency of' which, he is aﬂ

officer or employee, other_than in his contract of employment, or have a mater‘lal
financial interest in any contract or subcontract with the governmental agency of
R ' whlch he ls an officer, or employee, and the fact that any such contract or subcontract
is let after competitive bidding or by negotiation shall be irrelevant, or
(2) Be a contractor or subcontractor with any governmental agéncy other than the

s governmental agency of which he is an officer or employee or have a matenial : .

financial interest in any contract,or subcontract W\th any- governmental agency '
o * ' other than the govegfrmental agency of which he: is an officer or employee, unless P ' : ,
full written disclosure of the interest of such.officer or’ employee be made in advance, ' . W

. both to the governmental party of which he is an officer or employee and to the )
governmental agency with whlch such contract or subcontract is propOsed to be made, oo
and either (l) such contract be'let gﬁ:er competntlve bidding, or (11) such contract be e
for property or services which, i the judgement of‘ the governing.body or
administrative head of the governmerftal agency, riade in writing and as a rrtatter of .

- public record, in the publlc interest should not be acqulred through competitive .’
. o biddlng, or S
‘ (3) Be a purchaser at any sale made by him ln his or‘f‘iclal capaclty or by the governmental -
agency of which he is an officer or employee, except in respect tofthe sale of goods
or services when provlded as public utlhtles or offered to the genera‘l publlc . et
" on a uniform price schedule; or ! ‘

(4) Solicit Bc accept money or other thing of value in addltlon ‘to compensatlon expenses

or other remuneration pald him by the governmental agency of which he is ary officer
- gr emploYee for services performed within the scope of his official duties. )
() The provisions of paragraphs (1) and (2) of subsectlon (a) of this section shall not be ‘

. ~applicable: “
. 3 “(1)- To the sg , lease or eo<change of real property between an officer or employee and

a governmental agency provided the of’ﬁcer or employee doed not participate in any
way as such officer or employee in such sale, lease or exchange, and this fact is set
forth as a matter of public record by the governing body of suchf governmental
ggency or by the administrative head thereof; or
"(2) To the publication of official rotices; or -

(3) To officers or employees whose sole interest in a contract or subcontract with the
governmental agency is by reason of employment by the contracting firm, partnership’
or other business, unless stch. officer or employee participates or has authority to
participate, in th_e procurement or the letting of such centract, in which event the
provisions of such paragraphs shal lbe appllcable or

- -

' Section 2.1-351 o . - ' . -

"No officerdor employe.e of any governmental ency or advlsory agency shall- : ' .
(a) Offer or accept money or anything of valuerfor or*in consideration ‘of obtaining an *
' appo{ntment nromotlon or privilege wnth any go\(ernmental agency or with any advlsory
. agencyj;or - . \
(b) Disclose to any person not entitled thereto, inf‘ormation gained by virtue of his office or
- 'employment nor otherwise use such information for his personal gain'or benefit;’or
(c) Accept any gift, favor or service that might reasonably tend to lnﬂuence him in the

2

* 4

g diacharge of his dutles. (1970, c.463. " -
~ Grievance Procedure ) . J .
» ’Objectlve:_
) To af’ﬁorcl an immediate. and fair method for the resolution o dl‘sputes which may arise between

an agency and its employees. ~ ' \ !
|

e, . |




1

L Lo application, meaning or interpretation of persénnel: pélicies or progedures as they affect the
- work activity of such employee or employees. Any‘co'n'di,tlon of emp’te\ment accepted by the
employee at the time of employment or subsequent thereto shall not be grievable. All appeals - S
rgsulting from employee removal or demotion will, be adcntnistered‘lunder' Rule 11.3.1 of the
" Rules for the Administration of the Virginia Personnel Act. . . ‘
- Am‘er‘pployee filing a grievance shall have at every step the right to present witnesses and
- evidence to support his grievance with Fomplete freedom from repnisals . This procedure does not
 confer the right upon anyone to make slanderous or libelous statéments.-

2 _ * When the question of grievablility cannot be satisfactorlly.i'-es’olved at sl";e college level, the
B / ‘employee may make a request, and th college will forward such request, for a ruling of
e grievability from the State Director o Personnel, who shall respond within. five days.
. /s . . . . B

i o First Step: . |

An employee who has a grievance shall discuss the problem dlrect-ly with his immediate
supervisor/and the grievance need not be reduced to writing until this step has baen

o ) completed . \ 4
AR ' ‘ Y .
’ . Second Step:/ . ' ¢ o o,
: . . If the gf/*ievance is not resolved w'ithinitén (1Q) full working days after the hrst step mee'tihg!

the gntevant may reduce his grievance to writing on a Grievance Form obtainable from the °

apprgpriate departmental office. The fully completed Grievance Form shall be delivered by _
the grievant to his immediate ‘supervisor. The immediate supervisor and the next level of
supervision shall meet with the grievant within two (2) full working days of receipt of the ’
‘ Grievance Formh. The grievant may have a representative of his choice present at this meeting.
A S/ " A written reply by supervision shall be made to the grievance within three (3) full working days .
following the meeting, ; !

. « ]
o 0 - .

Third Step: « . ' . . v .
) . T . : ) o ) ' .
« . If the supervisor's reply from the second step meeting is not acceptable to the grievant, he-

may request, in writing, a meeting within two (2) full working days with the next appropriate
level of supervision. Supervision shall meet With the grievant within five (6) full working days
. of the grievant's request and Se})ly in'writing, to the grievance within three (3) full warking
\ days following the third step meeting. The girievant may have an employee of his choice présent
at this meeting. . b ] N

Note: Radford College may, however, at its option choose a panel to hear the grievance {n
accordance with the provisions of the fourth step of this procedure. -

-
-

" Fourth Step: : ‘ " T

] - .
. If the supervisor's reply from the third meeting is not acceptable to the grievant, he may

submit the grievance to the fourth step panel hedring. The request for- a fourth step panel
- hearing shall be indicated by the employee on an additional form obtainable at the Personnel
office. Request for panel hearing must be received by supervision within seven @) full
working days of the receipt of the third reply. : ] -
A panel shall ‘be selected in the following mamners: i -
An employee request for a fourth step hearing shall be sent to supervision as outlined
‘above. ' . . : . 4 .
R : Supervision shall then subrhit the request with a copy of the grievance form to the President
o - withing five (8) full working days of receipt. A panel shall be chosen to hear the grievance at -
the fourth step and members shall be selected from among Ragdford College's administrative
staff, its operational staff and non-management employees. No person {nvolved in an earlier
phase of the particular grievance may serve on the panel. . B o
The President shall supply within seven (7) full working days to supervision for trangmissj'on.,_ R
to each party the names of the ten (10) prospective ptinel members to hear the ghievapce'.

- . . - . .
' ‘ 4 ‘ - S0 n\‘
’ X 28 . . : .
~ . ’ :. N
3 . : . . &
- Q . o . ol ' 45 _ . - .
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. L A ™ . 17""’v 5 ) Af
The' panel shall be domposed of’~thre\e\(3-) or five (§) members and shall ba-chosen in the - C “"/

following manner: One (1) or two (2) members shall be selected by the President and \ -

~ one (1) or two (2) members by the grievant, The members chosen in'this manner shall

. choose the final pangl member, o L
The panet has the mfsponsibﬂtty to interpret the application of appropriate agency policies B

. and procedures in the case. 1t does not have the prerogative to formutateior to change policies

or procedures. The panel shall then select its fPanel Chairman, set the time for the hearing '
which -shall be held soon as practical, but no more than ten (10) full working days after the .
panel ‘has been sele ted and netify the employee. The grievant may have present at this meeting
representative or legal counsel at his own ex‘pense. Copies of the grievance form shall-be
sent by the supervisjion to the panel members. ' : a - s
Should the grievant find the eh;ire list of ten unacceptable, -he ' may select.one (or two of a ~
five-member panel)/State employee from the State service at large. The president will
select one (or two) mermber from the list, The members thys selected shall choose the final
member from the st * " ' S

The conduct of the hearjhg shall be as follows: C . VA

a. The panel shall degfermine the propriety of attendance at the,'hearl;g\oﬁperf?éns’not having.a

. direct interest jA the hearing. . A - SRR T

b. ‘The panel ma; af the beginning of the hearing ask for stnge_ments clarifying the issues involved..

¢, Exhibits, whén offered by the grievant or the agency, pﬁay be received {n evidence by the panel,
" and-when sd received, shall be marked and made p}r)!Of the record., . g v

d. The partigs shall prnggduce such additjohal evtdedge s the Panel may deem ‘necessary to an .
ding and de ~er~mtn;;}6n of the dispute. Thée panel shall be the jlidge of relevancy and

materiflity of the evidence fered. All evidence<shall be taken in the presence of the Panel
and of the parties. ' . , . Coas
e.. The/majority deciston of the panel shall be fjnal in all its determinations. ‘ . .
f. Failure to comply with a’'panel dectsion or reprisals taken as a result of a panel decisfon will -
be.grievable. B o e .
The Panel €hairman shall specifically inquire of all parties whether they have any further
proofs to offer or witnesses to be heard.Upon recelving negative replies,’the Chairmah shall
declare the hearing closed. . . . /\u/ P oL
The hearings may be reopene’d by the Paaal on its.own motion on-Gnder 'Jappllgbtio.n of a party
for good cause shoywn at-any time before the award is made.y/ A — . ‘ .
The decision shall pe filed in writing by the Panel Chairman with the F’%dgnt, not later than
fifteen (15) fulbworking days after the completion of the hearing. The decisio.rT’étall be made
{ in-the format attached to this policy. St 0 -

v

e 4,

Copies of the decision shall be transmitted to the Director of Personriel, the grievant and the
grievant's supervisor. ' ’ S , :
Nate: The parties to the grievance, By mutual agreement, the Director of Pe.r;s‘c‘mnel or the .

~ Panel Chairman, may extend any, or &1l of the time periodsestablished in this procedure. %
Failure by the employee to process a grievance within the time limits or agree upon extension . oo

shall constitute termination of the grievance. TR . .
"Nothing in this procedure is {ntended to circumscribe or modify\thle existing right of any State *
agency to do the following, provided however, that none of thgse \\r;ghts may be exercised in
an arbitrary or capricious manner; : \ .
a. direct the work of its employges; W ' Y .. L "‘ ] =
b. hire, promote, transfe‘rﬁgss_,igh and retain employees in positions within Radford College;
c. maintain the efficiency of gpvernmental operations; e ‘ .. S
d. relieve e,rhp\,oyees from duties because of lack of work or for other. legitimate reasons;
e. take actions as may be necessary to carry out the duties of the college in emergencies and
f. determine the methois, ‘means and personnel by which operations are to be carried on.
X LN .

Supervisory Instructions . e

"

-

' N o, . o - .

A prime duty of the supervisor is the prevention and reduction of emp&gyee complaints and
grievances. Equally important, of course, is the prompt and proper handlng jof such complaints
and grievances when they occur, € . T ' )

The best time to settle grievances is at the very time they are presented, and by the supervisar

,of the aggrieved employees. Problems that are left unattended or that are Qdcked upstairs" have

a way of growing larger and more difficult of solution. . - \
In order to assist in proper methods of grievance handling, we offer the following tips and °
"how to! techniques: ' ’ : ' ‘

. b
(3 |
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Set’ The Atmpspher‘e

F-irst: - Be pmoblem-solution oriented, that i{s, develop a sincere desire to settle the

problem as quickly and judiciously as possible. )
iet pla(:e where you will

Second ~ Set the stage for the‘grievance meeting. Select aqu
not be interrupted. “ -

Be prepared to listen = and listen well. The employee usually really feels His

grievance is of great importance to him.

Fourth - = Avoid confrontations an¢open conflicts - remem

. Third

1

ber you are trying to esolve

a problem.
: . 9 Fii’th - Be certain to conform to the requirments of time limits set for'th the
, . ' Grievance Procedure Policy. )
The above are related only to the conduct of your meeting with the emplo e whether' it
- "

" be a fifst, second or third step grievance. y
. . o

Ha}i/dling TRe Ghievance
-—7 4+

Gr'ievamzes are defmc in the grievance procedure as alleged viglations of policy or
applicationi of policy. The greivance may be BEAL. or it may be IMA ]

;\5 . grievance/as if ) EAL amd'set forth on a pattern: of thoughy/adr solving the
e proble S — . S
& hat is . time testdd and simple. R Read it over and

Her'e is one ap oach to problem solutio
obme expert ‘at the steps.

\«l

2 over again &nd be/

AN

How To Handle/A Problem - / . , : - o
[ . - .

' 1, GET'THE FACTS . R - -
e few the record. : ‘ .
Find out what rules and customs apply. : iy
. - “Talk with individuals concerned. : o ° : o
v Get opinidns and feelings. . . / ) ’ ) .
. " Be sure you have the whole story.” ¢ ' f
2, WEIGH AND DECIDE . ' . o
‘. Fit the {"acts together. ~ . oL ’ '
Consider their bearing on each other; ) e
What possible actions are there? ' , .
Check practices and policies. ' “ . :
Consider effect on, individual and the group. . o ' ’
) Don't ‘jump to conclugions. .
. 3. TAKE ACTION
: .Are you going to handle this your'self?
. . Do you need help in handling?
. ) ‘ Should you refer this to your Supervisor?
Watch the tlmmg of your action.
o Don't pass the bucky
4, CHECK RESULTS
' How soon will you follow up?
How ofter will you need to check? - N
. Watch for changes in output,’ attltude and r~elat1onsh1ps. :
Did your act:\on provide a solution to the problem. :

. s
‘
n, s © e _ .
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" .TIME OF ACCIDENT,

» “ o
& : :
o R
. N .

_—  AGCIDENT REPORT.

I 1

s —‘?:@

Th1sdteport should be turned in w1th1n twenty ~-four. (24) hours of any
accident. It will help the injured person receive prompt compensat1on and
bring attention to existing work hazards. Fill out and turn in to the main

. office,of your department.

\

NAME OF INJURED PARTY:

o

"t
-

o
LOCATION OF KCCIDENT:

DEPT:___
J _ DATE ACCIDENT OCCURRED
A . .

PM

WAS MEDICAL TREATHENT GIVEN?

 NAMES OF WITNESSES:

“IF SO, WHERE:

rd 4

OCCURRED:

WAS THERE LOSS OF WORK TIME INVOLVED?__YES__NO ', )
COMMENTS CONCERNING ACCIDENT, PREVENTION OF REOCCURRANCE, ETC., BY IMMEDIATE

*SUPERVISOR:

Brief DESCRIPTION OF 104 ACCIDENT
» : é D .
S , R <
DID ACCIDENT OCCUR DURING WORKING HOURS?___YES__NO \\\\\\
_UAS EMPLOYEE INSTRUCTED REGARDING HAZARDS OF JOB?._ YES_ N0 - ~

kil

o

r——

DATE: \ T

..... e s e m e n=FOR
DATE REPORT RECEIVED

PERSONNEL USE ONLYwrmn==o- f-=;°¢e~-~¢=e--~f--;<¢f

?

COMMENTS:;

TOTAL TIME LOST

Q

DATE

PERSONMEL DIRECTOR
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_members have begn developed:

¢

Training and Service Programs

~
Orientation .

. This will be a scheduled monthly meeting which all new permanent-émployees are requested -
to attend. Members of Persbnnel will present a review of pelicies,/ gulations and:employee '
benefits, Packaged handouts will provide more specific. ifformatton concenplng such areas as
retiremént, life insurance, h/;zfépitalizat'ion, grievance procedyres, leave records, equal

_Oppo_r*tunity‘poiic'ies,, etc, Appointments will be made to sé ice individual needs not met by the

orientation meeting, ‘
LS ) - L . o

Supervisor Training - ' t S RO .

Training or information sessions covering one 6r more specific topics will be cbor‘dinageﬂ,/ h
by Personnel with major department administpatofs to provide lower echelon supervisors with
instruction on upgrading present activities arid irpplementing new programs. "It will.also prbyide
for lower echelon input and "gripe" session. Individual depdrtments will be encouraged to integrate °
a portion oftheir trainirg program to increase the utility of’such sessions: ~ These 'sessions will
tnitially focus upon the Auxiliary Enterprises and Physical Plant areas, - - B ~

o

2

1

Special Employee Meetings . . ‘ .o .
4 . / .

a , PN : ' ) '

When informatian must be disseminated to a large segment of employees, programs will be
scheduled for large audiences. An example occurred during fHe implementation of the State Blue
Cross/Blue Shield Hospitalizatiori Plan which was applied. equa‘lly to all State employees i:-All
Radford employees were informed through grbﬁp»meetings.‘ - ‘

o
o T

Exit Interview : . _ .,
9 . : .
Prior to an employee's separation from Radford College, an appointment will be made with the -
Personnel Office. During that appointrnent the employee would be advised as to-availability of
continuing benefits (hospitalization,. retirement, etc,), Those retiring at sixty—-five will be
‘contacted at an earlier date and advised concerning application for Social Security and State
‘retirement benefits. The individual leaving will be requested to volunteer reasons for - /
r;gsigwattOn ang prdvide o'bsenvati-ong. concerning the working environment at Radford College.
Upon separation, an employee must return his Identification Card to the Personnel Office.
The Personnel Director will notify the Sécurity Office, who will be responsible for refnoving the
parking decal. ce RS o S ' '

Beoe o .

>
'

°

Professional Staff Pergonnel Policies vt

.

] The Professional staff members are not covered by the .Virginia Personnel Act nor by the
'AF’aculty Peirsonnel Policies. Therefore, t{\e following personnel policies for/professional staff

{ ) o 2 r K . 7’
1. Pre-employment Procedures - : ) VI ..
The tmmediate supervisor of a bro$pecﬁve professional staff (rv/cember will discuss the
qualifications that are ctonsidered to be essential for suecessful performance in the position
.. sought, . T R . '
b. - The immediate supervisor will discuss also with the candidate the criteria for the
evaluation of pérformance in the job. ! '
2. Poticies and Procedurés During Employment e
a. Annual Leave | . :
') Perso_nné\l?A 2-month appointments
(a) Annual leave is authorized as follows:-
" . 0-5years of service - 12 days per year
s+ 5-10 years of service — 16 days per year «
10+ years of service : — 18 days per year : Vet
In addition to the aforementioned leave;, professional staff members will also
be granted leave equal to the number,og Legal State holidays grantéd Virginia
. classified employees which professional staff members-are required to work.
(b) Annual leave is non-accumulative from one year to the next and must be taken
no later than August*31, following the complet'(on of fiscal year. o
(¢c) A professional staff member who resigns or is terminated during the year will
be paid for accrued days not taken only if hi,s_/her/supervisor? cannot arrange

for the leave to be taken prior to departure

Ll

“

v - °
L

Tar .
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/3‘ a. pPismissal B

(2) Personnel on nine~month appointments, .
(a) Annual leave is not authorized.’ N ‘ N
“(b) Personnel are not required to be present during periods when the college. {8 not
in°sess{bn (between quarters and ofﬂ?ial college holidays), '
b. . Sick Leave ‘ . ' .
‘(1) Fifteen (16) days of sick leave per year (1-1/4 days per month) are authorized ersonnel
on twelve~month appointments, . . ..
(@) Twelve (12) days?of sick leave per year (1~1/3 days per month) are aumorlzempé sbgne[ .
on nine~month appointments: * : ) 7 : .
(3) Six (6) days per year May be used for family illness or death (only thr‘lﬁé‘[a] consegutivé .

R days at a time), , ' ) .
(4) Sick leave may be used for maternity, leave. ) . . ’ o
(5)1/3\ doctor's certificate may be required for an absence exceeding three (3) days,
(6)" Sick leave may be accumulated, but no payment for unused sick leave will be made
«pon departure. - :
c./” Evaluation . . . -
7~ Each professional staff member will be evaluated, in writing, by his/her supervisor at
/S least annually, v ' ‘ T -
Policies and Procedures for Termination ’ .
(1) A professional staff member may be dismissed without notice only for proper cause,
to~-wit. misfeasance, malfeasance or nonfeasance in the performance of, his duties
or conduct otherwise involving moral turpitude . ) o
, (@) Ctherwise, a professional staff member may be dismissed only after being given
notice as follows: i :
' 0-1 year of service - 30 days
1-5 years of service - 60 days
5-10 years of service - 6 months ) :
10+ years of service - {1 year ; - , )
(3) In the event of fiscal exigency, notice will be provided as far in advance as possible.
b. Suspension . ‘ .
In the event a proper cause qualifying under pParagraph 3a(1) above is suspected, a
professional staff member Mmay be suspended with Hr wlthgut pPay pending the outcome of
v an investigation. .
c. Retirement ° )
A professional staff member must retire no later than at agde 65 or at the end of the first
spring qu'ar*ter* after reacHing age 65. Those individuals reaching age 65 during the period
. between the end of the spring quarter and the beginning of ghe rall guarter must retire at
the end of the month in which age 65 is reached. / :
4. Grievance Procedure i . ‘ _ .
The gr‘iévance‘pmcedur*e established for Classified Employecs by the Commonwealth of
Virginia shall be followed. fPursuant to Part 3, section L of the Radford College Internal
Governance Procadure (Revised) of May 8, 1973, the Grievance Committee for Non-Classifed
Professional Staff is desigrated as the fourth step panel specified in the grievance procedure.

K

P o

Employment Policies and Procedures for Faculty . .
TRESXIRONE Tolckes and S .

1.  The Defartment Chairrnan, as authorized by the President, the Vice President for Academic
Affairs, and the Dean shall initiate the procedure by advising the Department Personne
Committee to the effect that recruitment is possible. =

2. The Department Personnel Committee shall recormnmend ,througﬁ the usual administrative
offices (e.g., Chairman, School Dean, Vice President for Academic Affairs) the desired
characteristics of the new p‘er*‘sbn(s) as regards specialty, etc.

3. Following the Radford College Affirmative Action Plan, the Department Chairman shall
initiate the appropriate advertisement measures, and input regarding possible candidates
shall be solicited from departmerit members at large. ' ' _ )

4.  On receiving applications, the Department Chairman shall pass thém in turn to the Department

* Personnel Committees. : o, ' ’

5. The Department Personnel Committee shall recommend thnéugh the usual administrative
offices a candidate or candidates to be invited to the campus for a personal interview,

6. The Department Chairman shall contact the candidate. :

7. Dur*irig the candidates' visits to the campus, they shall be interviewed by all available
department members and members of a student interview committee, and the Department
Personnel Committee shall notify the Department Chairman of the candidate theyA recommend ¥
Tor appaintment, . , . . ’ . '

8. The Department Chairman shatl make salary and rank recommendations to the Sghool Dean,
who ih turn shall make his recommendations to the Vice President for Academic Affairs,

—~ S 50 ' .

Y 31-a

Procedurcs for Recruitment and Appointment of New Faculty : A
I
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9. Thé Vice President for AcademicAffair-s afterr conferring with the President shall communicate
with the approved applicant.

_10. lnf’ormation shall then be disseminated to the departmental faculty.

4

‘Policies for Awar-d\ng of Ranf< to New Facuu A o

The following shall be minimal qual-ifications for appointment to the four ranks indicated.
A. Instructor: K
1. Holds the Bachelor's degree and has specialized experience which fits the position
to which appointed, or
2, Holds the Master's degree. .
B. Assistant Professor ’ .
1. Holds the Master's degr-ee and has five years of satisfactory service at othér
accredited collegiate ‘institutions, or -
/2, Holds the Master's degree and has six years of other specialized experience.
which fits the position to which appointed, or
3. Holds the Doctor's degree. -
C. Associate Professor v
1. Holds the Doctor's degr-ee and has eight years of satisfactory service at accredited
collegiate institutions, at least five years of which -must be With the doctorate, or
' 2. Holds the Doctor's degree and has 12 years of other specialized ekpemence whlch
fits the position to which appointed, o .. = - > 5 <
3, Holds the Master's degree, and has made over a- period of 16 years unusual
scholaé&lc tontributions in his field (lncludmg research and pubhcatibns,
creations and performances). - . .
D. Professor ‘
Holds the Doctor- s degree and has 12 years of sat\sfactor-y service at accredited
collegiate institutions, at least eight years of which must be with the doctorate.
Excéptions fo the above minlmal criteria may be made in cases of exceptional need or merit
upon r‘ecommcndation by the Department Chairman, the Department Personnel Committee, and
the School Decan and with the approval of the Vice Pr-estdent for Academic Affairs.
The highest held degree must be in an area appropriate to the specialized fléld;)f teaching.

a

-

Criteria for Facully Promotions
T N

The following shall be minimal qualifications for. promotions to the three ranks indicated:
. o
A. -Assistant Professor ) .
1. Holds the Master's degreg and has three ycars of satisfactory service at accredited
collegiate institutions, including Radford College, or

2, Has earned a Doctor's degree while serving at Radf’dr-d College.
(3. Associate Professor .
1. ‘Holds a Doctor's degree and has six years of satisfactory service at accredited

-collegiate institutions, including Radford College, at lcast three years of which
must be with the doetorate, or '
2. Holds a Master's degree but has made through 16 years of service at Radford College
unusual scholastic contributions, including exemplary ‘teaching, and (a) research
and pubi\catlons or (b) creations, or (c) performances. R
C. Professor
1. Holds #he Doctor's degree and has tc;n years of satisfactor‘y service at accredlted

. collegiate institutions, 1nc1uding Radford College, and

Has at lecast six years of service with the doctorate, and T -
" Has six years of’ser'vicc as Associate Professor at Radford College, or has made
" at Radford College unusual scholastic contributions, including exemplary teaching,

- arrd (a) rescarch ,and publications, or (b) creations, or (c) performances. -

Exceptions. to the above mlmmal criteria may be made in cases of exceptional nced or merit
upon recommerdation by the Department Chairman, the Department Personnel Committee, and’ the
School Dean and with the approvat of the Vice President for Academic Affairs. :

The highest held degr-ee must ‘be in an area appropriate to the specialized field of teaching
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Promotions are nbt to tomatic upon achieving the above criteria. All promotions must
be earned by exemplary service and have the recommendation of the Department Promotion
Committee, the Department Chairman, and the Dean. ' ' °

3 . : ‘

Procedures for Recommending. Promotions

Requests for promotion may be initiated by either the faculty member concerned or by any
member of that faculty member's department. Requests shall be submitted in writing to the
Department, Chairman who shall notify the faculty member and the departmental Promotion
Committee = for the rank to which it.ig proposed that the faculty member be promoted. The
candidate for promotion shall be given an opportunity to submit documents to the Promotion
Committee. . E v : e

The Prométion Committee shall make its recommendation to the Department Chairman who
shall forward this recommendation, together with his own, to the Dean of the School. The School
Dean shall meet with'the Chairman of the Department and the Chairman of the Promotion Committee
todiscuss the proposed promotion. After the School Dean has reached a deciston, he shall
forward his r'ecommendation'together- with those from the departmental agencies to the Vice s .
President for Academic Affairs. It shall be the responsibility of the Séhool Dean to notify the
candidate if the recommendation is negative. The candidate may then appeal, if ke chooses to
do so, to thesfaculty Grievance Committee which shall make its recommendations te the Vice
Pregident for Academic Affairs. The Vice President for Academic Affairs, after the ™ completion
of any necessary appeals procedures, shall submit a recommendation to the President o?*\t;hé .
College who shall in turn submit his“recommendation to the Board of Visttors which must ay\p ové
all faculty promotions. ’ “ : K

' There shall be three departmental p’r-omotitc’m committees. These are:

1. . Promotion to Professor: All depar{;mental. members (except Chairman) who hold
. the rank of Professop. o , )
2, Prormiction to Associate Professor: All departmental members (except Chairman)
who hold the rank of Associate Professor or Professor.
3. , Promotion to-Assistant Professor: All departmental members (except Chairmari)
who hold the rank of Assistant Professor, Associate Professor, or Professor.
In the event that a Promotion Committee has less than two members, then the department, .
less the candidate @hd the Chairman, shall serve as the Promotion Committee, or the department
may elect a Promotion Committee. o

&

)

Policies and Progedures Governing the Granting or Denying of Tenure
L2

~

. N °
1. Procedures for recommendations and appeals for tenure: .

A. Recommendations for“or against granting of tenure shall be made dur‘inglthe Fall Quarter
of the lastsprobationary year by the: Lo o,

1. Department Personnel Committee, and‘the
2. Department Chairman ' ,
B. Well in advance of formal deliberations, the Department Chairman and the Chairman of the
. ) Psr-sonnel ‘Committee shail notify the candidate for tenure, offering him the opportunity to
- furnish information pertinent to his qualifications. ' T
C. Independently, the two agencies above shall make written-recommendations accompanied
« by justification to the Dean of the School, who shall then forward his recommendations
together with the recommendations of the other two agencieg to the Vice President for
Academfic Affairs. Should the recommendation by the Dean be negative, the School |
Dean will so inform the faculty member. ) ' ’
D. If the Dean recommends against tenure, the School Personnel Committee shall have
appeals jurisdiction, If the Dean r-ecomn'nends granting of tenur‘é, whereas both
department agencies recommend denial of tenure, the department agencies may also
appeal to the School Personnel Committee. ) oo o
E. The School Personnel Committee shall report its ' cémn;gendations on any appeal to-the ‘ ]
, Vic\é President for Academic Affairs. o
. F. The Vice President for Acadeinic Affairs shall ‘'make his recommendations to the’ President.
The President in.turn shall make his recommendations to the Board of Visitors for final
decision. )
G. 1. The granting of tenure for faculty members serving in administrative positions shall '
be limited to persons serving in the positjons of President, Vice President for Academic
N )
. ? - 33 ’ _ d
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Affairs, School Deans R and D?ector of Student Academic Advising . Services. (Department ‘

Chairmen are considered to bd faculty members.)’ This limitation shall not apply to
administrators with faculty rank presently serving in administrative positions at . ~

Radford College. Normal procedures for the granting of such tenure will be followed.-

2. The retention of tenure onge. gained by any person serving in one of the gbove
'postttons shall require that these administrators continue the present practice, if at
all feasible, of teaching one course each academic year,

3. . Other administrators may be given rank, but thése administrators cannot acquire
tenure without relinquishing thefr admmistrattve ‘assignments and assuming full-
time professorial duties providing that an appropriate position is avatlable and
that the appointment {s approved {n the same manner as are all other {nitial
appointments., Years of service as a full-time admtmstrator shall not be counted
as part of the probftionary period.

‘4, Administrators holding rank may,should théir admtntstrattve asstgnments be
terminated, be assigned full-time teaching duties on a temporary basts wtth
appropriate adjustments {n salary. , ¢

Probationary Periods: ' i '

A. The probaticnary perfod relating to tenure for all instructor and pmfessorta’l ranks at
Radford College shall be:6 years.

B. Leaves of absence with or without pay, shall not be courted as part of the pro'batlonary
period.

C. Faculty hired ¢n a temporary basis shall not be eligible for tenure unless later htred °
as permanent f’acylty If hired as permanent faculty, the probahonary period shall
include thosé?yea?“s of f"ull-tlme conttnuous and untnterrupted service as temporary
faculty, + . s

D. Faculty hired on a part-—time basis shall not be ehgtble for f:enure. Should a part—-txme
faculty later be hired on a full-time basis, previous part-time service shall not be

' counted as'part of the probationary period.

E. Tenure may, in exceptional meritorious cases, be awarded prior to the expiration of
the probationary period, 'In general however, tenure should be \determined at the
complction of the probationary period and not one year prior to the close of the
probationary period. Should a'faculty member be notified that he will not be
reappointed he will, of course, be able ta continue in the employment of Radford
College for one additional academic year of employment after the end of the probationary
period. ' .

Procecdures for Recommending Reappointment or Non-reappointment of Non-tenured Faculty *

A.  Recommendations for or-against reappointments ghall be made annually by the:

' ). Department Persornnel Committee,; and the -

2, Department Chairman :

'B. . Independently, the two agencies above shall make written recgmmendations accompanied”

by justification to the Dean of the ‘School, who shall then fo ard his recormmgndations
together with the recommendations of the other two agenciesito the Vice President for
Acadernic Affairs, Should the recommendation by the Dean be negatwe the School
Dean will so inform the f'aculty member.,

C. If the Dean recommends non—rcappointment the School Personnel Committee shall
have appeals jurisdiction. ‘Wthe Dean recommend reappointment, whereas both
department agencies recommend ron-reappointment, the department agencigs may

" also appeal to thé School Personnel Committee. -

D. The School Personnel Commiittée shall report its recommendations on any appeal

to the Vice President for Academic Affairs.

_E.. The Vice President for Academic Affairs shall make his recommendations to the

President. The President in turn shall make his recommendations to the Board of
Visitors for. final decision. : -
F. Notice of non-reappomtment or of intention not to- recommend reappointments to the
* Board-of Visitors shall be given in writting in accordance with the following standards:
1. ‘Not later than March 1 of the first academic year of service if the appointment
expires at the end of that year; or, if a one-year appomtment terminates during
an academic year, at least three months in udvance of its termination.
+ 2. Not later than December 15 of the second academic year of service, if the .
- appointment expires at the end of that year; or, if an initial two—~year appointment
i . terminates during an academic year, at least six months in advance of its
" termination. * .

/
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“3. At least twelve months before:the éxpiration of an appointment after two or more
years in the ‘institution. . o : ) -
4. Tenured Faculty Plan ' ‘ '
Each department at Radford Gollege shall develop a tenured faculty plan subject to
the approval of the appropriate Dean, the Vice President for Academic Affairs, and
the President. This departmental policy shall be communicated to all newly
employed faculty as a part of the terms of their initial employment.
6. Criteria fop Tenure . :
- A. Projectéd need for individual's expertise within the department.
B. Teaching effectiveness. ' .
C. Advising students effectively. Ve
D. Prdfessional development: : Py
1. Active irvolvement in professional organizations. . S
2. Formal study in an appropriate area (applicable primarily to those without'
: terminal degree or its equivalent).
Relevant research, writing, publishing, ;ﬁrﬁorming, creating, -or other
activities which irvolve professienal study and growth. :
4. Current activities involving professional leadership,
E. Active participation in college-sponsored co—-curricular activities, when given
the opportunity. : o
F. Active participation in department, sch}ol, and college-wide committees, when

'

3

glven the opportunity. . .

p . iy ’ Co

G. Profiessional cooperation with colleagueg§ within the department, school, and
“‘sl instigution. -7 : o :
1. Positive contributions to the development of the objectives of th& department,

~ i school, and institution.

Procedures for Cvaldation of Faculty ‘ .

+

1." Cwvaluations shall be pr~0~par_~ediannually for all faculty.

3.

The Department Personnel Committee, the Department Chairman, and the School Dean shall
each evaluate gach faculty member. - .

Criteria for evaluation by all three agencies shall be the same criteria already adopted by the
Faculty Affairs Council for determination of tenure with the exception of "projected need for
individual's expertise within the department:”

. The Department Personnel Committee shall initiate evaluations as follows:

A. The Department Personnel Committee shall forward to all faculty an informational
questionnaire so that all faculty shall have an annual opf)or'tUniﬂtg{ to furnish the Department
Personnel Committee with the basic data considered relevant to evaluation criteria.

B. The Department Personnel Committee shall- administer any College~Wide student ‘o
evaluation form as finally adopted by the Board of Visitors. Results of the student
evaluations shall bg made available to the Committee, and also to the faculty member

- concerned. T s - :

C. The Department Personnel Committee shall circulate to all department faculty a

‘ faculty evaluation form based upon the evaluation cr'iter'ia and tncluding an overall
rating of the professor as Very Good, Good, S tisfactory, Needs Improvement, or
Unsatisfactory. The forms shall be completed, 'signed,“and returned to the Personnel
Office, which shall retain-the or'iéinals and have photocopies, with: the signatures
eliminated,forwarded td the Chairman of.the Department Personnel Committeé€s .

D. Data and comments from the above sources shall be surnmarized by the Department
Personnel Committee’ In addition, the Department Personnel Committee shall then
collectively evaluate each faculty member as Very Good, Gpod, Satisfactoﬁl, Needs
Improvement, or Unsatisfactory. g

E. All faculty members shall be given the opportunity to respond to the tentative evaluations,

of themselves by their respective Department Personnel Committees before the
evaluations are submitted to their Department Chairmen. Each response to a tentative’
evaluation may be either written or presented verbally in conference. Each written.
responsa must be received no later than three days after the individual responding has
seen the tentative evaluation. Each conference must be requested ‘no later than two days
after the tentative evaluation is seen. After the response is presented, the faculty'member"
shall be informed of the degision of the Departnient Personnel Committee before its
evalyation is given to the Department Chairman. ‘ :

- b4
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- attaching his analysis, if ény, of the summary and ‘evaluations forwarded by the Department .

‘2, The Department fPersonnel Committee and the School Dean shall be responsnble for e luating

‘3. Critcria for évaluation shall be the same as for all faculty with some appropriate add\t\ons. .o
4, The Department Personnel Committee shall initiate its evaluation as follows: - °

. A, Itshall administer and colleat the same informational data and student evaluation data for
M the Department ‘Chairman as for all department faculty. '

Fo TWDepartment Personnel Committee s summary ‘and overall evaluation shall be forwarded
‘to the Department Chairman. All other materials of the Department’ Personnel Commlttee .
.shall be made available to the Department Chairman, upon request.’ ’ Custody thereof,
howevep, shall - remaln with the Departrhent Personnel Committee. Members, of the
Department F’ersonnel Commlttee who disagree with the Gdmmittee's Summary and/or
oyerall gvaluation for any;one faculty member may submit a minority report to the
Department Chairman. :

5. The' Department. Chairman shal also’ prepare a faculty evaluation form for each facylty meml)er,
attaching thereunto his 4, if any, of the summarly and evaluation furnished ‘by the
Department Personnel Cogmif j e All faculty members shall be given the opportunity to respond

v to the tentative evaluations™ef ",emselves by their Department Chairman b'bfore the Chairman's
evaluation is given to the Schdbl Dean. The same procedures as are outlined in part 4, E,
above will apply:to faculty who wish to appeal the tentative evaluation of themselves, by the
Department Chairman, -The Department Chairman shall forward his completed ‘evaluations fo.
.the School Dean, together with the Department Personmel Committee 5. summary and evaluation.
The Chairman of the Department Personnel: Committee shall also make available to thé Sér(ool .

‘ Deap , upon request all’material colfected by the Department Personriel Committee., .

6. The Sthool'Dedn shall also prepare a faculty evaluation form for each faculty ty-member, likewise -

6 o

’

Personnel Committee and the Department Chairman. If the, Dean’adds an evaluation, . . (see .
‘Level Two on att’achmént). . « as a result of this conference. Any facutty member who is’iot -
‘satisfied with an evaluation after the above conference may appeal to the appropriate School
. Personmel Committee, which shall review the matter, conduct hearings where needed, and )
BT recommend appropr\ate action to the;Vice F’resident For. Academic Affairs., All other materials, )
other than the. surdimary and evaluations of faculty, shall remain confidential unless a case is
broué’;ht before the School Personnel Committee oixthe Acaderiic Freedom and Tenure Committee,
In insifhce of appeals, all Department Personnel ComrQittee materials pertinent to the cdse shall -+
® Be m}giva\lable only t& the members of the School Persdhnel Cammaittee or Acadeh;nc F'reedom
and Tenure Caornirtitiee-. a~ - '
7. l‘or pugposcs of salaby .decisions, a faculty member may be lne ,tgible f'br a standard raise only
if two of ‘the’ three‘evaluation agencies (Depantment Personnel Committee, Departmen\Chairman, Y
and School pean) c,valuate him as "Needs Improvement" or "Unsatisfactory", SR .
m 1]

Procedurcs for l‘aculty Evaluation of Chairmen - . '\,w‘\ . 0 Y

. - - -

1 N valuations shall be prepared annually for all Department ChairQ’\en., .

the Department Chai renang

v

B. The Department Personnel Committee shall circufate to all faculty of the department a
Chajrman evaluation form based upon the evaluation criteMa and including an overall
evaluation of the Chairman as Very Good, Good, Satisféactory,: Needs lmprovement or
Unsatisfactory. The forms shall be completed signed, and returned to the .Personnel
Office which shall retain the originals and have photocopies, with the signatures eliminated,
forwarded to ‘the Chairsnan of the Department Personnel Committee’ K NN

. C. Data or comments from the above sourdes shall be surmmarized by the Department

Personnel Committee In addition, the Department Personnel Committee shatl then

collegtively evdluate the Departimient Chairman as Very Good, Good, Sati\sfactory, Needs

Improvement, or Unsatisfactory.

D. Each Chairman will be given the oppbrtunity to reépond to the Personnel bommittee s
tentative evaluation of the Chairman before this is forwarded to the Déan. Thesge appeal
procedures shall be the sarne as those described for faculty in the section above entitled
Procedures for Evaluatior, of Faculty, part 4, E. ‘e -

£. The Department Personnel Committee's summary and overall evaluation shall bg f forwarded

: to the School Dean. All committee materials shall be made available to the School Dean

Jpon request. Members: of the Department Personnel Committee who d\sagree with the

‘summary and overall evaluation may file a minority report with the School Bean.’ ‘

5. Thc Sghool Dean shall also prepare a Chairman cvaluation form, attaching-his analysis,; if any,

of the summary and evaluation furnished by the Department Personmel Committee., TheDean

. shall- coﬁwmurlicqte this evaluation to the Departrnent. Chairman in writing. If the Chairman

1
'

-
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wishes to appeal any of his eva}uatiéns, he shall request a conference between himself, the
Dean, and the Chairman of the Department. Personnel Committee within three days_of the
receipt of the Dean's eyaluatidn. The Chairrr;an may ask to have the presence of a faculty
adVisor at this conference. Any evaluation may be changed as’a result of this conference.
' 7, The, School Bean shall forward his evajuation of the Department Chairmen, together with the

; 'Depa'r‘tment Personnel Committec's ‘summary and overall evaluation, to the Vice Pr:esident )

i for Academic Affairs. The School Dean shall ;also rhake available to the Vice President all
bepar‘tmcnt/ Personne! Committee materials upon request. ‘ Ce
After the Vice President for Academic Aff:ai:‘s has prepared his evaluation, if any, of the.
Department Chairman, the signed’'evaluations’ of both the Vice President for Academic Affairs .

- and’the School Dean, as well as the summér‘y and evatuation of the Department Personnel
Committee, shall be presented personally to the Depart ment Chairman by the School Dean,

i who shall at the same time, make and/or summarize suggesxg:hs for tmpr‘ov@meng:‘? N the

_part of the Chairman. Any Department Chairman who is not satisfied swith aneygluation after,
the abpve conference may appeal to the appropriate Sc¢hool Personnel Cdmmﬁé\e‘é@, yhich shall '

“\ - review the matter, conduct héarings where needed, and recommend \appr’@_qp" iate action to the
! Vice President for Academic Affairs. Department Personnel Committee matertals, other

than the sunimary and evaluation of the Department Chairman, shall remain confic‘ie.nttal

y unless or until a case is brought before the School Personnel Committee or the Academic

o Freedom and Tenure Committee, at which time all Departpent Personnel

: Comrhittce materials
pertinent to the case shall be made available only to the members of these a_ppegl committées,

'
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«Procedures for Faculty Evaluation of School Deans o DR &
Ve . . . * R _' . ° ) N ) . -
- ’ 1. Evaluations shall be prepared annually for all School*Deans., ' : «

‘ ' o 2, -Cpiter‘ia for evaluation shall ’be the same as for Fll,faculty with some appropriate additions.
: : 3. The School Personnel Committee* shall initiate ‘the evaluation, ag follows: ' -
A. . The School Personnel Gommittee shall circulate to-all faculty in the School a Dean
evaluation form including an overall evaluation eof the Dean as Very Good, Good,
v Satisfactory ,' Needs Improvement, or Unsatisfactory. The 'forms shall be ébmpl_eted,
. - A signed;, and returned, to the Pensonnel Office which 'shall retain the originals'anq'hafvg
‘ . photocopies, with the signatures eliminated, forwarded to-the Chairman of the School
Personnel Comritttee, - i o a :
B. Data or comments frém the above sources

' . | i
hall be summarized by the School Personnel

v Committee. The School Personnel "Committee summary, together with copies of each
. } ‘Dean Evaluation form . shall be f’or-war:ded to the Vice President for A_cade_mic Affair-s'. '
. T ‘Members of the School Pérsonnel Committee who disagree with the summary may-file
a minority report with the Vice President for Academic Affairs. All School Personnel
Commiittee material shall be made available to the Vice President for Academic
. Affairs upon request,. : , . . : ,
. 4, 'I_'hev'School Personnzal Committee's summary shall be presented personally to the School
Dean by the Vice President for Academic Affairs who shall, at the same time, make and/or
summarize suggestions for improvements on the part of the School Dean, :

®

N

.o ©* For evaluating the Graduate Dean, the Graduate Affairs Council (excluding the é]‘\éirmam) shall
.. ) . serve rather than the School Personnel Gommittee, ' ¢
. i o
Policics and Procedures Governing Faculty Salary Increments ‘ >

» 4. The college shall adopt standard college~wide raises by rank, each rank receiving "wn o .
~~.. _ nurnber of dollars, the total standard raises to amount to no less than 75 percent of the total
“money available for faculty raises, and the ration of increments by rank to be 7/6/5/4 for
Professor, Associate Professor, Assistant Professor, and Instrilctor respectively, A faculty

S T member who is given a "needs improvement” evaluation may be given as little ag one-half of
- i _ the standard raisg for his rank., A faculty fmember who has an "unsatisfactory” evaluation may-*
be given no raise whatsoever, -, .

. 2, The remalining tota alary increment money available shall be used for merit salary
increments, incr‘;m'ents_ due to proriotion in rank, and, i some special circums_t;gqg‘%‘%, for
_ rgducing arly demonistrated salary lnequities. Merit shall be determihed by estaby ’éd
faculty evaluation procedures, . R . , ‘ S .
" _3. In those years when the amount of money available to the-college foRsa AP increments as a
& percent-of tatal faculty salaries is considerably less than the*'ig Yo \federal government cost
: ’/_/7{‘§li\ving increase, the sollege may in recognition of extreffiéReed temporarily suspend the’
"+ /merit system and may Eommit more than 75 pe,ngﬁn'ﬁ‘; even 100 percent, of the money
availaple for salary increments to standand-paises for all faculty evaluated as satisfactory
or better and using the formula descritkd above.
. 4. For purposes of salary deeisions,~a faculty member may be ineligible for a standard raise
L -+ . only if two of the evaluation agencies (Department Personnel Committee, Department
Chairmary, and School Dean) evaluate him ag "needs improvement," or "unsatisfactory."
T . ¢ LB *

-

o

Y
°

LT Teaching Load. g LT ‘
Faculty members normally teach from twelve to fifteen quarter hours of course work per -
quarter for full-time .employment, In addition to the normal instructional load, all faculty are
expected to assume other professional r-espbnsibilities such as'\édvising students , serving on’
college committees or councils and maintaining. regutar office hours. . e
In addition to emphasizing effective teaching, the college encourages faculty membgrs to do
independent research or-to becomeﬁ involved in original creations or performances to enhaht:e\tl‘\\eir-_
brofessional development, o P ' '
. 4 : B : i
r OWtside Employment of Faculty - - : -

8

o : . -a_éu[ty and staff who are employed full-time are expected to devote their time and efforts
’ ‘ primz\ﬁly“t’d their college duties. The “Ecqeptanqe of other remunerative involvement on a regular
N . basis hust, therefore, be gaﬁeﬂdly regulated, The college does, however, recognize that a

~ " .
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) ¢ limited amount of"outside wornk for private compensation may contribute to an individual's
»*  professional advancement or have some public relations value. .

o Those faculty wishing to become involved in such work must first submit a Reql‘est’ for
Outside Employment form to the Office of the ‘Pr‘csident for his aﬂppr‘oval.

.

+ . . N
. . LD N . -
Professional Travel T

"

Each year a lienited amount of money is allocated to bé used by faculty members for
participation-in professional meetings. Priority is given to those faculty members actively

e .

involved in presenting a paper or participating direttly in the meetings in some other way. ¥
~ A Request For Travel form must be submitted to the-appropriate School Deanr for the proper .,

approvals before final plans can be made to attend a professional meeting. :
Arrangerments must be made througicthe Department Chairman to cover any classes missed
by a faculty member while he is away from the campus for any reason. ' C
! A

. ) Taking Classes for Credit '* .

. Radford Callege faculty are permitted to take Radford College courses for credit provi
coursc{ taken are outside the department in which the ‘professor is teaching. Regular fees fire
paid for such courses and full-time faculty are limited to one such course per quarter.,

/ : . : ‘
Auditing of Classcs

When individual schedules allow, and classroorn space is available, faculty members may
audit certain classes, subject to{)thc following conditions: =~ )
1. Prior permission must be obtained from the instructor of the course.
- 2.. No credit will ultimately be allowed for courses begun on an audit basis and no record-of the
audit will normally be made.. If an individual wishes for thé. audit to appear on his official
“ 3 trangeript or récords, he must register for the course as an auditor and pay the regular fees.
3. This privilege applies primarily to courses of & non-laboratory nature and cour ses requiring
little in the way of supplies provided by the college.

‘. .

Attendnce at Official Functions

AJ .
frfaculty members arc expected to attend and participate in ‘aL»l commenceménts unless they.
. have the prior written apprapval of the President to be absent. [faculty membcrs are also invited

and encouraged to attend receptions and other official college functions. ‘

Identification Gards o

ldentification cards and pictures are provided through the Registrar's Office for faculty and
members of their family who wish to usc college facilities such as'the swimming pool, tennis’
courts, and other facilities. ’ T o -

‘e

Faculty Parking Decals . .

.All fabulty, staff, and students wishing to park\a. vehicle on Radford College propecty, must
register their vehicle(s) and obtain a parking decal within five (5) working days after arrivimg on

9

: 4 campus. Vehitle registration can be arranged through the Campus Security Office or during the.
. official registration period at the béginning of cach quarter, Ai?ominal fee is required to register
each vehicle,, : ?

»

Sick Leave : ' . .

Faculty teaching nine ©) months are allowed twelve (12) days sick leéve per year, and those

4 teaching during the summer sessions are allowed one and one~half (1%) days of sick leave for each
five week session in which they teach. The amount of unused sick leave that may be accumulated
ts unlimited. o o
Sick lecave may be used for the following rcasons: * )
(a) Illness or injury incapacitating the employce to perform his duties. v
()] ness or death in the family requiring the attendance of the em lgyee for not more than
‘three )} days for an illness or injury of one cause, not to.exceed gix (6) days inrany
onn year. Fey . ¢ - , .

Q B ' . " } ‘ ' '
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‘o All absences must be reported on the Application for L eave of Absénce form and the RccOrd o
- ' of Sick l.eave portion of this form must be filed in the Perdonngl Office. These forms aré available
) in the School Dean's office and must be approved by the.Department Chairman and the School Bean,

3 o

Pregnancy Leave : .

N

~. -

Sick leave may be taken for disabilities caused.or contributed tp by pregnancy, m|scar‘riage,
abortion, childbirth, and recovery therefrom. ,
\ The, faculty member who desires to continue working during pregndncy must furnish her
o Dean with:
ol A statement from her phystcxan certifying the estimated date of birth.
2, A statement of the date she amd her physician epnclude that she must cease workkng because
-, of her~ pregnancy; this statment to be furnished at least thirty days prior to such date.
" Dumng the period of absence from work following delivery, only that por‘txon certified by a
physician as medically disabling may be charged to sick leave. .
)

Faculty Absence . :

When a faculty member is absent from a scheduled class for any reasoh, it is his responsibility
to see that the class recewes appropriate instruction. If the absence is anticipat;ed “the professor
will propose a plan descmbmg how the class will be covered and present it to his "‘Department
Chairman for his approval priar to his séheduled absence. If the absence is unanticipated, the -
faculty member should make every cffort to notlf}l the Departrherit’ Chamman who will arrange for -
the class to be covered. ’ $

- . . .
. . . . o

Resignation of Faculty o ’ .

o,

When a faculty member .wishes to resxgn he should submit his resxgnation to the Vice F’r~e51dent
for Academic /\ffairx, as oarly in the acgdemic ycar as possxble and not later than June 1.

-0 3 - R
: . X
- Retirement of Faculty o . 4 _ » ST d

. o
o A ) . ‘, . i

o The normal retircment tigne for faculty and administrators is at the end of the acaggmic year
in which the individual reaches the age of sixty-five." All facutty members and administrators who,
reach the age of sixty~five prior to the Laginning of the Fall Quarter of any academic‘*year must
retire from thair. p051t10n at Radfo;d Collcgc and may not begin the new academic year.

Use Of State Vchicles oL o
t 4 ® v L.

State ~ownad a,momobllcs are nvmlable on a limited basls, for official authorized tr'ups taken

at

“ . »
Qé p 4
&

4. by faculty members. A Reguest ror~ Vehicle form must be submitted as far in-advance of the proposed -

trip as pogsibleto assist tn the- nppropmate assignment of vehicles. All requests must be approved
by the Department CHairgnan and the Dean if the vehicle is to be used for class-related local field
. trips or for the supervision of studc,nt tcachers and othgnr ld-work students‘ .

of the Vice President for Academic Af’faifs and for alljout of state travel, the authorization of the
President is required. ’ e ’ : .
A faculty memben { r'csponsible for any traffic violatioh that he commits while operatlng a
state vchicle and a re/zgd of all such vxolatxons is neported to the governor ‘s ofﬁce. ’ :
. Py ' - X a | R
-, Sponso;*ship of Clubs And Organi7ations W T _ .

-

s

¢ 5 - 4
. Sponsors or advisers of student clubs and or*ganizatxons are nominated from the Mand
: ~ staff of the collegé. Faculty are encouraged to participate in such activﬁtie/s wben reguésted to
- do so by the members of the org;\nlzatlon. . o/q
. : ! 2, - . ?
s Fin\a'nc'ial Dealings With Students A . ' N a .
Faculty are to avold all financial dealings with students. E%ooks matemals, and suppltes for
class use, if not provided by the college, sﬁould ‘be ordered through the bookstore and purchased
there by the students. .‘., [ - ' : . . ‘

4 9 2 . .
Y . S ) 2

. Srnoking  ° o0 ' e
— B . -~ . i v .
. v : : °

Nelither teachers nor students are permitted to smoke in the classroorys, Iabor‘atcries,

‘ or otudios at any Lime. - . .
Q : State fire régulations prnmmt snwoking in Preston Hall audltorium Por'tcr'ﬂelgi Hall
E lC © o auditoriumy and KNeG uffcy A avditoriom, K o

- , _ N 39 59
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The use of state vehicles;;y/ayel to meetings and nvektions must alsé reseive the approval '
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Faoulty Meetings

o

General faculty meetings will be called periodically to discuss matters of importance to al
faculty. School faculty meetings and regular department meetings will be scheduled by the
appropriate Deans and Departmient Chairmen’ Attendance at all 5ucrl)~meetings is expected as
part of the faculty member's professional responsibilities. / ' '

»

. )
" - . . : *'/ .
Office Hours ‘ oo . . < . »

. Co ' ‘ :
» Each Faculty%nember is rc/sponsible for posting and maintaining.a minimum of two scheduled
- .office ‘hours every'day the tollege is in session, These scheduled hours rust be carefully followed
to provide an opportunity for students and others to confer with the faculky when necessary.

v

Additional office hours should be available by appointment. ' e w

Advising Students . ) - . o

. . -

4 .
All faculty members are required to assist in the academic advising of students. Students will”
be assigned an adviser according to the department and discipline in which they are majoring.
y Appointments should be scheduled periodically with each advisee to discyss academic standing~
*  class s‘dwedules, cur*:/cular* changes, and othen matters that pertain to academic counseling.
Accurdte academic advising issexpected and questions that cannot be answered by a faculty member
should be referred to the appropriate. Department Chairman, Dean, or Director of Student Academic
#Advising Services. . i ' '

e . * *
Class Admihistrnlioi . L \

) .

- » Y : o ¢ . . }
FFaculty should rheet all classes ati the tirr'\e_ and place indicated in the schedule of classes unless
approval to change has been granted b ( the Department Chairman and the Dean. -No classes are to be
added o dropped vxggp't by the approvial of the Chairman'or Dean. ’ ‘ : ’
Since 1Radford Gollege hag o collgge-wide student attendance policy, each faculty member
chould announce to his class what Bis policies will be and precisely what effect, if"ény, attendance -
will have on grading practices, Tach faculty rnember should matintain a record of attendance and
should attenst to contact any student whHo misses three or more classes in succession,
. £ ach thstructor shall assign grades according to his own criteria and thése criteria shall be
clearly stated and explathed to all,students during the first week of 'classes each quarter. Care must
be taken to assure that all grnéos are properly figured and recorded, since grades become partof
the students' perimanent record and cannot be changed unless sufficientsevidence jugtifics that an
error has been made. A Change of Grade Form must be completed by the instructor and approved
by the .Dean before a grade can be officially chinged in the Registrar's’Qffice. )
Students mucft\ be providad the opportunity td examine and digcuss, with their professor, written
examinations and other materials used in the grading process. Final writtéh examinations are to
be retained by lhe professog for one’quarter following the examination pericd unless the work is -
returned to the studant. Original works prepared at the expense of the®tudent must be returned to

“ o

.
. .

, the student at the conclusion of the quarter during which the work was submitted. .

L FFinal [Zxaminations

~

Final exarminations are normcﬁly scheduled for two hours Buring the four day e?ia@iﬁation period
at the end of each quarter. fFfaculty members are expected to give an examination or a simitar summary
. evaluation of the students' work in each class during this scheduled.exam period. No faculty member
may omit this examinatian period or change the time of a s&heduled final examination without the
per*rr‘\iv.?siom of the School Dean. A student must take the examination with his class at the rggwl"arly'
. scheduled time unless prior 'permission is obtained from the instr‘uctOr““‘?nd__tFie School Dean. .
e Lists of final grades must be submitted to the Registrar's Office as soon a¥ pogsible after each
final exam is given, but no later than twenty—four hours aftér the close o the examination period.
Utmost care must be exerciged in determining and reporting final grades. Student examinations,
s+ papers, projects, and other rmatertals used in determining grades should be retained by the professor:
;> for at least one quarter after the course is offered unless these matefrials are returned to the student. .
5 All permanent recerds, as reflccted in grade books, should be retained indefinitely and turned into
an .

the schaol dean upon l»g:'c.xving the employr’ﬂéﬁt of Radford College. - . -

5 LI .- .
ve - : - . .
. ) = I3 @ b .

T . - » . . v
. N ' hd - ) . . - LA




S

as '_401’0",’."' L 'I" " . 2L ' “ " -~

) .
Graduating Sentor Examinations and Grades

By the end of the sixth week of each quarter, each professor should confer with those seniors -
scheduled to.graduate at the end of the qllar-ter- who tnay fail his course. He should send the names
of such styidents to the Registrar and the students' Dean so that they will be aware of the possible
problem, . o . © . )

P A fadulty member must repdrt to the Registrar's Office all failing grades for graduating senfors
. prior toy]the published deadline for submitting such gr“ades.

At the discretion of thé professor, a°senior who will graduat® at the end of that qﬂarter may be
excused from the final exarmination. Forms are availm in the Dean's Office for completing this
procedure. Prior tq excusing a graduating senior from a final examination, the profedsor must tell
the student what grade he will receive in the course without taking the exam. This should be done

no earlier than one we ék before the beginning of the examination period.’

“
*

. o
Pass—Fail Courses o

Any cburse outside a student's general education requirements, major, or certification
requirerments may, with the consent of his advisor, be taken as a P-F elective. Such courses:
. passed successfully may not be repeated for a letter grade and students may elect to take »
up to a rnaximum of eighteen quarterchours of pass—fail work (exdluding student teaching).
Faculty members must accept P-F students in any course which qualifies as an elective for the
: -~ student and no transfer of status from P-F to "gradad," or vice versa, will be permitted after
ﬁhc ;onclusion of the "dr‘o‘p-adg" pariod of each quarter. e

. ¢

Adding New Courses v o

. ) ©

- . ) : Proposed new courses at the undergraduate level tust be approved by the Department and
the school Curriculum Committees before being presented by the, Dean to the College Affairs Council.
Courses approved by the College Affairs Council will be recommended to the President for his

approval 'befor*e: t}1ey can be scheduled.
Graduate level.courses (all 500 and those 400 level courses that can be taken for graduate

t * credit) must be approved by the Department before being submiitted to the Gracduate AfRirs C‘c;undiL. s
The Council must recofmimend the course to the President for his approval buefore it can be LY
scheduled. ) . . .
Al new course proposals must be submitted in the Fpllowing form: ‘e
A. Course Syllabus ) _ , ' . - - : '
» ! ) *

1. Title and Purpose of Course

This should include the proposed course title and the stated objectives or purpose of the s
S course.

. 4 1Y
2. Need for Course : . .
State why the course is nceded inthe curriculum ' % : -
’ ' 3. Prencquisites : _

~
. . -

. . .
" State specific courses or other prerequisites, if any. Explain why these prercquisites are
N necessary. ' ) '

P

) 4, Classes of Students for Whom Offéred

1déntify. the specific group of students the course is designed to attract

. )

5. Hours and Credits
. ‘ e * ) y . ! IJ " 0
List the spacific number of hours per week the elass will meet and whether these hours
will consist of specialized class work such as laboratory or studio work. The proposed |
- number of credit hours to be earned must also be included. - SL°

- Ve -
> " . - " - . ) !
- +

£riC
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B.

\‘—\ fuiids are curréntly available in the De par*tm'ent budget to' cover the anticipated costs.

2. Detailed Descmption and Course Syllabus

0

w»

Subject Matter Syllabus ' : - -

1. Catalog Entry ' ' s . Tl
. . 3\ 5,1:, o

This statement must follow the rormat used in the Radf‘ord College Catalog (ncluding an \
accurate descmptlon the course content, K‘

YL

) . N . . o

This should provide a more detailed account of the proposed course: includﬁ}g a complete
list of the major topics to be covered. .

Addition Expenditures Require

1. Additisnal Faculty Position Needed ) .o
. Fal . .

If no additional faculty position is required to offer the course, explain how the Departmént
will adjust or adapt its q&rrent offerings to accommodate the new course. <.

et

2, Equipment or Supplles_ . ; » .,:.‘v' :

List any additipnal cqu1pment or supplies required to Qﬁ’er‘ the course and state whether

, &

3. Librtary fRooks and Periodicals - AN o e

Identifyeurrent 11brary books and pemodlcal., available to support the course and list ’
additional librdry rmaterials rcqulred and the estimated coét of purchasirg these mateiiatls,

y

4, Other Aiticipated Expcnditures ) - o
Date of Approval by Departmient o o e
. - | »
Date of Approval = - e - Department Chairman (signature) "
<

v

Date of Approval by School Curricutum Committee

“

Date of Approval IR , ) Chairman, School Curriculum Committee

\ ] (signature) . _ ¢

Proposed Abbr‘eviatton for 18M (not to\exceed 17 spaces)

Lvst below the f'acu!ty member or members who will be assigned to teach this course. Describe
what academic preparation or experience qualifies this ind\vidual to offer this course

" . 0‘
List how often you antlcipate oﬁ'ermg this course and estimate the average number. of students
you expect to enroll in the course each time it is offered. a . L /
o . o0 * ) '
) 4
. o !
. K : ¢ 3 e
) . N
Ty
._5
"/ ¢ ‘ @
hd B v,
’\
e
. 4 - v
% © 4
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\
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! i - HONQR CODE N ' o

- e Radford Qollege's Hohor System is built on the belief that each student hasgthe right to compete
?\\m . fairly, to keep what he has earned and to have others accept his word without quastion; also, each
s . .student has the responsibility to be honorabte in his own condugt and to insist that his feflow students
e act honorably.., ‘ o AR T ' :
Lying, cheating, and stealing are gonSidePeg to be acts of dishonor and will, th'erefore,v
generally rgsult in'a student's temporary or permanent suspension from this college community.
Students o commit an honor violation or have knowledge that a s'tudent has committed an honor
violation gre required to report the violation according to the reporting procedures outLi’\ned in the
College's/Judicial System. Failure to repoft is a violation of the Honor System, All members of
o the Radfgrd Cplle'gé community Who have knowledge that a student has committed an honor viotation
v ‘ are expg/cted to comply. with the reporting procedures, ‘ ' a Ty o -~ A
The ultimate success of the Honor System depends on the“effobf‘s of the individuals involved in /
" the Radford College commiunity. Each faculty member has a_,rfespor)sipil‘ity to aid in the continuing I
developraent of an academic atmosphere. ‘The Honor System can be a ¢rucial elernent inan academic.
cornmunity: Because of this, it is believed that faculty members should see. that their studen}:s abide |
by the Honor Systgm'. Vshogld violations occur, the‘ reporting proced\}res, as described above, should)'
be used. * * ‘

» 1

A; Honor Code

- i L
1 do hereby resolve to uphold thé Honor Code of Radford College by refraining from lying, .
from the illegal appropriation of property,- from glving or receiving unauthorized aid on any
academic requirement, and from failing to comply witH the reporting procedure prescribed

A

o in the Judicial System. = v ‘ » o y
v | o Q‘ \ -
4 @, Prevention of Honor Violations R o

-

© [ .
Faculty mexpbers are urged to take certain initiatives to prevent honor violations from occurring.
Some suggested preventivé measures follow: N : :
'>1 .  Stress the Honor System in each class at.the beginning of each quarter.
" Announce course requnireme-nts early {n the qgart'er.
Give proper protection to test papers and keys. .
Provide seating arrangements that are rnot condusive to cheating.

2

3

4 .
5. [Explain policies regarding documentation and aids that are authorized. ' .
6 .\ Monitor tests. ’ . . : « .
7. TIf you suspect, but do not have enough evidence to place charges against a student for
cheating, inform him of your concerns and caution him to correct his bewhav'«lor.’

C. Repor:ting of Violations and Procedures for Placing Charges : ‘ .

The following reporting procedurds should be followed:
(additional information is available in the Judicial System sec
g}v,‘%ﬁ supplement) ' : ' ' : g

1. (Optional but recommended.j When a faculty or student observes a violation, it is recommended -
that they first confront the alleged * violator with the accusation and provide him with the ° “
opportunity to explain his actians. -

2, If satisfied with the explanation, ,no further action is necessary. .

3. If the student admits guilt and/or you believe-he is guilty, advise him to self-report the
violation by'a designated deadline. Direct him to the Dean of Students office to make the
report. E o _ . :

4. Contact the Dean of Students office (731-6321) in Walker Hall to ascertain whether or not ..
the student has self-reported the alleged violation. If he has not, you should make the report.

- This report must be made within 10 (preferably 5) class days after, the violation has occurred.
The.person rriaking the report will be assisted in the completion of a charge’ slip to whieH
he willfaffix his or her signature as the accuser, If the investigation reveals that there is
sufficient evidence for a hearing to be scheduled, the accuser is generally requirl‘ed to appear
and testify at the hearing. ' -

' i
tion of the Student Handbook

s

o

e T

| e _— “
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© Students have the right to the presumption of innocence until guilt is established. Gutlt is

~assigned to investigate the case.

o . !

Evidence of Guilt . N

q

determined by an admission of guilt by the accused or by the presentation of evidence which
establishes guilt by the preponderance’of evidence. Therefore, itis impoptant to collect and
retain all evidence which supports the charge (i.e., names of witnesses, test papers of persons
in question, crib notes, seating charts, etc.). These should be made available to the person .-

ey

C all o, | S | w\\‘%
. .

Honor+ Violation Definitions
- e -
1. Lying - a.misrepresentation of tryth which misleads another constitutes lying. A studer'\t
will riot be charged with lying if a misrepreséntatibn is immediately withdrawn without

>

- prompting or cross examination .

a, Stealing - unaduthorized appropriatioh or possessiorof the property of another.

3. Cheating ~ the possession, receipt, use or furnishing of unauthorized aid in any academic
endeavor. ) :

4. Failure to Report ~ students who commit a violation of the Ra;dfér_d College Honor Code
who have knowledge that a student has commriitted a violation of the Honor Code are required
to report the violation within ten (10) class days after the violalion has occurred or the S
alleged violator has been identified. Failure to report is a violation of the Honer Code,

5. Plagiarism - plagiarism will result in a charge of cheating and/or stealing. Plagiarism is
the use of ideas or thoughts of another which are not common knowledge widgout acknowledging
the source(s) or, when applicable, identifying direct quotations. . e
a.  Ewvery writer should keep in mind that his name as author on a paper, whether submitted

to a professor in a course or to an editor for publication, {s an implicit claim to futl .:
authorstp of the contents; his readers have the right to expect him to point out any v, .
exceptions. Lo full authorship. !
o b. Inorder to avoid plagiarizing: . ) ‘ .
' (1) Quotatipn marks rhust be used: . o
() When a statement is copied word for word. . : T, » .
(b) When a particutarly striking phrase or vord is copied. .
- (c) F(For long ‘quotations (usually four lin¢s or mor&) indention of the quoted lines
; isa standard substitute for guotation marks. . ' .
) '-l"f')otnotcs must bg used: < . i
’ (@) To af:kr\ovv'ledge the source of a direct quotation. ’ . . .
(b) To acknowledge a copied table, chart, or pther diagram. : e
(c) To.acknowledge statistics. . ‘
“ ((?) To ’a\cknowlcdg@ an_jdea U'I.Jt‘is borrowed even if paraphrased ‘o summar‘ize.d;
, Toravoid unintcnti.pha.l plagiarism, when a student isptaking notés he should
paraphrase, and make nole of the source. Paraphrasing is writing in one's
o own words, not merely changing or omitting one on two words., v
(3) [oulnotes are not necessagy: 7 :
(a) When the {dea and wording corne from the sstucicyﬁ'/s own.mifid. .
o (%) When the information is common knowledge, w hich is &onsidered to be any
4 factual gtntemont found 1n a general encyclope ia.; ’ ) S
(4)) [Mootnoling an incorrect source will be considared & s‘iyjng&?rathcr than plagiarism.:
(5} If a’student has _qucs‘tions concerning documentation,t.he,should consult his ingtructor
before handing in the paper. - . : ) ’ . : ’
6. [orgery or Misuse of Nontransferable Documents QF Instruments = forgery or the misuse of
“ nontransferable documents or ir'\sgruments including 1.D. cards will psult in a charge*of il
lying and/ofl stealing. An owner of a docyrnent or instrument which is not pcr;mittcd to he
transferred and/or duplicated witl be indialation of the Honor Code, if he willingly transfers.
or"‘?lup'licates the document or instrumént to anather,individual. h . T PR
.?:w; ' B - ) X .
4 - . >
\ . R - . \
L L] "
v . e ! *
o R ¥
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\ o IV. INTERNAL GOVE[QNANCE PROCED‘URES L S

1{8 college operates under a governance system consisting of four councils. The following section
a des\cribes this system, .

PAR‘T .‘ . POLICY-RECOMMENDING STRUCTURE

!

SECQ I'lON A: THE FOUR COUNCILS

.

- ' Most poiicy-recommending functions shall be delegated to four separate ‘Councils, each reporting
directly to the President. The foun Councils shall be (listed alphabetical order) ;
() a College Affairs Council to rccommcnd policy concerning acaddémic matters and general College
. N mattars not otherwise delegated hereinafter g

' U

- C @ a F'actuity Affairs Council to recommend policy concerning faculty matters

J g (3 a Graduate Affairs Council to recommend policy concerning the graduate program, and

’

4) a Sbudent Affairs Council to recommend policy concerning student matters

- . -

The general rattonale For these recommendations is: those parties most d\rectly affected by policy
should have the primary role ih poticy formulation

SECTION B: MEMBERSHIP OF THE F'OUFZ COUNCILS ' L.

The President shall serve as an ex—-officio, non-voting mernber on each of the Councils. The Vice
President for Academic Arfairiﬂ; serve as an ex—-officio, non-voting mermber of the Graduate

W Affairs Council, The Viee~-President for Student Affairs, the Vice President for Business and
N “ *  Finance, the Decan of the Graduate hool , @My the Dean of Students shall serve as ex—officio, non-
! voiing members OR the College Affairs Cofincil, Y o

*(1') Col 109_c_;_§fj’_:_1_g:5 Council

w 4 Craduaie Studont Absociailon)
. . . . .

Total: 16 .-

c."-{' o
) “(2) Faculty /\f_Fairs Council , B \

. A) 4 admmlstrators ' : R
R ) _ (1) the Viée President for Academtc Affairs’ t
~ . A (@) the 3 undergraduate Deans— =

o ' (B) 10 faculty (elected proportionately by undergraduate Schdols)

n

-~ . “ ,\'
(C) 3 students (2 undergraduates selected by SGA and one graduate student selected by GSA)

Total: 17

. , : (8) Graduate Affairs Council

(A) the Decan of the Graduate School

—~a

B8 - C) Each graduate degree program to have one faculty member on the Graduate Affairs -
e _ Counricil and that the graduate student representatives to the Graduate Affairs Council

. ' " #, o .
Q .. i : 65 * ' ' o 0 -

ERIC ,A .
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s . . f

Be changed pioportionately. Graduate Faculty (elected by the graduate faculty ~— no more
than 2 from any one department; Graduate Students (Selected by GSA)

* Allotment of faculty to the College Affairs Council, the Faculty Affairs Council, and the Student
Affairs Council shall be strictly according to the numbers of faculty 'having full-time employment and
who teach at least one course per quarter. Allotment figures shall be rounded to the nearest whole,
providing that each 'School shall have at least one representative on'each Council, ’

] 3 . . !

4y Student Affairs Council " .

(A) 4 administrators :
(13 the Vice President for Student Affairs

(2) the Dean of Students FA :

(3) 2 student affairs staff members (recommended by the Vice President for Student Affairs

and appointed by the President) ' T

3
(B) 5 faculty (elected propo#tionatzel-y by undergraduate schools) ' Lff
' 1 [ - . B Ly
(C) 8 students; i ‘;.j'
(1) 3 selected by SGA o . ,
(2) one SGA Executive Council member (sglected by same) | .

(3) Inter-Residence Hall Council Chairperddn

(4) One Senator from the Non-Academic Affairs Council
(®) one day student (sclecled by the Bay Studenf Council)
(6) one graduate student (selected by GSA) :

Total: 17 ;zxr . '

%

SI-CTION C: [POLICY-RECOMMENDING FUNCTIONS FFOR EACH COUNCIL

. N 'S
Fach Courcil shall be free to make suggestions on any subject to another Council, or to the President,
but official policy-recommendations 'the President shall be forthcoming only from the Council assigned
the specific functions indicated. i '

(1) College Affairs Council a

The policy~recommending role for general College matters not otherwise dclegated hereinafter, andA

for undergraduate acadernic affairs and certain opecific graduate acadertc affairs (including policy

governing thg following specificd arcas) shall be delegated-to the College Affaing Council ('der\ggtih
", .

rareas of both under‘gr‘advuate and graduate concern).

!
(A academic,honors programs and policics
(=) academic probatibn and suspension ’
(C) class allendance
(D) examinations. »
() class withdr‘awal" '
(F) grading ra o
(G) admissions and, recruitment g
(H) transfer credit #
() undergraduate degrces, programs ahd caurses
(J) gereral education requirements
(K) teacher education : " . ) , : '
(L) undergraguate ficld sePviges (suc‘h as recreation internships) - )
* (M) College Athnning and pldgoting”
) acac%mic and ngﬁiacadnmic prioriities’(scarvices, positions, equipment, materials,
facilities, foés, ctc.)’ - , _ .
. (2) development and crv:\m.;\tian“of resources, and determination of long-range planning
N) ‘continuing vducation® ) : . o
O) .fi};mmur‘ school (excluding policy governing selection of faculty personnet)*
P) library* o . . ’
(Q) regintration and scheduling® ’
. (R) undergrariuate academic advising
©(S) schoolcalendar®

Ky

L 1 _ . 6("‘) 7 N .
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i o . . -

. a vehicle -and student parking .
, w academic organizational str:uct:ur‘ing of the College (staff positions, schools, depar‘tm_e'nts)"' .
\ asvaluation of faculty (the policy~recommendirg role here to be exercised upon recommendations
from both the Student Affairs Council and the Fagulty Affdirs Council)* - T
(W)innovations in academic programming . : '
0X) community and public lr‘elations'
\ oY) comrriencement

() Faculty Affairs Council
The policy:recommending role for faculty matters, including policy governing the following specific
areas, shal_l be delegated to the Faculty Affairs Council., :

(A) recruitments and appointments v
(B) raises and promotions
(C) tenure standards and pr:ocedures . . )
(D), academic freedom and due process procedures,_ ‘ .
(E) release of non-tenured faculty °
(F) grievance proceduresffor faculty
(G) selétion of summer faculty
“ (H) selegtign and roles of Chairmen and Academic Deans ' ’
() faculty role, if any, in selection of the President-and Vice President for Academic Affairs
(J)Y faculty evaluation of Chairmen ’
(K) faculty evaluation, if any; of Academic Deans . C A
(L) faculty cvauation of faculty (recommendations here to be forwarded to the College Affairs
_ Council) not to the President) , ) )
(M) professignal responsibilities and duties: i ) o
load (classes, office hours, extra~curricular dufies, load reductions) ’ '

, (4) absences, from classes

(N) fringe benefits and faculty welfare . ..q_
(1) faculty auditing of classes '
(2) faculty tak:,i of classes for credit
(3) sick leave and maternity leave : v . .
(4) faculty parkin regulations ) \ '
(8) office use . ' ' '
(6) faculty fund raising
(7) faculty dependent benefits
{8) professional travel, \eaves of abser]ces, sabbaticals and r‘esca%h gr‘énts
(9) academic building sec rity
(O) academic protocol o .
™ ar');()r;"oval of candidates for-deyrees (regular and hongrary)

-~ ®

3)- Graduate Affairs Council .

R ’ - . o ve . v )

. . The policy—recommendihg role for matters concerning the graduate program, including policy gc\)verning“.«
the following specific areas, shall be delegated\to the Gr‘adLEte Affairs Council,

(A) graduate degrees, programs and caurses '
(B) admissions, recruitments, and academic standards
(C) transfer credit ° a )

(D) graduate field services (such as psychology practicum)
(E) class attendance .

(F) examinations

: (G) class withdrawal . o« ' B
(H) grading - . "k ] ’ . - . .
. (1) academic advising . \ . u o N
' (J) acadermic honors programs and policies . . ¢ ’

(K) graduate student aid (excepting graduate resident assistants)

- [

A
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(4) Student Affairs Council

The policy-—recommending role for student aﬁ’alrs, including policy goveming the followmg speciﬁc
~ areas, shall be delegated to the Student Affairs Council.
’\
(A) campus rules and regulations
(1) boarding
(2) alcohol i
(3) demonstrations and pickéting
(4) firearms
. (®) fund raising among students
(6) smoking
(7) resi{dence hall pollcles
(8) students rights and responsibillties
(B) campus ser‘vices,
.{1) food service facilities, excluding dinirig halls (4) campus security
(2) bookstore
(8) post office
(C) student services
(1) placement
- (2) undergraduate financial at
(3) laundry , .
.(4) health services = ¢
(8) dining halls
(6) student phones
{(7) housing policies
(8) counseling center
(DYextra~curricular use of campus faC\illties
(E) extra-curricular programmlng
(F) Student Union -
(G) clubs and organizations
(H) stud‘cnt activities budget
(1) student publications
(J) studentgrievance procedures
(K) student evaluation of faculty (policy recommenc}atlons ‘here to be forwarded to the College
Affairs Courcil and not to the Prcslde,nt)‘” © . 3 .
) ',(L) evaluation of student affairs staff : ‘ ‘ '
. (M) SGA and GSA constitutions - S, L.

. u
S ) C .

.Sl‘_CTlON Q: ELECTION AND ORGANIZATIONAL l’ROCFDURLS FOR THE FOUR COUNCILS
¢ ) .

']

-~
'

(1) I"aculty poslgwns : . o N ’ =)
. .. ° — . bR
gb

(A) The faculty members of the College Affairs Ccff:cll ; I"aculty Afalrs Council, ard the Student
Affairs Council shall be allotted prof}ortlonately among the “Schools (see footnote, page 44)
.and elected at-large within each undergraduate School; No faculty member shall serve Qn
more than one of these three Councils. : e A ; T

1 “

- . 4 Y

(B) The faculty members of the Graduate Affalrs Council shall be clected at~large by the. Graduate
School, provtdlng that no more tham two persons, shall be elected f'rom any one department.

(C) All facutty members of the four Counclls shall serve two-year term(g and be-eligible for
reelection, Terms shall be staggered so that one-half shall be elected annually. . bt

(D) For any faculty member absent from the summer term or unable to completewany part of his
term, & temporary akternate shall be selected by the electing unit, -

. " i ¢ A - . o . K V- .
(2) Student positions ’ . - w7 .
s s - 1 . o ° -

| ]

(A) The undergraduale student members of the Councils shall be selected by the Studént Oow:,rnment
Association; the graduate student members shall be selected by the Graduate Studeht Assd’clation, R ;
ang the Pay Student mcmber of the Student Affairs Council shall b/e(elected by the Day- Student .
Assoctatlon. .- s A A - . . o

- @ )
N
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_4»_""\ (B) All student members of the College Affairs Counctl the F'aculty Aﬂ’airs Cpuncil, and the .
' . Student Affairs Counci} shall serve one year termg and b ‘éligible for reeqw ction. Graduate

student members of the Graduate Affa\rs Counci.l shall sel two quarter terms s and be )

“ eligible for reelectiors™’ _ N

)

. N
(C) No student shall Serve on more than orle COUnCll . Sl
\ . .

" (D) Student members unable to serve for an}l quarter or quarters shall be\ temporarily replaced

T, as the eletting units shall determine. S RS v

h // ‘. . J‘

-
4 .

ASS

8 o
()] Efection procedures ]

(A) Student and Faculty electians of Councilmen shall lpe held in April except for the graduate
student selections to the Gt"aduate Affairs Coungil, which. shalb be held at the begtnning of
fqll and spripg quarters. n\ ’ ) : »} A .

- ¢

(B) In all"%tions by Faculty bodies, secret ballots shall be used and run—offs shall be held if .
necessary to insure that each elected representative recelves a ma_]ority of th@ votes cast.
. . . . .. ) \ <X

(4) Council orgamzation and procedures - o . N ‘

3
o

~

]

A) The initial meetings of the new Councils shall be heid~withi‘n the First tw:p weeks of fall quarter.' L
8) The College Affairs Council, the Faculty Affairs: Council ‘dnd the Student Affairs Council shall
. elect their_own Chairman, However, the chairman of the Faculty Affairs Council must be a:
faculty member. Elections of Chairmen shall be held without formal npminations, and by
. secret ballot, with a ma_]ority of votes cast necessary for election. Ifno member receives
a ma_]orvty of 'votes an the first, ballot, Hhed a run-off shall be hetd among the top three ~
candidates. iIf a second’ bal~lot likewise fails to prbc@ce a majority vote for any one member,
thpn a second run-of’f' shall be held between the two top candidates.

<)y 1 Dcah of the Graduate School, shall serve as Chairman of lhe Graduate Affairs Council.

men shall designate a presidin,g‘officer Aine tﬁeir absence. P i . (..
[ . : . . .
(E) Ea ouncil shall also elect its own, Secretary, who necd not be a Couincilman.

»

T .

D) Robert's Rules of Order Newly Revxsed v‘hall govern all proceedings of the Councils. .
M [}
(G) Any vote in a Councxl mncetqng shall be by secret ballot if requested by the vmajority of those
present. a L Lad . v . -

v - LR S

>
(H) Absentee voting shall be permitted for specific issues dr electionis on the agenda. T
~ o . . L 4
(l) All meetmg ‘of the Councxls subJect only to space limi‘tatiens, shall be, open to Faculty, students, ’
’ and staff of the College. ObseWers may request permission of .a Council to testify or’ participate

in degbate., o . A g s : ) . e
-y * - . - . -

" () Minuted of the Councils shall be forwarded to: % -,
(1) the -President, the Vice Presidents and the Deans
(@) the SGA and GSA l:_°><ecutive Councils . "+ . .
(3) the Dgy Studgnt Assoqiation and GSA president (to be po! ted)
_*(4) to each residence hall (to be posted) ) . ~
' (5) tg-each academic building (to } be posted) ,
. (B): ‘to the editors of the Cdllege maruals and to the Director f lnformation and Publications
(7) to all members of the- other three Councils . L.

- .

. )
. ‘4

(K) In addition,.mmutes of the Faculty Affé‘frs éouncﬂ\ shall be Forwarded to all Faculty.b

SFEION E: :Dl%POSlTlON AND REVIL;W OF F”OLICY &EOOMMENDATIONS FROM THE FOUR COUNClL.S

(1) Al policy recommendations from 3:hc Cduncils shall be conveyed directly to the President.

Cg Y

t -
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. o ' -~ . . : . . s ) .
- SIECTION G: STANDING COLLEGE-WIDE COMMJTTERS — ELEQ‘TION AND ORGANIZATIONAL,

. . . N i T
NT . . i ‘ T '
@ \Rec_ommendatio% from the Councils shall take effect in 30 days unless disapproved by the
. President or unldss the President apprdves but stipulates that final action must be taken by
the Board of Visitors.. e _ B ” '
(3) If the President disapproves any Council recommendation, or takes .exception to any part of
it,! he shall gorwey his objections to the originating Council within 30 days, and the Council
shall have 30 days to reconsider and resubmit its proposal . Resubmission of the same
proposal shall require a two-thirds .majority vote. Submission of a revised praposal shall .
, require a simple majority vote. : *

N ¢ . c . > ‘ . s
(4) Al resubmitted C,/ouncil recommendations, having received a twokthirds majority vote, shall
be forwarded by the President to the Board together with his récommendationss ™ :

(6) Normally, the President will originate policy recommendations to the Board of Visitors on.
matter's within tha pollcy—recommenaing role of the Councils only upon the failure of the
appropriate Councll to submit recommended policy within 90 days after being requested to do
so by the President, ’ . l i

s
© -
" '

(6) The 30 and 90 day time limits ihdicated above may be reduced or extended by mufué( consent of
both the Presiderit and the appropriate Council. :

.

SECTION F: LINES OF COMMUNICATION BETWEEN, THE COUNCILS, THE PRESIDENT AND
THE B3OARD OF VISITORS : —

-

-

(1) The Executive Council to the President ‘ .

(A) The Executive Council to the"Pr*esident s/hall be created t\o meet with the President, ‘
The Executive Council to-the President shall: - R ‘ .
(1) - advise the President on general College matters, including Council 'recomm’endation,' and
()" make- recommendations to the President concerning desirable alteratioris in the College's

o e \

"

internal governance .
C3) Memboers of the Executive Council to the President ghall include;
7 (1) the SGA President ‘

" (2) the GSA President .- .
. (3) the Mresident of the Faculty _ ) . ]
4 12 others — 3 from each Council, these 3 to include one student, one faculty member, <
’ ‘and one, administrator ' . ] ‘ . . : \
‘ ; P .
.(C")) [Cxecutive Council to the President mermbers shall be selected as follows: " E .
(1) - the student members of each Council shall elect the s,Lu\‘dent representatives to the '
[Executive Council to the President: _ ‘ ' T .
- (@) the faculty members of cach Council shall‘ele&t the faculty representatives, and
(3) the Pgsident shall select the administrative members '
. N o
@) DBoard of Visitfrs Gommittee ' S . o ,

e R _ , - ..
[}

N . [N . . o ! . .
1t is recommended that, 1f and when the Board deems it appropriate ahd upon the rcquest of the
~ Board or upon th® recommendation of the President, and approvyal by the Boﬂard, certain appropriate

@

» faculty, staff, and students be invited to meet, along with the P?reside'nt-, with various committees
of thé Boayr'd. ’ . r ' : .

\
’

v %
. g9 - 3 ' Nl
\ + = . . .. ‘¢ s !

' v . - e . . . )
(1) Varioussstanding College~wide committees, hereafter indigated, shaﬁ'be 'esgabllshed. Most shall
be subordinate to the three Councils (College Affairs Co l, F'alculty“Affairs Council,” and. Student

PROCEDWRES

Affairs Council). Special commi'ttée»s'shall'repor‘t,direétly o 'the President. ' ‘ .-
¢ 4 LAY LY o ) ‘\; v . N L .

- (@) The éraduatg’Armirs Council shall establish its own standi mitfees, if ary. _Both faculty an
graduate students shall serve'on any such committees. If it proves ne’ces‘sa{*y,to go beyond the
Council's ovfi mgmbership fo staff committees, then the Graduate School faculty shall determine

. propcr procedures for selection of fadulty committeemen, and the GSA shall ‘malke the necessary
. student scelecttons, o o oo « 7

v, o , ' R




.. . . p i , i , N
" . N ) - v . . X . . . . . \ A
: . . (3) Except for future standing committees under the Graduate’ irs Council, ang unless ptherwise
. “statdd, faculty members of standing College-wide committees shall be elected by procedures
régommended by the Faculty Committee on Committees within the Facylty Affairs Councili, afd - «
) apphoved by the genergl faculty. ' : .- S N\ :
- 4) Unless\k{the.r‘wise designated, all Student members of standing College-wide cammittees shall be
\\ selected l:g th® SGA or by GSA. - » o : ' —
| M . . /' . ’ a
(6) Unless wher designated by office, all student members of standing committees shall serve one-year
. . olerms, and aN faculty members shall serve two year terms. Sc;léctions or elections shall'be made
v ol 2 * .
by October first. Faculty tarms shall-be staggered.so that approximately an equal number are
. selected or clected each year. : . : V :
- A N .‘ . .
(6) The administrative\members of standing College-ryvide'committées shall be recommended by the__
. appropriate Vice P igdent and appointed by the- President. This report inclddes recommendations ™
for the assighment of'\certain administrators to certaifi committees. ‘ .
“ . . (7Y 'Unless otherwise stated, all committees. sHall organize annually by mid-October, and elect Chairmen '
: from their membership, and also a Secretary, not necessarily a member. . : -
N . ! . L4
(8) Minutes of all g/ommittce\m““ ‘etings shall be forwarded to: . . e
' (A) the Chairmen of all four Councils . " :
~ . (Bp the meribers of the parert Counajl ’ . ' ' e .
. (C) the approgriate Vice Presideqt and the President " .
. : " ¢ - v : . °
: (9) All committces shall follow Robek Ryles of, Order Newly Revised in their proceedings., -
— o . ’ - .
v t 4 -
“ . {10) Committecs recommended hereafterlshall be listed as either "policy" or "action" commit‘tees, or- =
botty. Listing of a comr_pitt"ee asa' olicy" committee shall not-preclude future action function for .-
. such’a committee. ’ . s, ' .
' - . 4 . . " K3 ’ . - av
* SLCTION H:  COMMET TEES UNDER TIHE COLLEGE AFFAIRS COUNCIL. -, A
e The following standing cormmittees shall be created under the Collegé Affairs Council to make ‘recom-— Co
mendations to the Council* for the speciffjc policy functions indicated. "Unless otherwise designated,
P v student members $hall be undergraduates. , ) : . -
. N 4 ¢
' v (1) Academic Honors Program and Policics Committee ' . :
. s ot . v . ‘ _— ' ¢ T : o
e (A) Policy and action function: to recommend, review ahd administer the undergraduate-honors_ )
program and academie honors policies of the*College (item A, page 44) . K
L. LT (B) Membership: 1 administrator , ) T ‘ o
o ‘ ' 4 faculty ; ‘ :
. 3 sludents o . . ) ' : ,
k] , .ﬂ . . B A M ) ‘ . \. . .
- Total: 8 . ' T 1
(2) Academic Pdlicies and Procedungs Committee » o ' T
. . . . S . R ) v
", i ) (A) Policy f&nqtion: to. recommend and revicw policy concerning admissions, academic readmissions,
i ) o 7 academic probation and suspgnsion, class attendance, examinations, €lass withdrawal and ;
s, ! o l gradir\_g'(items B8,C,D,E, F; G, H, page 44) ' T ‘ . . B T
v ., - . ‘ v . ) £ . . . ° o .
Ao, .(B) Membership:* the 3 ,under‘graduaté Deans T ] — . e Toe
- . E ‘. 6 rchlty . o’ - . / - . ) ) .,
: ' . 3 students. ) : T . . .
Py ) ’ ., v o .
Total; 12 . , . . ’ .
Lot y . ' v . R Es -
’ © (3)  Currigulum Policiés Committee . " _
) T (A F{QHCy function; to recommend policy c'or)cer;r;infg‘(items I and J, page 44):
- /" " i “ . () requirements for undergraduate degrees. o ' R e
| v | . ’ R . ¥ . . , ) g,
Q . . . >

’

r49 L)
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N

@) requl'rements for und>graduate majors
(3) general education requiremen
(4) course proposals,wadqptions and revisions, - . t

v

o * (8) innovations in academic programming . - . S _ _
of*the Coallege

. .
5 ‘.

b

(B) Action function: to review and or make specific proposals (subject to approval

. o . " Affairs Council) cdncerning: o e ]

S (1% ‘undergraduate degrees ’ '
- S () undergraduate majors . .
(3) general eudgation T -

© . " (4) new academic programs ‘

N E »

(C) Menibership: the Vice President for Academic Affairs .

p the 3 updergraduate Deans ° -

" .’ . 9 faculty (allotted proportionately by Schools, with no more tpanone
T ) from any department) ] .

- . »

5 studenits

Total: 18

.

i B . - . -
(4) - Teacher Education Committee oo N

‘.

- . @
°

(item K, page 44.) s ot P
N " N ) J . -

“ . (B) Membership: the Dircctor of Student Teaching - v

e . ‘ 6 faculty (3 from the School of Education; 2 from the School of Arts and
"Sciences, and-one from the School of Applied Arts and Sciences)
4 students (juniors or seniors in teacher cducation program) .

i4 hl

Total: 11

(6) Fiscal Exijency Committee - ' ' : .

(A) Policy and action function: to make -recommendations when requested .by the President in
¢ - the event that the President declares thata fiscal exigency exists. Such recommendation |
will be directed firs%_.td‘ the Vice Preside;‘\t forr Academic Affairs who will'make his
recommeandations to the President who will in turn make his recommendations to the Board
of Visitors. ' ’ - ‘ ' :

\
] ' -~ .

¢ -

L . ~ (B) Membership: 4 Academic Deans :
. o T ' "1 Vice President for Business and Finance
\\ 1 Vice President for Student Affairs .
™. . . - 9 Faculty (proportioned by schools) _ o |, °
e o 3 Students (2 undergraduates, 1 graduate) .
' -, _ : . LY
Total: 18 ' ¢
4
' (6) Continuing Education Committce . t .
’ v A (~) Policy T'antior:\: .'to re’commer\\d ard review policy concerning continying cducation (item N,
page 44 - . 7
. ' b ! . "
: ) (8) Membership: the Graduate Dean . - N v
i . oo , & faculty (allotted proportionately by Schooly
7 A . 4 students (2 undergraduate, 2 graduate) ,
. : ‘ . . °the Vice President for Business.and Finance
. ' . ) .1 administrator (the Director of Continuing Education, if appointed)
o ' . - . s
N Total: 13. o . ) . ' ) > .
o T 50 ' - '

RIC” 2

r - .
Full Tt Provided by ERIC. e . B 5
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« (A) Policy function: to recormmmend and -feview policy co.ncernihg tihe Teacher Education pr‘o‘gr‘a'rr'\;S- on-

.‘,‘

”
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(‘

t.

-
e

) o o
(7) Summer School Committee .

< o )
{A) Policy function: to recommend and review

e

poticy concerning

PO

»

e

i
e

=

),/
o

..

".f;, i

the opéfation of the summer

school (except fo¢ policy gQ}erning selection
. ’ ) ) -

of symmer faculty) (itém O, page 449

w

3

t

o

) Membership: the Graduate Dean °

one o

4

oF

r administrator

« (A) Policy and action function:

o ' 6 faculty (2 per School)
“ 4 students

o
12

Total:

(8) JLibrary Committee

{A) Policy function: to recommend and review poli

~ (item P, paged4)

(B—Z _Membé'?ﬁmm the Library Director

one professional from the library

5 faculty

) *

Total: 10

[}

o

-

raduate, 2 graduate)

3 students (2 undergraduate; 1 graduate)

(C) Only a faculty member shall chair this Corpmlttee

)

a

L

professional staff’

.

’

(A) Policy.function:

st

the Graduate Dean

1 other administrator
3 faculty

3 students (2 undergraduat

(8) Membership: -

P
&~

Total: 9 "’

.

‘e, 1 graduate)

the Director of Student Acadiemic Advising Services (ex—o

‘

4

Q 0) _Undergradt)ate College Catalog and Personnel Handbook Committee

5]

. (A) Action function: to make recommendations_concerning

" handbook. . v

. (B) Membership: 3 faculty
1 student.
1 administrator -

.

Total: 6 N
((11) Camplis Beautification ‘Committee o

i)

»
b

‘the Director of Information and Publications

LI -

I3

-

beautification. . . *

I

v

to recommend and review policy governing registration,
wundergraduate aqademic,-advislng and the College calendar (items Q, R, S, page 44)

(9) Academic Advising, Reglstration, Scheduling and College Calendar Committee

ncerning the library's operation

scheduling,

s

fFicio)

. -

@

1
/

to recommend, review and adminigter poticy' concemti

tyhe, college catalog and persgnnel' )

ng campus

v

- (Q:QB/) Memberships
du” Tty

g

the Director of Buildings and Grounds
the Supervisor of Grounds
the President's wife, ex-officio |

A $

o -

» - 8 faculty -
: \ 4 students
1 administrator v
Py . .
. 2 townspeople and’aﬁl
, . S , .
* Total: 15 . 2 v
, o " 51

-
2 N . -
. . E .
‘ ’ T .
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. ‘ . N ll
: S

|

PR . L 3 students [ , P
v . o . _
v Total: 8 , o o : o
[ R . . .
. . R | ' . .
(13) Commencement Committee . ' .
. - N

[ o

| o T Y

| . o .

(12) Community and, Public Relations Committee
. ' I .

- . v | v f :
(A) Policy and action function: to recommiend policy and to assist the College in the area of
community and public relations iterm X, page 45) . \ L
(B) Membership: the Director of In rmation and Publications -
' one other administrator . : o
. 3 faculty ' .

o - -

. (A) Policy and action function: -to or’ganizegthe.commencemenf; program and related activities
(item Y, page 45). Unlike other committees, the Commencement Committee shall organize .
at a time appropriate and convenient to the class involved. ot
- - 1 . A

{8) Membership: Registrar, . .
: the Assistant to the President
) Senior_Class Sponsor(s) )
“ Senjor Class Officers - ‘ . ' s

o 1 Graduate Student ) . . .

: 2 Faculty Member: i : ' \ £

-

Total: flexible

. . , . .
- R . 5
i ’ ~ . TR

(14)> Traffic Committee L o ' L

(A) Policy and Action Function: »/ . L .
. (1) to recommend and review policy governing vehicle registration y o,

@) to recommend and review policy,governing student, faculty and staff parlﬁg and traffic

regulations . ’ : :

(3) to hear-all appeals of campus parking and traffic citations )
(4) to review and edit the publication of PARK% AND TRAFFIC REGULATIONS
(3) Membership: the Security Chief o o

: 1 other administrator ' -
L 2 Facuu.ﬁl . A :
\\ " -4 students (2 boarding students, 1 day student, 1 graduate student)

1 staff member* appointed by the President :
. . - TJotal: 9

o . . - .

*PBlease note that the staff member’is a new member requested by the Traffic ‘Committee’.

Since the Staff come under these.Traffic Regulations, the Committee feels thgy should be
R . . \

représénted on the Committee

SECTION I: COMMITTEES UNDER THE FACULTY AFFAIRS COUNCIL. '

. The following standing committees shall be created under the Faculty Affairs Council, to make
recommendations to the Council for the specific policy function indicated.” Unless otherwtse
designated, student members shallsbe undergraduate. ’

(1) Faculty Committee on Committees

(A) Policy and action function: to recormmepid and review procedures regulating election of
oo faculty to all standing College-wide coimittees. The pfocedures recommended shall be
"subject to amendment and approval by a general faculty meeting chaired by the Presiderit
" of the Faculty. I ‘ .

‘I/’ .

(B) Pending approval of pér‘manent procedures, the Faculty Co}'pmittee on Committees shall
itself select all faculty on starging College*wide committees, except for the Academic
-,




. ’

;  +Freedom and Tenure Coramittee, the Faculty Grievance Committee, and all committees in

t » which faCUU-Y arle apporioned by Schools. These shall ‘be elected by the appropriate faculty.

(C) Member‘shlp- the 10 faculty rmembers of the Faculty Aff’alrs Councﬂ-

. @) ‘Faculty Personnel Commlttee

v .
(A) Policy function. ‘to recommend ard g‘evxew pohcy goveming the f"‘3’“‘3’Wi"‘9 areas (items A,
8, G, J, K, L, page45) ¢ - & ‘ '
) recruxtments and appointments . -
(2) raises and promotions _ .
, @) summer employment of faculty o !
- .(4) faculty evaluation of faculty and Chairmen : 7.
®) faculty evaluation, if any, o"t’ Deans .

o

(B) Member‘shﬁ) the 3 undergraduate Deans
10 faculty .
© 3 students -
<

, Total: 16 . - E . .

o

~

@) Faculty Profcssional Standards Committee

(A) Policy Functlon to r*ecommend and review policy and procedures concerning the following
(items C, D, E, F, L, page 45) :
(1) tenure standards aﬂd procedures’
@) academic-frdedom and due process procedur-es IR
@) release of non—tenured faculty - . ,
(4) faculty grievance procedures - '
®) mfcsswnal dutics and rcspon51b111t1es ; '

& faculty load (classes, office hours, ex'tra—curricular duties load r'educt\ons)

N

-

. outside work ‘
\ . (c) publishing and rescarch R o » !
) absences from classes : ’ :

[2 administrators
0 faculty L ‘ .
2 students,

%) Membership:-
. 1

Total 14
s
- : 7';.' ,
(A) Policy function: to recommend and review policy concerning academic pmtocol (item O,
page 45 and Faculty fringe benefits and welfare (item N, page 45, as follows:
(1) faculty auditing of classes . ©
‘(2) faculty taking of classes for credit o
(3@) sick leave and maternity leave .
, (4) faculty parking regulations:
. ’ (B) office use - .
' () faculty fund raisings ' : ,
o \ (7) faculty dependent enefits : :
(8) professional travel, leaves oF absences, sabbatlcals ‘and research grants -
. _ . @) academic buildmg security . . o

. : @) Faculty Welfare and Fringe Bcncﬁts Committee

a) Mern_bershlp.; 1 admlnlstrator .
6 faculty s . ' N o S
% 1 student : ) : 8

Total 8

- * 14 8 A

SECTLQN J: COMMITTEES UNDER THE GRADUATE AF'F'AIRS COUNCIL

The Gr'aduate Aﬁ'air's Council shall establish its own’ standing committees, if any

o « P ek

O : . . X ) 53 P -

K - R .
- . ) X . »
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SE‘CTION K: -COMMITTEES UNDER THE éTUDENT AFFAIRS COUNCIL

cated under the Student Affairs Council, to make

The following standing committees shall be cr _
Unless otherwise

recommendationd to the Coluncil for the specific policy functions indicated.
designated, student members shall be undergraduates. ( - : R

(1) - College Services Committee

(A) Policy function; to review policy annually, to recommend policy and to hear complaints
: concerning the services in the following areas: -
(1) campus security .
(2) all food services , :
(3) bookstore - o ' o .
(4). career development-and placement ) o B .
(5) undergraduate financial aid ' e L ’
(6) taundry . i . ,
. (7) health services . )
(8) post office
(9) stydent phones
(Q1o)] y using policies
(o4

)

(11) ‘counseling center
@ . (8)/Membership: the Director of Auxiliary Enterpriges ‘
B . .3 Student Affairs Staff Members
2 Faculty :
S/ 6 Students (1 Senator from each quad., 1 day student, 1 graduate
- student) ) :
Total; 12 o
& ’

) Can'{p'us t_ife Committee

(A) Policy and action function: to revij%necommend and administer policy regulating
campus-wide programming and ca pus—wlde-progr‘émming or‘gf:mivzations, to review and
recomrend: recognition of standing or ad hoc pr"bgra'mming organizations; to review and -

$recommend programs to Student Activity Budget Committee for funding. All campus-

. wide programming committees operate under the authority granted by Campus Life

Committee.
(8) Membership: 1 Heth Program Ad\./i‘sor;‘

: 1 Dean of Student's Staff Vs

3 Faculty - 1 per school g

L ~ 1 Graduate Student . , P : - .
1 Day Student - ] . s - . _
. _ 2 Residence Hall Students N N

1 Student Life Chairperson . .
Ex-~officio - Representative of each recognized campus-wide programming

/ . organizations, the Office of Intramurals and the Office of Residential
o Life ~ . B
arificatioh for the Campus ’L_'if'é Committee, the following is suggested (but

(C) As a point of cl
inclusive) interpretation of responsibilities inferred by the policy and

not necessarily
¢ action function: . } . .
(1y To consider all duestions and pr‘oblems‘lregar*d'i.ng"campus—wide programming organi-
zations to include such areas as: ‘ : )
o (a)° Developing pollcies regarding the coordination of events for major campus
. . “activities (e.g. Parents and Homecoming Wweekend, Spring Fe/stlval).
o " (b) Developing po‘li'cies regarding the use of, heretofore, unregulated campus ’
! ’ facilities (e.g. outdoor spaces) for.campus events.,
(<) Developing general policies regarding campus-wide events. )
(2) To facilitate the establishment of a formal relationship between the College and the
ohganizg.\tigns created to provide campus-wide programming through a recognitiog
R procedure which infers: S . ) ‘4

~wide

£

54
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“Judicial Policies Committee _ ' - oo K

, - s . p .
-(a) The development of criteria by which to evaluate groups applying for recognition.
(b) The subsequent accountability of the recognized organizations to the Campus Life
-Committee regarding any changes in the original recognition agr'eement, infraction
of that agreement, \pfracticih ofeCollege policy or complaint. ; . .
(3) Tb assist in the process of evaluating programs and ad hoc Special Projects Committee
- for funding by reviewing tHose requests submitted to SABC and making recormmendations
regarding those requests, Although it is undersgtood that the analysis of specific monies
requested cannot be disregarded in reviewing the requests, the recommendations should
generally be concerned with the content of the program in the contéxt of the total scope
of campus-wide programming poliy and coordination. : '
. g
P
Total: flexible

Committee on Clubs and Organizations . : ‘ STy

(A) Policy and action function: to recommend, review and administer poliéy'regulationsf
student clubs and organizations (item G, page 46) : 0

(8) Membership: 1 student affairs staff member .
3 faculty )
5 students
Total: 9

Student Activities - Budget Committee

«

(A) Policy and action function: to recommend, review and administer policy concerning the
student activities budget (item H, page 46) ’ :

(8) Membership: » -1 student affairs staff member
: . 3faculty | &
o . 5 students (4 undergraduates, 1 graduate)
Total: 9 -
Student Publications Committee ) . .

A) Poldcy. and Rction function: to recommenrd, review and administer policy concerning student
publications. (item 1, page 46) ' :

(B) Membérship: 1 student affairs staff member
2 faculty ’

° " 2 advisors (one per publication) | A &

N - 4 students (not serving on publication staffs)
Total; 9 ~

Student Grievance Committee

(A) Policy and action function: to recommend and review policy and procedures for: the handling
of student grievance, and to hear student grievances not referred elsewhere (item J, page 46)
(B) Membership: " {1 'student affairs staff member '
2 faculty S .
4 students (3 undergraduate, 1 graduate)

Total: 7

(A) Action function: ' - - g
(1) To evaluate Judicial System. . .
(2) To select Student Investigation Chairperson, Investigators, appointed advocates and
student and Faculty members of Campus J-Board, Administrative Hearing Board; and
Student Judicial Appeals Board, '

(3) To select student representatives to hall and quad J-Boards \wheh hall staff and house
¢ o v

o
v
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» | (8) To establish ranges of judicial actions for violations.-

(6) To recommend policy to the'Student Affairs Council rega

(7) To interpret judicial policies and procedures.

- councils are not in futual agreement as to their selection,
(4) To remowve representatives from & judicial position.

<

Note: All judicial bodies operate under the .authority granted tp them by the Judicial

Policies Committee. &
(B) Membership: Dean of Students “
2 Faculty .

Judicial Coor'dinatbr-/Administrati‘ve Investigation

Chairperson Cow
‘Student Investigatién Chairperson
IRHC Chairperson

2 students

Chairpersons of Campus J-Board, Administrative

)

Student Judicial Appeals Board (ex officio, non-voting)

Total: 11

“«

) Student Handbook Committee

(A) Action function: to compile and edit the Student Handbdok

(B) Membership: 1 Dean of Students staff member
3 students
Director of Information & Publications
Total: 5

(9) Review Committee

Hearing Board,

rding the judicial system.’

(A) Action function: to review and/or hear appeals of the following decisjons and recommend

action to the Student Affairs Council;
(1) in-state residency )
(2) off-campus residency - .

»

(3) reguests denied by Publications Committee ('including removal of an editor), Student
Activity Budget Committee and Committee on Clubs & Organizations. -

"(B) Membership: Student Affairs Colncil Chairman
vice President for Student Affairs

v

1 Student Affairs Staff Representative of SAC

1 Faculty Representative of SAC
. ’ 2 Student Representatives of SAC
Total; 6 K
(10) - Student Awards Committee .

" e

_ T (A) Action function: to recommend, review, and administer pﬂja}f’ééncerniﬁtﬁg the Who's Who
program and other campus-wide student award activitiesf' B

L

e

o

(B) Membership; 1 Student Affairs Staff

.

© 2 Faculty 7 ,,;,.1
4 Studentg’f s - e ‘
Total: 7 j

i

)

L et

4

v

-

st

QI

<3

[

a1 In addition to these standing committees above, the two étuden; organizations, SGA and GSA,

shall serve as auxiliary bodies to the Student Affairs Counci
in the following areas:

(A) campus rulé;—; and regulations
(B) student evaluation of faculty o
(C) SGA and GSA constitutions P

1 in making policy recommendations
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(1) Academic Freedom and Tenure Committee

®

SECTION L: 'SPECIAL COMMITTEES " ' - } ' Lt

In addition to the standing committees existing urder w_rz;l'ent Councils} the following special o
‘committees shall be created, ‘edch reporting directly to the Pr sident.. Unless otherwise designated,
student members shall be undergraduates. / )

-\j . .

-
4

TR

4 : -
-

(A) Action functiorr ' to hear cases coné:énving persons holding faculty rank relating to questions

®

©)

of academic
Membership

4

9

Total: 7
£1 ectiibns

(1) Election

freeddm, due process, and tenure. " R
: *'6 tenured faculty (4 from the School of Arts and Scier\ces; one frorg the
oo : Sehool of Applied Arts and Sciences; one from the.
. School of Education) o :
1 tenured faculty elected at-large o

<

-

~

for the at-large faculty member of the Commitfee‘ shall be conducted at the same

time and in the same r;nanne# as the election of the President of the Faculty (see page 58)

A A list of all tenured faculty shall be distributed to all faculty a week before the election’

takes place.

@

v
L.

0

@) Elections for the School representatives on the Committee shall be held at the same
time and in the same manner as the School elections for Councilmen. A listof all,
School tenured faculty shall be distributed a week before the election takes place.

@) Mer:]rbers of the Committee shall serve 3 year-terms, staggered so that roughly an equal
; .

’ number shall be elected annually.
(D) Procedyres ' .
Pending permanent and detailed procedures as proposed by the Faculty Affairs Council, and
unless otherwise designated hercin, the Committee shall follow present Acadcemic Freedom
and Terure Committee procedures except that the Committee shall report to the President
of the College who in turn will make his recommendations to the Board of Visitors. Minutes
of the Committee shall be confidential. . '
‘ 9
(2) Faculty'Grievance Committee .

(A) Action \F'un?:tion_: ‘to hear gr:ievahée cases from faculty concerning:
(1) Denial of Tenure

)

©)

©)

(2) Nonreap
(@) Promoti

L4 . N

pointment . »
on

t A
¢ v

Membei‘ship: Q,taénur‘ed faculty (4 from the School of Arts and Science; one from the-School

A

P "of Applied Arts and Scienées; one from the School of Education)
1 tenured faculty elected at-large : .«

Elections: Members shall be elected in the same manner and for the same terms as members

of the Acade

Procedures:

mic Freedom and Tenure Committee.

o . » . ) ) . .
The Comndittee shall elect its own Chairman and Secretary (not necessarily a

member). Minutes shall be confidentials _«’Thg_cfommittee shall consider the substantive™

merits or demerits of a case, and not confine itself merely to aspects of due process. It .

shall report
President,

to the Academic Deans, the Vice President for Academic Affairs, or the
The President will make his recommendations to the Board of Visitors. -

‘o

K]
~
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" (B) Membership: 3 staﬁ’ (non-facul

[
-

Grievance C'ommittee for Non—Classiﬁed Professional Staff

(A) Policy and action function: to. éstablish grievance procédurqs and to hear grievances and
.suggestions fr'om the non-classified professional staff. ' '

non~classified) 4 : )

1 alternate (to function if ‘one of the 3 above is involved in a grievance) v

.

"Total: - @

The Committee shall be eletted annually at a meéting of all College non-classified professional
staff, initjally called by the Vice President for Student Aff’air-s, and called thereafter by the
Chairman of the Committee.

<

The Committee shall report to the appropriate Vice President or to the President. The
President will make his recommendations to the Board of Visitors.

©

Intercollegiate Athletics Board

(A) Policy function:
(B) Membership: 1 representative from the Recreation Association

. the Chairman of the Campus Life Committee
the Chairman of the Physical Education Department
4 non—physical education departmental faculty
2 students (one male, one female) .
1 adrﬁimstrator from Business- and Fmancet‘p

e

The Executive Council to the President has already been described.

to recommend and review policy concerning intercollegiate athletics.

Total: 10

Executive Council to the President’

“ Heth Collége Center Policy Board -

'(A) Pol{cy function: tao develop and review policy for the operation of Heth College Center.

s

(B) Membership; 2 Faculty

Vice President for Busined# & Finance A
Director of Auxiliary Enterprises - ) .
Director of Heth College Center ’

2 Student Affairs members apf)ointed by the President

Campus Life Chairman

1 Student Government Association Representatlve

(Executiye Council Member) -

1 Day Stldent (selected by Day Student Council)

1 Graduate Student Association Representative

1 other undergraduate selected at large by SGA

1 Progr'am Advisor from Heth Center

Total;, 13’ , \
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PART 2: ADMINISTRATIVE STRUCTURING OF THE COLLEGE

. Ty " . ] .
SECTION M: GENERAL FACULTY ORGANIZATION 'y \

a week before the, School election of Councilmen

v

“held to elect the followipg oﬁ"icers cL & o

o, (A) the President “of the Faculty S i . »

(B) a secretary (not necessamty a faculty member‘)\ °

©) a parliamentarian
(2) Elections for these positions are by secret ballocf','f'l-with a run-off required if no candidate receives
a majority of the votes cast. :

(3) General faculty meetings may be corwene&?

g2

(A) by the F’r'estdent of the College who shall preside at the meeting
(Bk\by the Vice President for Academic AFFairs who shall preside at the rneetmgs “

(C) upon the initiative of the Pr‘esident of the Faculty who ahall preside at such meetings
(D) at the direction of the whole faculty in gener\al meetings with the Prestdent of the Faculiy
N prestdmg : ’ ’ :

"",'

(E) upaon wmtten petition of 25% of the fyaculty with the President of the Faculty presiding

4 Voting membership in general faculty meetings shall be limited to those faculty having full-time
’ employment and who also teach at least one course per quarter. -

(5) The general faculty shall establish standihg or.ad hoc com(nitte_es'"as desired.
i ' S v

(6) Minutes shall be forwarded to: . ' o o V ’

(A) all faculty

o . : ’ . ) o
\

(B) the Deans, the Vice Preside ‘the President ' - T, R
€« N . . “

(C) the Chairmen of the four Councils LT o o . .
(7), Robert's Rules of Order Newly Revised shall dovern proceedings of genreral faculty meetings.
. . . i . )
(8) The general faculty shall not be assigned policy—recommendi'ng functions within the Council
structure. However: . ® :

o] . , B

58




(A) proposals from the Coltege Affairs Qouncll for alternations in the gene ~al education requtre~
ments shall be subject to approval by the whale fasculty. The Caollege Affairs Council will + -

" forward recommendations con€erning genera education requtremehts fothe F’restdent only
upon the failure of the whole faculty fo\act within 90 days after receiving a proptsak{rom
" thé Council. g .. | '
. ] . (B) iproposals from the Facul Comm' ee on Copmnmittees of the Faculty Affatrs Council con—
¢ “cerhing procedures for selection o 1tyon standtng College-wlde committees shatl be
. : _ subject to approval by the whole faculty . : g

@

SECTION Mt SCHOOL ORGANIZATION
w (1) Organization and Procedures . . __— v ) T - .

The fi 1lowing orgamzational guidelines shall govern the School of/Arts and Sciences, the School
of ,Applied Arts and Sciences, the School of Education, and-the Graduate School

e »

. A The Dean shall preslde at School meetings. o o '\ .
~ Q !
(B) ‘Zach October the School faculty shall elect the following additional ofﬂcér‘s~ 'V,
(1) Vice Chaipman d . e
@) Secretary (not necessarlly a faculty member)_ . e
. (3) Parliamentarian . 8 . )
(C) Membership in the undergraduate Schools shall be limited those faCulty having"full-—time

employmentvand who also teach at least one course per quarter. -
. 4

(D) Until otherw1se determined by the Graduate School, membershtp in the Graduate School shall
be limited to those faculty in departments with graduate programs, who teach graduate courses
or advise ghaduate students. L R S
ot/ls for

(E) Al elections (for School ofﬂcers, for School representatives on the four Coun
] commltteemen) 'shall be by secret ballot, with.a run—off required if no-candidate, receives )
© a majorlty of the votes cast. . -0 R

® (F;‘j -Sch001 meetings shall be convened by the Dean in any one of the followlng ways'
s, (1) upon the initiative of the Dean . e .
(2) at the dlrectlon of the School faculty in School meettng '
(3) ‘'upon written petition of the 10% of the faculty .

/
: . .
. . . A -~

(4) once a guarter in any case ! ,
L) . oo

N

. ]
‘ (G) School meetings $hall be convened and chalred by the. Vice President for Academic Affairs:
(1) upon the initiative of the Vige F’r@sident for Academic Affairs or the President Yo
(2) upon written petttion of 20% of the School faCult.y . . o
° @r . . a
- (H) Items shall be placed on the agénda:at the written request of any faCuIt.y member. New s ’
N business maymbe presented from the ﬂoom o - : :
Y . (I) Minutes of School. meetmgs shall be cerulated to: . "
. (1) all School faculty | & . .
: v ¥ (@) the other academic Deans, the Vice President for Academlc Affatrs, and the President
o . (3) the Chalrmen of the 4 pounctls o e . o . L.
. . (@) 'ﬁwe Schools shall follow Robert's Rules of Qrder Newly Revtsed in their proceedings. \ / v

. & s " 7 (K) Any vote in a School meettng shall be by secret ballot if requested by 10/: of facult.y members

' present, ; . .

A . . o a
- (?) Standing School Commlttees : : ‘ - . ] >
3 . T . R <
e : The following standing committees shall be established wtthin each undergradugte School, subject
to future pollcy revisions as proposed From the College Aﬁ’alrs Council and Facult.y Affairs Councﬂ.
o~ _ B 82 , /// e
: T S
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| . .. 3 . " x Q X ‘
» N e 8 o ' - . . T, " .‘ . » <
w v T ¢ ' . ) : . C ey
Ces . ‘ Other standlng ad hoc cdmmlttees rnay be establlshed by the School faculty or by the Dean, the

PR . B mernbershlp to be a'ppolnted or elected as the fa%:lty shall dlrect. ' v

I ) : = s - A :
e o . (A) School Currlculum Commlttee ' ) s : o RN v
A a . - . T i) . R

. . -

(1) Action function? to review and/or make proposals (a) for addition or re.vlslorls of

b . courses ano (b) for addltlons or revisions of major programs. C : a .
w7 - . . N % > .
. ‘ r @) Course proposals shall be forwarded to the College Affalrs Council, /F’r‘OpOSalS con- ) o AT
cernlng majors sHall be forwarded to the College Currlculum Pollcles Committee.
. ~(3) Membershlp the Dean t ‘ ) ‘- T h
_’( . e ) , 1/4 of the total to cor\Slst of students (lncluding one graduate student)
- . Lo - selected by SGA and GSA. - ) ] '
' - . ’ the remainder to be faculty with 2 years terms’, staggered sothat = ° %
- N rough‘ly an equal rumber shall be elected by the School faculty o
3 - K ! anhually every October ;}- - . o
. ! (4) The Comm\ttee shall elect lts own Chairman and S‘ecretary (the latter not necessar‘lly /
" a member) . Yoo
N ) . ‘ . - o - i N ‘
REG)) Minutes of the Cotmmittee shatl be ﬁorwarded to: . o A .
. : ) (a)y the School Faxsu.lty\SQJ - y v . -
’; » v . (b) the College Affairs Sauncil member;'s\ . « U .
T ' . . (c) the Curriculum Policies Committee o - .
.o, . Lt (d)\ the President . ‘ S
. . a - B s It , ] B - . P) A‘ ’
o o (B) School. Personnel Coniniittee (,', ) - o
‘ N (1) Action functlon to hear gmevance cases from facylty on any personnel matter- not '
) ' N . related to. questlons of academic freedom and tenure, ‘denial of tendre, non—reappotntment,
or promotions-. - . o ..
5a . \ . . . . . . . 3
" . L @ Membershlp 7 tenured Faculty (elected at-large to 2 ycar terms staggered so that
N Py R : roughly\one—half shall be clected annually ea*h October)

. K - -
. The Comrmittee, “shall elect its own Chalrman ahd Secretary (not- necesSarlly a member)
*The mlnﬂtes shall be nrldentlal N N e v

’ - . : , \‘ ’
The C;ommlttee shall have Jurlsdlctlon lf negatwe recommendations have‘peen made by
either the, Repartment Personnel Committee, ¥ie Department Chalrman og- the Deari.
All thre’e shall appear before the Committee; the faculty member lnvolved shall 1lkCWlSé

have a rlght to appear The Cornrmttee shalt report to the Vide Pre%ldent for Acacgemlc

- TR e Arfalrs e . AR R Ca . ’
PR . . . R . \‘ ] . , LT e B
_ . .SEdT\lON O DEPAR'ITMENT/—.\L ORGANIZATION . : _ v T
o : ?1) Orlgamzahonal Procedu"es A ’: L \ R .
L - B y . L . ] T S
. ' » - A The Chalr an shall chalr departrne;m,t meetmgsq T . . \\\ \ N
- ’ Fl : © 4 3 - * S T — "
: (Bi Each October the Department shall elect a Secr‘etary (nbt necessarlly a rmember).
. CoL, | * . - R ’
AR : (CA Electlons shall be by secret ballot sowith a ryn—off requ1red lf no candldate ‘reteives a maJorlty
- . | of the votgs cast. A e " . .
| . Yoo L e - “ - o
' I (D.)%‘ Departmental meetlngs shall be convened by the Chalrman in any one of the foll’owmg ways\,-
i (1) bpon the ‘initiative of the Ohalrman o v \ N
g ;@) as dlrected by the department in rmeeting® 6 », 4
- ' @) 'Upon written petition of 1 % 'of the depart merpbers o - s
4) _J.Jpos__w request of the Deanrl b 4 - :
’ e o : v - °
- / - v ¢ . - ,
o - . o . . -
O : . . : t ,\," ,‘ - 610 . . . _‘: R SRS '
" . . . . - " o, & _ 4 -
j- Lt o e b 83 e o
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N . - ¢ M . " x Y ‘;\ , . N
L ¥ . ' P ® * - . . : 4 N . ¥ . i - 12
» ' Y ). . \' , 4 . N ' B ’
* ¢ - ’ . - - B .
o > / s ¢ “ ‘ . ~ -
. T 't (B Departmental meetings shall be convened and chaired by the Dean; o <Y
». J ' v (1) Upon the initiative of the Dea.n. o, . L e et ’
R - . T % (@) wupon petit@idn of 20% of the dlgapar*tr.r\t'anta}\ faculty N o T, o X R
. . . . *
T ('F) Membership in a gepartment shall be limi;&d-to those facultx having full=time employmeht
- - - @ p M e . e
T o and who also teach at least one course each academic quarter. N - _—
(G) Items shall be placed 6n the agenda at-the written re.quest of any faculty fnember. "ﬁNew N
. ‘business may be presented from the floor. ) .- vl A _ )
L - (H) Minutes of d\epartment_méetings shall be forwarded to: (1) all department members and
. " . (2) the Dean, the Vice Prlesident for Aca&a’::ic Affairs, and the, President. ! ' o ‘
- L . : _ s P .o
. 2 - v . , ! . BN
.. (I) Robert's Rules of Crder.Newly Revised shall govern all proceedings Lo ’ :
] L . . N “.n, - A‘ . \‘ -
. ° - H . " F-
‘. N ) Any vote in a departmental meeting shall be by secret ballot if requested-by any ndepa:rtmen_t :
_ member. 5 o S ) e <N
& ’ . ~t : : i '
' . . * ‘ L el Y s
Vo. L2) Standlng Dépar:tmental Committees . s . P o - .
A\ BN ‘ . o o, . i . .
o . Until'permanent policies are proposed by the College Affairs Council and the Faculty Affairs R
] ! Counéil, the following standing committees shall be established jn each department (in the casé :
' » of committee A below, departments with 9 or fewer faculty may prefer to function as dommittees
' R of the whole). Other committees may be estalibhed by the departfnent or by the ‘CKairman, the .
, b membership to be appointed or elected as the department shatl .diréct. ’ . .
4 (A) Department Curriculum Committee L. ' LT
‘ (1) Action function: to maké recommendations to the department coracen‘;ﬂng;
! (a)"course proposals and revisions ) B @ - T e
- ' N o (b) major proposals and revisiors : T o e .
« . . .
b . " e (@) Membership: 3 to 5 faculty elgcted annually irrOctober =~~~ -
., ) ’ : » //up.per*class student major setected by a student's major club
o / . - . _ .
. S ) s . - - o
‘ . - ‘Tétal: * 4 to.G//- . - R -
| ,," ' ¢ N : - / . 7 A XY
) .. (B Department Personnel Cornmittee . L
;«.\‘ : E . e . .
o’ ' (1) Action function: to initiate recommendatioris concerhing recruitments, promogionsy
. ' , criteria for raises, summer school assignments, release of non-tenured faculty,; '
granting of tenure, and.éygluatic.'n of faculty, and to hear student grievances concerning
) N departrment members v - ' T
. - @) Mermbobship:‘ all tenured faculty of the depart}nent N . v ) . - . *
N ' P ‘ . < , . . ' n ) - .'
) .o .(ﬁrocedurcs: (a) . The Committee shall-elact its own Chairmano and Secretary . ..
o . , .. The Commite&"shall report t6 the departmental Chairman, and '
B . . ' - the Chairghan shall Fforward his recom’memgatio.n, together with
N o o ~ * the Commiittee’s to the Dean. ’ . S
' - (b). If fewer than 3 tenured faculty exist within a department, the entire
b . .o S \ department|{shall act as the Personnel Committee. . .
. . Y R ’ i oo v '
. (é) Interim Evaluation Progedures o ’ e .$
r; N A .; . B ap o . ' , . \, R '“ ) . -
. \ . Unti( permanerjt'/pf"QCedures are establ ished by the Faculty Affairs Council: ' N
« - 3 * - . . o i . - ' n
. \ A, o . . .
£ A) Lhe Dea'n shall request all departmenital faculty to submit annually an informal written.
i . . ‘ eyaluation of the Chairman,’which may be anonyrhous if the evaluator desires.
(8) kthe,/.Pe/a';/n and the Qh?irman sh‘all annually compose a written evaluation of all departmental
) “ * faculty. - B B '
P _,,/;( ,,// :- ), ' ' " ’ — e k4 .
A(‘“n-;f” - - .o . C o
e, s ‘ 61 .
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' 1 - -
v ! . o . . “ r L, ’
. ‘ ; couLe ) ’
3 * '
. ¢ . Al -8
\ . . N
L ‘ _ COUNCILS ELECTIONS - ». co ' -
Al faculty members of four councils shall sewe tbvo year terms and are eligible for reelection. .
_Terms shall be staggered so.that one~half. Shall be elected annually. o . '
. . [ ~ - 8o ’ a q
* . Student members to councils shall serve one year terms and are ellgible for reelection. . !
':' e A [ -
Gﬁﬁudte students to councﬂs shall serve’ two quartehs and are eligible for reelecfic":p. .
N ’ £ '
Student"and ~fae:ulty election 'of councilmen shall be held in April :
- © f
T Gr‘aduate student ée!eohons to Graduate Affairs Council shall be held at the beglnning Qf Fall and~ -
ngng quarter»s.a .o 4 ) R s . N
oo N . . . ’ - ‘\ -/
. . . , v, . fa
\ *, Iy . N ’
- e e * ‘ - ) . s toK - : . - \
R ‘ ) K T . ‘o - o ‘
: STANDING COLLEGE —WIDE'C‘DI\‘/‘\MI’I—FEI_-Z ELECTIONS P
Members shall be elected by procedupes r‘ecommer'\ded"by‘ the Faculty Committeé on Committees
‘as approved by the general facylty. L . - . + ' L,
F— i - , A - . . . '. .. o . ‘
. Unless designated ’by‘bﬁ"ice, all stpdent members of gtanding committees shall serve one—ryear"tei‘ms.
- . . . N [y

N \ A Ty

All Facdlty shall serve two-year terms staggered so that an equal number is selected each year.
. M — [ “ ! -

e [y
- .~
°

Selections br clections shall Be madei by October 1, : _ ] :
e . . : . ) .

. ‘e 4
. . N : e -

\:n - . k] ’ N

.. ’ . . ) . .
Terms: of Faculgy staggered so an approximately equal number; are selected or elected each year.
lad R - . b .

- ¥ . B

- . A »

_'0 . > . *
. . . i .

. B - .

Unless otherw,lse stated, all committees shall orgamze annually b>/ rmd ~QOctober and elect chairmeén
frotn thctr mcmbershlp and a secretary not neceSSar‘ﬂy a menwer.
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. f ' ' ] « o / ‘ I
¢ d K : ) : V. COLLEGE SERVIGES AND PROCEDURES o

. .

o

A. Auxil‘iar:y Enterprises
< Y
The Auxﬂ{ary Eﬁ"tefpri-ses are the self—suppor*'t&ng' operations of the college; The~y include
the following: - v ’ . ° g SRR
4 ' . o . v .
: ' Bookstore: * - : -
g ‘ (o . Food Service
: . _Heth Gollege Center
., . . © Laundry )
B . 4 / . Residential Facilities L
o The Director of Auxiliary' Entegpr‘iseg also is mesponsible for the following areas:
> ")+ Food and drink vending
. . . Scheduling Preston Auditorium ‘ )
. . . s et Workshop-Cénference fee schedules B e
s .~ » . . . s . ’ . e . T
1. Bookstore Policies
" The bookstore is 1oc;atéd in the 1&wer level of Heth College Centeft. Operation hours are;
B 8 % . ) .

“

’ Iy

RN
Co : *" Monday - Friday <. 830 a,m. to 4:30 p.rh.
v e : Safurdays ° " ‘ 12 noon to 4p.m. ,
Special Hours are posted during beginning of eagh quarter. _ '

@ * e

Ordering
" The bookstore's function is to have-books for sale to the students fon,all classes taught.
The teaching staff ts’'sent textbook rrequisitions early in the quarter so thJey may submit
requircments to the bookstore indicating author,” title, editor, etc. The bookstore then
proceeds to order ‘the books, rafter taking into'account the sale history of each title,
- : estimated number of, Students, etc. PThe Sfore Fas No Voice in Selection of Title or*
i ; Edition., s

e . -

Prices ) LN v '
AL

)

.o ) ' Prices are determined by the publisher. Those -books, that are not p'.re-priced by the
y publisherp are marked by the~bookstore in éccordance with the list price shown on the "
involce or packing slip which accompanies the shipment. If the publisher raises a price,
the bookstore must act accordingly.’ '
o . . N

. ™ @ : \\ - *
New fZditions N ‘ e o 4\ \
The store order‘§ the e‘divtion which has been requestgd by thé teach‘{"hg étaff. Orice thé”
" book has been updated and published in a new edition, the’ old one has no cash'valuey

. - s e varl

! Desk Copies Lo o e

® s

5, D

) Faculty may borrow_éesk copies from the phokstore until a replacement is sent fr*on'\_',‘"j- /
' ) ) the publisher, by signing a card acknowledging receipt and promising-to either return Lo
or pay for books by the end of quarter in which it is borrowed. R

LT V : Book Returns
" Books canfiot be returned for refund during RUSH. Students are advised to go to class
‘/ L ,before buying books. Books may be returned,during second and third week or during drop~
~ ‘add period set by the reqgistrar's office, Only booke that are in a new, resaleable condition
with no markings or damage may be returned. The student must have a cash register '

s receipt and a drop-add slip from the registrar's office,cor‘\f’irming"the class chanée. A'card
must be filled out to show class dropped and student's rame. Finding a used copy after
_ purchasing is not a reason for returning a book. i ' :

EIK‘[C ’ . :'v' : \ ® »‘ _ T 86 - ‘f.-. '.
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. “The books A T v L .

v e bookstore operates with a manager in charge. Each employee is trained to, operate™
the cash register, also, is familiar with titfes of books and courses taught so that-he (or
sie) is able to perform any task {n t:i;y The secretary is in charge of all ordering

£ and in the absence of the manager is ne in command. A clerk is in charge of the stationery
_depar't:nent. She orders, keeps stock;in order and in genéral managesﬁgreetin‘g card and
. Sﬁationer;y department. Another clerk manages the soft goods departmént; Orders all .
..college related items such ag sweat shirts,. jewelry, mugs ,' etc., Also, offers special
printing to clubs and soror‘iti?s. The stockroom c’rerkc'is',in charge of all shipping ar:\d
v receiving. The textbook clerk supervises all books, keeping a record ©f date and qua\r\t:il:))0
of books received, number on hahd and when returned or reason for holding after end of

quari'ter. These are filed under author. . . s
™ o * * -
Academic Apparel .. ‘ . . .
Econ-0 academic appdrel, which is stored'in the bookstore, is’issued each quarter to
' , the graduating classasy The fee for this purchase is paid to the treasurer's office and the
. receipt is\pr‘esented when-the apparel ts received. Students are notified {n-advance of the
i - days set for issuipg,eaps and gowns. ’ o R G

o o -

. Special Service o N R
‘ . < , A o -
Academic apparel for faculty (rental and chase) ’
~ Invitations (also, will have nafme ds printed) o
a « Class rings G =, L .- ’ )
! German, Cotillion Club an ursing pins ] .

Sorority decals, hats, and jey elry
Special order any book not.¢arried in stock ! , , .
. Scholarships, Rehabiliation, etc. books are charged in ‘bookstore and billed to the
¢ regioral office. o ' _ . .
Jackets, etc? orde &d and pﬁ*inéed for clubs and sororities.
. . q¢ v I3

2. Food Service P {cies
— n

Cafeterja facilities are located im Muse and Walker Halls. Food servige"‘is available at
) Muse--Monday through Friday. Walker Dining Hall is open seven days each week.

o Identification cards are required of all boarding students at each meal. Guédsts are
welcome, and the chargesare as follows: i '

A%, . ’, , v < - R 4
4 v . K\ Breakfast , $1.25 L ' R :
7 oo S Lunch . $1.75 W .= . .
: oy s Dinmer ' ° - 42,25 : - -
. ) o . Qn;l a (J}
o ¢ Serying Hours: . L Lot Y g e
‘ ‘ N : Monday - Friday 0 7:00 a.m: to 9:00 a.m.
.. 4 gaturday - Sunday, +  8,00a.m. to 10:00a.m. .
K 3 N . ¢, . R
Bt . ) . : : Cdntinental‘Brfeakfastz- : ¢ .’ R A
T : : T Monday — Friday . 9700 E;‘ rv. t0'9:30 a.m.
Saturday - Sunday "» . 10:00 a;m.__ato 10:80 a.m.
R A s . ' 4. * 4 . . \ a
- Lurnch ’ , v o« . .
Monday .~ Friday 11:90‘a.'rh'. to 1:30 p.Mm. .~
- ~Gaturday — Sunday 11:80a.m. to ™30 p.m.
. i
Dinner -0 7 _ .
b Surday - Saturday - . #4:00p.m. to 6;00 p.mM. .
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:

Food, beverages, and equipment may not be taken from the dining areas.

Shoes or sandals should be worn in all food service areas for health and safety require ents.

. - ©

Guests who,wish to reserve facilities for mea with

s must coordinaté their requirem

the food service Director in Walker Hall and/or the Director of Heth College Center, =
Reservations L 4 ' ST T e .
- . ‘ ~ > .- .
. ' Y : . |
. Roservations for use of Muse Coffee Shop or the private dining area in Walker may be
. \gde by contacting Mr. Gardiner in Walker Hall , extension 5351, .
. : - : . B P y
. ‘o .
plaints and Suggestions - o, N . i
y : : /
. . . ‘ .
ﬁﬁc t the director of food-service at extension 5361. ¢ . ' .
. - T T 4
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e . K N 0
3. Laundry Policies . N : o
- A ' . ‘ N I . .
" taundry Segv.ice is available on eampus and’is provided to any department requesting a
laundry servige. ) ) ' " AN . , o .
The laundry manager at extension 5121 may be contacted regarding fees, Service
. schecules, and poticy. He is also availa{ple to consult_on any laundry problem, . . e
- ~! - v ’ : LA ’
v ‘ Residential Facilities Policies T " N
. W
" Administration’ o l
. ‘ - The Director of Residential Facilities is responsible for the fiscat and physicé‘l'queraﬁon
, of the resident halls. His office is located in Walker Hall, ’He should be contacted to answer ° -

fudstions concerning the following areas: ‘ . :

¢ -
. .

Housekeeping resident halls .
[ @ ot : - * Furnishings . ' Y
’ : Special lodgi . P
, - \ P dging ) P
Housekeeping \ ? ) .
. ©  Housekeeping perspnnel assigned to the resident halls are on duty from 8 a.m., to 12 noon
Saturdays. o : S o ‘
For information, rgquests, emergencies, etc., dial the following extensions: Ty

.

1f no ahswer dial - . 5429 » . e
_ Off-duty hours dial the following numbers: . : o

= Mr.| Bolt, housekeeping supervisor '382-3030 . T . o
) Mrs| Silvers, "housekeeping supervisor 639-2230

i ‘Mr. |Barnett, director 382-8686 ST

., Cm

. ‘B. Budget Office o '

N . . . - )
. a . -

\ Budget Preparation &g . . . . . o

The budget fort Radford College is controlled by the Oivision of the Bldget, a spdcial .
tment of the state operating from the office’ of the Governor., ~ g .
t requests are-prepared and submitted to the Division c?f“ the Budget on a biennial
he biennial reguest must be prepared in accordance 'wjth a special Budget Manx:lal, .
: by the Division of the Budget. The manual estaplishes ‘guideline ratios for stagfing ) R
. and othgr reguirements which must be adhergd to iy preparing the pudget for submission. -~ —~
JAlso pr, sented in the manual are both detailed éxplanations for and examples of the numerous
form& that must be completed. Budget requests are submitted by expenditure classificbtion.' S
(Sub-object code) ahd by revenue coderas spegified by the pudget smanual. Those items -
_requiring special justifecation are presented in the Budget Exhibit, .qrr’detailed r\a'rr'ative< ///,/
justification, again in actordance with the Budgét Manual. ' . /0
'l:‘llolar'rive at the tqtal budget r's.quest the following pwocedure is used: //"/
. 1. The.Radford College Budget Office supplies each Deparimental ChairmanySupervisor
, ‘ wi;h an explanatiop of each expendityre classifi tion . pther than per'sona"l sepvices . o.
., and blank fomms for each departmental budget requesty The fo'rms must be c‘:aom?- S
N ,~ panied by narrative justification’for éach expenditure Fequest. - )
. : * . ' / N
I 2. The Academic Depatrtment Chairman submi(; his request to the respective .De,an'
for review. ! o . ,
o . R . o } - ’ . c #
) - 3. The Dean, after review of his scl'}oél's requests, supmits th to the Vice Pr'e's/l_d

0

i for Academic Affairs. : 9.
/o - : : N q~ ~
W 4., Non=Academic'Departments %ubmit their requests to the appropriate Vic President.
L. - . e N ) s Y, . . ) v 1 \
1, 5.All requests are forwarded to the Budget Office prior to an establish

;
7/

N
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. L . » ‘ . . v ..
. ‘ e 6. ReVerue estimates are computed (based on enrollment projections) by the Treasdrer's
' Office and forwarded to the Budget Office., . v

. . . T : 2
. Each Departmental Chairman/Supervisor meets with a Co € Budget’Review Board
"to explain the basis for and defend each item in his budg rgequest. ' .
e L N . ; B -
8. The individual departmental reduests are added to fhe.collége total ‘including satary®
» . cqsts./ supplied by the personnel department. ' ' a
e ‘ / T ) N .
9. Tl;;z forms noted earlier are then prepared and compared to prior expenditures and
7"veme estimates and the process of 'balancin'g the budget retf;uest is begun,
K 10//Upon app;r;oval of the budyget neque;t by the Board of Visitdrs, it is submitted to the )’
/. Division of the Budget. ’ ' ' )

~ .

‘

. . . . ] ) , ’
11. After revigw by the Division of the Budget, their rec0mmendﬁ4tion {s-submitted to -
the General Assembly and final ‘approval is grantéd for the agency budget for the’ .

biennium, ‘ St

D b

¢ L . : RS
© 12, Upon receipt of the legislgture's approved budget by the 'colle‘ge,\""in'cpeases and .
decrecases from the oriqiral request are made at the departmental level.?!

" L

.s
Yo
n *

Admir:ﬁstration . "

[8 . . . . . o
° / ‘ 1. Each Departmental Chairman/Supervisor is supplied a copy of his finalized budget
Y - S K within'which his department must gperat:e during the subject. ) . w

'

. _ " 2, The Depaprtmental Chajrman/Supervisor is reéponsible for internal adjustments
(O o . . and modification of objectives as necessary to remain within the budgetary limits, .
. B ‘ .

¢ C. /1‘Campus Secyrity Department . : e ' P ) .
. fomm— -
7 H . - . :
¢ S ) kS N 2 . . , ) .
- ' The Sccurtty Office i's’r‘es‘ponsfible for maintaining law and order on the campus as well
as:provid‘in‘g many other serviceg, Located in the eastiwing of Russell Hall in the center of the

N ‘ campus, the Security Office may be contacted by calling 731 -5348 or 639-2151, Services provided
by Carmpus Becurity include: ‘ .

» . L1d
# & .

@

1. Traffic control on c;‘Ampu;s and Y-egistr‘atio'n of student, faculty, and staff motor
_» wvehicles. When arriving on campus stugedts, faculty and staff must contact
4 .
, L4 Security-about vehicle registration. .
- T 4 " : 4
. 5., OUt-of-State faculty hind staff can obtain informgtion concerning ticergirfg
vehicles and operatok's ligense, ett,  ~
/ - ‘e - »
~ v ) 3. A_hy violation of the law should be immediately reported to Campus Security.
- N - . . “ @ vy
2 ! 5, ;o . _ ) ) .
‘v 4, ghtrance to buildings on campus by faculty, staff and students in emergency cases.
. 5, Emergency medical transportation for students when requeséed by the Resident *
‘Director of Health Service, : B

il P .'. . . 4

‘ v 6. F'ingerpr'ir;ts for students seeking government employment,
i ’ » I a‘ j ’ '
' ) information to prospective students, parents or visitors when school is ou'té,,%}ﬁ*

. o 3

. T o s 9 : » . .
i . L ‘8. Safety talks when requested by any group on campus. - ’ o ' ﬁ.
P> § N TN Emergency information concerning sickness dr death in a student's family. =
L Security may Use the Radford Potice Department teletypeﬁ to contact other police
agencies, . : : .o . - o
4 ‘/ . ‘ e s g

ord which can be contacted 24 haurs a day,

" t

N , Note:' Campus Security is the only department at Radf )
© . 365 days a. year and will be glad to adsist you in any way possible.
o 0 . ' .

s v

' t
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D. Corﬁputer Operations -

-
@

- : » ~Computer Pperatloﬁs, located in the basement of Preston Hall, operatés from 8 a.m. to
o 5 p.m. Monday through Friday. Co Lt .
S ’ Presently, the department processes mostly”administrative reports , but the terminal is
v avallable for student Use approximately three hours each night Monday through Thursday and two
hours eén Sunday night. Students using these facilities will be those studying computer programming
and witl be responsible to the operator manning the terminal during these hours,
All requests for reports, cards, and other data, other than recurring reports, will be
. . ' submitted in writing to Computer Operagons. A maximum. allowable time period should be given
/4 : for processing these requests, Emergency telephone requests will be accepted hut must be followed
by a written request. Any request for new reports should be accompanied by a sketch of the report
.o format and information desired. o _ < e '

3 ..
’ . - E. Physical Plant Procedures S } ) ¢

f »
Building Maintenance

» Perpetual Services .
. » 1., Service of Mechanical Equipment
. ’ 2, Changing filter, ‘ .
' " 3. Trash al abe Collection ' :
, 4, Replacing L.ight Bulbs ' w . o
. « 5, DéHvery of Incoming Freight . '
" ' s 6. Painting - ¢ . ’
' 7. Custodial Services (Academig Buildings bnly) a )
, - 8, Pest Control : ‘ ‘
. L 9, Service of Fire Equipment

. N A ¢ B-.
* ’ Special Requests ) - s -

All jobs are handled by a work order which gives the description, location, charge code,
and name of person.making request. After the work is completed, the cost of labor and
material is calculated and charged to the appropriate department, - |

7 . ) Requests should be made to thga Storekeeper in writing on form No. PP25 except for
\ ] : emergencies, which may be reported by phone. :
o . o AFter—Hour{Emér«gency Calls _ '

The Maintcfanance Department works 8 a.m, to 5 p.m. Monday through Friday. However,
if a situation exists which must have attention.prior to the regular work day, the maintenance

/ ‘

., . humber_781 -5347 may ber‘.cialled at any time, day or night. The attendant will relay the message
. to the workman on call. ~ oo
. : ' v e P
® B Motor Pool ' s ' _ e o '

. : i
1. Persons needing a pool car should complete the three-part Form No. PP3and have
{t approved by his department head, chairman, dean o Vice President and present:
it to the Storekeeper Supervisor located in the Allen Building. This should be done
! as far in advance of the trip.as is practigal. The Storekeeper will assign the auto

' and provide keys and .credit cards. Procedures on forms are self‘—qxplanator‘y. .
. 2. In case of an accident involving a state vehicle, regardless of location, the State. ® .
. * s ‘Police, should be kalled to investigate. In addition, the loéal police havir!\g juris—-

’ ' diction should be notified at once. Instructioms can be found {n the car’'s glove - ~
compartment, The operator is responsible for any fine resulting from. traffic violations.

Housekeeping - Academic and Administration Buildings ' . /

_Custodlal workérs are on duty, in most buildinés,v from 6 a.m, until 2 p.m, Monday
through Friday. Due to spectal conditions, some bulldings are serviced from 3:30 p.m.

o o . - until 11:30 p,m. . K w o . A . ' "
S , ( For service 8 a.m. &8 g.m. Monday through Friday =+ ‘
. , Call 731-5245 , : -
B c Emergency and after—hour calls a '
L . ’ ©, Ms, Hodges. 639-0377 - |
" . ’ © Ms. Branscom 639-3832 - ‘ |

ERIC- - } o 91 ik o
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Telephone Service

has the Centrex System which proves a central console with attendant and

The College
“ offers restricted or unrestricted service as required.

1. Campus calls may be made by dialing the extension listed ip the college directory.
2, Local calls may be made by dialing "9" and then dialing the (eslred local number.

_I_n-State Calls “
i 4 . . N ) )
‘t{p o © " A closed network, SCATS (State controlled administrative telephone system), connects
all State offices and institutions. This service is available to anyone requiring unrestricted
. service. : .
. " ’ 1. Long distance business calls withiri the state should be made directly by use of SCATS.0
v ] ‘ - A SCATS d\rector‘y with instructions s located inhe school dean's office. All out-of-
. state long distance calls for which the college is to pay and SCATS calls must be’
&leared by the department chairman. . - )
2, Long distance calls of a personal nature must not be charged to the college. - \
Service-Orders C . \\
v Requecsts for additioﬁs, deletions, changes or repairs are to be prepared in duplicate, \“
approved by chairman or department director and forwarded to Physical Plant for processing. '
Billing ¢ o ~
Fach department is billed monthly on an actual cost basis.
: F. Post Office \g
The college's mail service is iocated in Walker Hall, Operation hours are as follows:
' Monday — Friday ' : '
- ,10:30 a.m. - 12 -Noon ] { e
2 pom. - 3 p.m. S !
4 p.m. — 4:30 p.m. ) ' . B N
Window hours are: Monday — Friday, ga.m, - 4:30 p.m. '
Saturday, 9 a.m. — 12 Noon :
During these hours campus mail, bulk mail and mail to be metered should Be\brought
to the campus post office. . ' N
' Preparation of Mail " i
. . ) Campus mail — must be endorsed in large lefters, TCAMPUS MAIL" and addressed )
properiy: Addressee's Name | ; o ,
. _ Departmerit
@ - Department's box numbert
. For outgoing mail departments should: . »
. ,\' 1. 'Semarate out-of-city from the City of Radford mai}. N
. 2, Any mail othep than first d}lass must be separated and a slip of papgr aﬁtachgd
with class of mail noted ’ " o~
e 3. Out-of-Courngry mail fust be separated and slip of paper""attachedwith air majj
v e or surface rate notef., : . ) v )
: JJ 4. The departments must include a return a ;iress.' N . e
¢ 5. Mail must be in the mail room. by 3 p.m.jto expedite delivery. . B [
~. 6. Only small aimounts of.rhail can be accep ed between 4 p.m, = 4:30 p.M.,
i 7. Envelopes should not be overstuffed. L e . . N\
8. Envelope's flap should overlap each otht\;r. The envgfope can be sealed if desired. ‘_C
. . E @ X 8 - . "
Bulk Third Class Mailing Regulafions = : : ..
- — -
. 1. The bulk rate is applied to mailings of identical pieces separately addressed, to -,
» different addressees in quantities of not less than 200 pieces. o J
.. . 2. All the pleces ina bulk mailing must be identical as to size, weight, $d number of .
b . . enclosures, but the printed text need not be identical, Each piece may weight up to,
Py but no®inciude. 16 our{cgs. : o -

- \ . ‘ . 68 /m\ y e
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I3

5 : ’

"¢ g, Bulk matlings cannot be mailed to foreign countries, Foreign countries mailings must
K : be individual, , :

4. State of Virginia mafl must be kept separate from other States¢ )

5, The maliler must arrange all pietes with the address side facing the same way and in

Zip Code Order, } ‘
6. If the bylk mailing is being printed, have the printer {nclude on the front in the right

hand corner: QNonpr'oﬂt Org. " , ' %

' U.S. Postage . o )
" Paid A - . Pla
e T - . Radford, Va. | ;
. . Permit No. 33
‘ Second Clas$ Bulk Mailings ‘ ' - .

Must be 4n frequent intervals, ak least four” times a year, for example, January, P’ebmary,

. October and November, For Sther regulations centact the College Post Office.
- . .

4

- Business Reply Mail . - .0

.

. A permit to distribute business reply cards or'envelopes is required. There {s no charge
for the pérmit, Postage’ls collected on each piece at the time it is delivered, The rate of the
post cArds or envelopes whichever is-applicable, plus-two (2) cents each. For other regulations

-,

& .- contdct the College Post Office. . . .

G. PriMddpg Department ) o . @

* he Radford College Printing Department is located in Preston Hall and se_r‘vcfs as the
duplicating center for the College. Equipment'loqated in the department is oper:ated by printing
department-staff ofly, Charges are made to all departments for services provided by the .
printingdepartment. Ceee e - :

' AN requests are assigned a priority on submission, Priority numbers are as follows:
Priority No, 1 All jobs related to student recruiting, admission andwegistration, *
- Offices of the President, Vice Presidents, Assistant to the President.
. / . Pniority No, 2 Reguests by all other adrminiStrative offices and requests not dinectly
. . related to student recruiting, admission, or registration, ~
Priority No, 3 Requests made by individual §tudcnts‘, campus ogganizations, ynd
. requests for which there {s'no urgency.

- » .
- ) " / N
'

“ .

_Duplvication Procedures

1., Complete Radford College Form No, PS 1, available in your department hed's office.
s T If you need assistance in completing this form, call the printing department 731~-5427), ®
" * 2, Have form signed by department head. Materials will not be duplicated without
- © signature, ] L :
3., Deliver material and form pe rsonally.to the printing department. Materials should not
be delivered by campus maik, Telephone r‘_'equest%cannot be honored. uFL—‘ersor_ws delivering
materials will be designated a time to return for their"¢copies. Delivery of guantities of .
copies too great to be canried can be obtained by calling the maintenance department.
4, Forms to be printed.must first be submitted to the forms management office (Treasurer's
Office, Preston Hall), When the form has been approved, a form number wfll be assigned
and a form approval slip issued. This approval must be delivered along with the form to
: ‘be printed to the printing department. - L
N Ae—— . 5. Publications, (brochures, etc.) must first be submitted to- the Office o/ifnformation and

F’ub}ications . ) ‘ _
© . .. N O
. ol

M o Methods of Duplication ’ ‘ , ) R ’ ' o

= ) . 1. Photocopy {Xerox) - Photocopying will be limited to a maximur of 50 copies per page
" " unless otherwise determined by printing depa.r'tment personnel. 1f more than 50 copies .
& a\re_lneeded, Sther methods of duplication should be use:d for econor;nic reasons. Materials
. é‘.' ‘\to be photocopied should be delivered to the printing department at least 2 hours prior to

4 . : Al . Id +

- » / = . . . . i
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. Spirit - Spirit masters should be dgliver‘ed to the printing department at least one full

7

the time they are nceded. Copies can be fnade on 8 1/2 x 11 and B 1/2.% 14 white and
certain colors of paper. Materials used on a recurring basis and form letters should

}jot be photocopied. A less expensive method of duplicating these materials will be’
fecommended by the printing department. It {s suggested that you contact the pr‘lnting‘ f
department before preparing these materials for duplication. Personal bhotocopies may
be made on the cbin-operated Xerox machine located in the library. The charge is 5¢

per copy. The printing department will make, personal phofocpies only in the event the
machinevin the library is malfunctioning. A charge of 5¢ per. copy will be made.

[y ’

Mimeograph - Typed mimeograph stencils should be delivered to the printing department
at least 2 full working day$ prior to the time needed. The depértment cannot be responsible
for cutting mirmeograph stencils. Copies can be reproduced on 8 1/2 x 11 white and colors
of paper. Your mimeograph stencils will be returned with your cépies. They are reusable
indefinitely. e ' - ’

.

working day prior to the date needed. The department cannot be responsible for cutting

spirit masters. Copies can be reprioduced on 81/2 x 11 and 8 1/2 x 14 white and colored
paper. Spirit masters are usually capable of reproducing no more than 100-150 copies.

Your master will be returned with your copies.

Offset -~ Offset printing is extremc\yveréatile and should be discussed with grinting
departrméent personnel. ‘Materials to be reproduced on a ondé_—.t}me basis should be typed on
a direct-image offsct master. Instructions for typing these masters are available from

the printing department. These masters are capable of reproducing 1000~1500 copies

and are not reusable. These masters should pe delivered to the printing depar‘tmént at’
least 3/1"011 working days prior to the date nceded. Materials to be’ reproduced on a
rocy/ring basis and for runs of more than 1500 will require plate making procedures

for their reproduction and"\:vill require at least 5 full working days for their reproduction,
This time rnay increcase debending upon the nature of the project and each request will be
discussed on an individual basis. The materials should be typed exactly as they are to be
rc¢produced unless the printing department is requested to set type. Materials which will
require type setting must be typed or legibly printed. Handwritten materials will not be
accepted. All copy should be edited and corrected before delivery to the printing depart-
ment. Changes in copy will resull in additional time ‘and ‘expense to your department. Off-
set cupics can be reproduced om 8 1/2 x 11 and 8 1/2 x 14 white and colored paper. Other
sizes and colors and textures of paper not in stock must be special ordered and additional
tirme will be required. Offset plates will be fi_lcd in the department for future use.
During unusually hoavy'work(_periods (i.e., prior to opening of each quarter, Christmas,
¢te.) sorne work will reguire longer timé, but will be discussed on an individual basis.
Dcpar‘*frm'nt:s with a large number of request prior to the op{:'ning of quarters should allow
5 to 8 weeks for their gompletion. T, | - :

.“ . ’: . R - o 4
The printing d‘gparmﬂent does not supply designnor art work., “The Office of Information -
and Pyblications should be contacted for this service. .

' v, * -»
¢ . -
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A\l ><er~ox cog{es are computed at 4¢ each.

Mimeograph copies are computed at 75¢ per 100. P N

- Spir{t duplicatmg copies are computed at 504: per 100. . o
Offset Printing: . m\\'
. : .p5-100 copies (1 side) =~ , $2.50
. .0 100-150 copies (1 gide) " - T - 2,75,
N . 200 copies (1 gide) 3.25. .
—_ ) 250 copies (1 side) - = .. 3,860 .
7 P 300 copies (1 side) , 718,75
- . . 350 copies P side) 4.25\,,'
. . 400 copies (1 side) 4,50 . x
. _. 450 copies (1 side) - 4.75 )
L T 500 topies (# sidey - - '6.00
L L 1;000 copies (1 .stde) 7.50
Printing on Both Sides.of one sheet: : e , "
o o . ' . e
25-100 copies ‘ . $1 50 pér side
. 150 copies o 1.75 per side
' 200 copies : .2, 00 per side :
250 copies 2 : 2.25 per:,,élde g

s . 300 copies .~ ' 2,50 per side
- 350 copies °, . .75 per side
400 copies . 3.00 per side
450 copies v ., .3.25 per si
500 copies : / 3.80.per
1,000 gopies ) - /. 6.25 pep’side

The above charges are for copiea printed on 8 1/2 x /{1 white aper from offset masters
typed by your department ¢cc:rc,tary or from, plates durren “on file in this department.
Additional charges will b made when it is necessary to jave negatives and/or plates ;
made. Charges for otharthan routine requests will b computed on an indivndual baan
(brochures, booklets, etc).

/ Official R.C., Letterhead $§.25 per 1,000
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H. Pur‘chasinQ office ' - ) - iy
4 : Radford__Collegé purﬁhasing procedures apply to departmental requisitions for supplies, .
matertals and equipment where the department or office is using annual operating funds for
payment. All reguisitions must bear the signature of the appropriate Department Chatrman’ -
and Dean.before any disposition will be made in the Purchasing Office., . '
+ . R o . .. B B

& . . 7

Preparation of Departmenthl Réqu{isit{on for Purchase, Form PUB : C R o

1. A Departmental Request for Purchase, Form PUB, must-be filled out in detail with the original
.and one (1) carbon submitted to the Purchasing Office. A supply of these forms is available
from the Printing Department located in Preston Hall. w o . T

2. A request will fall into one of three subobject codes: . ‘ ’

Educational Supplies (1300 Series) = materials needed to teach a class or {ab.and considered
to be useful.for only a short period of time such as chemicals, slitles, Sapes, etc, .
Replacerment Equipment (1500 Series) = equipment needed to reflace existing equtpmé’nt
which has served its useful purpose such as projectors, micrdscopes, typewriters, Lape

AN . recorders, etc. . . ! :

New Eguipmen_t_(kﬁpo Series) ~ additional equipment which the department goes not have

\ and costs in excess of. $50.00. In most cases it w¥uld be assumed that this is NOT a top
: priority purchasé. o o T »

" [

, 3. When completir:.g form show date'needed amd provide additional information if deemed
- necessary to help establish importance of need and priority. . ot

-
" e

4. A reduest for purchase must be approved by Departmental Chairman, Déan of School arid
' vico President before being. submitted to fPurchasing Department, «~ . N ;
d . * 7 A ; ) . ) . . M LN
5, Purchaser alﬁo?%dd furnish complete description including catalogue number, specifi-
cations if nccesfary, color, size, etc. It is very important to furnish source of supply,

quantity, and price as accurately as possible. . : '\

W : .

6. Do not raeguest iterms from different sources of suppl)} on same requisition. ‘ -
. R . . _ . . » -
7. If Departmental Request far Purchase does not have sufﬁcienti'pace for all items requested,

« please list additional items on contihuation sheet. . .

- S

9 « ¢

8. FRequest for Purchase should be made at-least 4, to 6 weeks prior to acttal need and preferab_ly
one quarter-prior to need. . A ) ’

‘ : S '( . . . ; ) .

9. The Purchasing Office will return a copy of the actual brde‘r\_tbo the departmental head. ' .

10. The subobject code for the item must be indicated in the appropriate box.’

Receiving and Delivery e . - . i N .
The-Central Receiving An Muse Hall seives as the receiving center for the campus’. Once “w
received items are then distributed by the maintenance persornel in conjunction with the Purchasing
Department. o - o . e 0 ] . ' .
. . e ° o ° . - .
' uthori for Local Pucchase = S . . ' v
Authorization Lq lQPue a . L —

The Authorization for L.ocat Purchase is used for an ernergency purchase only, usually at
one of the local vendors, This form may be used by all departments only on an emergency ' g

Jbasis and only on approval from ‘the Purchasing Office. g s

TPRe Departmental Chairman must brirg to the Purchasing Office a completed Departmental |
Request for Purchase plus one (1) carbon to request a local aut}"\orizat'pn‘ number. After the
Authorization for local, Purchase is properly initiated, the Andividual depar‘tment'picks up the
merchandise from the local' vendor and returns the form ajong with the tnvoite to the Purchasing
“® . Office. - ‘ - A .

. . B '

N4 : ° M > .

4
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‘ 'lnventor'y and Property Control

Authority for Travel

Ofﬁce Supply Requlsltlon

. The form, used in secumng supplies stocked in the Storage Room located in Muse Hall, ls
avaglable*fr‘om Central Stores, Box 5700. The purchaser should fill out the form completeLy, )
netlhg r‘egul'a)z(ons stated on the back. : . - Ty

$ o~ |

0
R}

%lnventor'y and Property Control ls being established w1th several obJectiVes ‘in mind. One -
i{s td maintain an inventory sheet on each piece of equipment located on Radford College campus.

This sheet will comtain‘a description Qf each itém; inventory number, location including room,

‘bulldlng and department, condition of equipment and cost value, Each départment is responsible

for eagh p1ece of equipment’in his area. In establlshmg ‘property contml a system.of tr'ansfer*r*ing

equipment will be coor*dénated follows:

1., ‘Use of Property Transfer Form, Please note all instpuctions. These forms will be distributed /

to each department head or supervisor. .

. o, Copies of transfer forms are to be distributed as listed:

o First Copy to be, forwarded to Purchasing Department. (Movers for equipment transfer will
© be notified upgn peceipt of this. form.) i o N ' ’
Second” Copy-to be forwarded to department makmg request for transfer.,
Third Copy to be%ept by originator of transfer. . w7 :
3. Surplus Pnoperty - any commodity not in use by any per*sons or persons located on Radfond

College campus will be declared surplus‘and. either be placed oyt for bid to other agencies or

5 stored in surplus areas f"or* reptacement or additional equlpment/supphes Request for
surplus equxpment/supplles located on Radf"ord Collgge campus will have to be approved only

by the Director of Purchas ing.
4. State Surplus Property - located at Byrd Field Distribution Ce?er‘, Rxchmond, Vquinla.
ra. Many items new or used are available at'moderate prices.
"b. tems carried’at Center are published in state surplus brOchures which Radford College
Purchasing Office receives about every two (2) mont

c. In making purchases from: distribution center, in ested per‘sons can obtalnfxfor*mation'

from the Purchasing Oﬁ’xce congerning 1tems irrthe. cur*r*cnt brochure, . {

P s
LA
"

Office [‘qulpment Identification Card and Pr‘oper*ty. Transfer . T

) Thc Purchase Office maintains a gard for each piece of o[Tlce equipment on campus . The
card includes a complete description, locatlon and malntcnance cost.

In ordgr for the Purchasing Office to maintain accurate records, each department must h
submit a property transfer form each tirhe a piece of office equipment is transferred from "‘-‘;,'
room to. room or building to buildihg.. ThlS form should be submifted to the Purchasing Office -
thc day of the equipment transfers. .

Of"f\ce Equxpment Repair Card

Thig card is used to r~epor*t nceded r*epalr*s to typewriters, caltulators and all related office

.

equipment. The cdrd must be filled out completely and signed by the Depar*tment Chairman before

being submitted to the Purchasing Office. i‘ . * v
A supply of these form’ cards are available f"r*om Centr*al Stores. B N . @
Banking Facilities oo ‘ ' : S o &

3 -

Faculty and staff are urged to use the facilities of banks located adjacent 1o the campus. )
Persdn-al checks may be cashed at the cashier's window in the Tr*easur*er s Office located in
Preston Hall. : !

Travel Procedures- L . - - ' ,

- .°

)

/

The gener ral authomty for travel expendxtunes is grante'd to the College by the General ' /

Assembl)( in the appmpmatlons act each biennium. Funds alloted to Radford College ‘are set.

e L

. 73

aside in specific accounts to malnt;am proper accountabxhjy Spe;ific authority fo_r-e?tr‘/




must be obtained from the apbr-op%iate Vice Presidert. Addlttonah;—,, out-of-State \t‘hayel o,

- ®) Itemized expenses: o »,

~

. ) B . ' - . : : ' . i
involving more than 200 miles roundtrip requires the. appm&/al of the President.. . T

¥

.o ¥

Budgets for Travel Expenses ' ' o U ’

1 I

Funds for travel expenses will come from one of the ﬁOlloWi”Q sources: s
/&, Academic Departments: . ? g ' , “ L
1. Department accounts will be charged for tr‘avel to provide the following:
Student teacher supervisi_on,‘«field trips, data proce&zsing, p’hys@c_al v ‘"

! education classes, recruiting, and nursing.

. 2. Theuseof a state sedan or station wagon will be charged at the rate of L

L.

$.12 per mile and the large bus at a rate of $725'per~ mile,

»
[
b4 o

b. -Vice President's Budget: _ . .
1.. Academic and administrative travel will be charged in this area tncluding

reimbursable expensgs such as meals, lodging, pergonal car use ($.12 per
R mile), etc. Authority to use these funds must be specifically granted by the = .
e Vice President of your department. If state qar@ available, $.09 is :
: o " peimbdrsed for personal car use. . : ‘.,,7
i ‘2. Prospective faculty travel will be charged to this budget. ' Each'prospective
» faculty member must completé a state travel reimbursement voucher. ’
Assistance will be provided by the Dean's Office in complet{nq the voucher.,

s

‘s
1

* ¢, Physical Plant Department Bud’gét: . ‘ N
The cost of bperating all maintenance and service vehicles will.be éharged

to this budget.

Submission of Travel Reimbursement Voucher

X - . ] P C

A. The travel reimbursement voucher is the only means of disbursing state funds for travel
expenses, - State policies regarding allowable expenses are rigid and since the fapm is
quite complex, two examples}are included for your reference. Example one m&tes the.
use of a State car. Example two indicates the use of the traveler's own car.. The
following numbers and statements refer to the superimposed numbers on the examples:
(1) Radford College goes in this blank., ‘ o o

! (@) The traveler's name and address ‘are to be listed in'this space so the check méy be

made payable to the traveler, “

(3) Check one of the blanks if a personal car was used in lieu of a state car.
. ' + 'y - . . o

+(4) Indicate the date the voucher was completed.

®) The traveler's signature and title are to be filled in on these lines.

B

(as ‘Each day's éxpenses miist be shown separately.
®)" Each itemlof expenditure;must be shown separately. _
. (c)' Name of place of lodging must be given and receiptatita¢hed to the voucher.
© «(d) If tolls are reqduested, the facility must be named, v :
- (e) Copies!of airline or pullman tickets are necessary if these modes of
' transportation arg used, ‘ L '

> “

)n/ g DE f meals for persons other than y,ours_elf ar‘e‘ claimed, that person_'s name
’ must be listed. Prices for banquet or fixed price meals must be shown
.separately.. . ” W . . \ .
@) If telephone or telegraph expenses are ¢laimed, ‘persons contacted and the
’ points between the calls must be listell. - .
RS (4) ] Gratuities are expected, but must be listed on a separate line and you are

reminded that you are expending public funds on official business of the

State. o . . ,
L e 98 Y. -
_ 74 R :
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.. () All columns must b

totalled. If-more than one page is required, the

8 separate page total must be forwarded to obtain a grand total, P
(i) Attach.copy. of the régistration fee receipt when claiming reimbursement
for a registration fee. ‘. . : . .
! * * \ . : . . - [ .
. - . .

S ! . . . s 4. A . .
(7) The signatdre of the Busines\s;&QFﬁce official approving ‘the voucher for submission to
the /Comptroller of Virginfa. | ' o .

. . '
o .

Ch ' A o ' .- ' .
(B) Onjthe reversé of the Loucher‘, é\tate the reason for travel.. : '
\ , . ’ . .

The ¢ mpletedpvouch'en in three copies, green, yellow, and orange should be 'Beliver'ed to

the rdspective Vice President for appﬁ(o.val and to the Treasurer's Office for processing.

v

. .

Travel vouchers must be submitted to the Comp;tmller‘ of Virgigja within' Sd day‘é from the

last day of travel. Therefore, itis imgc;rtant that the voucher is in the hands of the
Business Office within 15 days from the completion of travel so ample time is available ',
for processing. No .exceptions to this policy will be made by the Comptroller and delays
in submitting the voucher beyond 30 days will result in non-gaymerit',

R . . . . i \\ . . .
. , L Ve

. e
N ‘ '
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’
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Sbm OAM 8 \SOM-—D-i-'n . ',' ‘
/ COMMONWEALTH OF VIRGlNIA
“TRAVEL EXPENSE REIMBURSEMENT VOUCH

Department
‘Institution

Radford College

(7)

ot Agency

) Emer Name ind Address of Tuveler-—-—Type or Print

John T. Doe T
.-----c--.-I'c-c------.--cc-----.---

(oz)

l&adford College o

-

Prepaie with ink, indelible, or 1ypewriter. Use Addnionll sheets whcn neces ry.‘

{
i .
_] .

wmjoraf/

72

19..L2

Nov. 4

(4) 18

. l he reby cerpify |hn expcnsc$ hsled bclow were incurred

. //by me op official business of the Commonwealth of Virginis
-/ and inclide only such expenses as were ncce‘s;ry in the con-
1 duct of thi buslness. )

J)

Signature of Traveler

Radford Vlr inla 2101102 '
g e 'l‘nlc - Associa_je Professor P
/) V| iocamioN ar WHICH EXPENSE WAS INCURRED. FOINTS . ‘ AU’lO -4 ‘ 1ou:;mc ‘o::m | .
5/ oare SETWEEN \WHICH TRAVEL WAS NECESSARY, METHOD OF TRANS. " mnesce | expENsE [SHOW - | (ITEMIZE
S .| PORTATION USED AND MILEAGE RATE ALTOWED. LACH DAY'S MILES or ETEmize | MEALS . L pGuman] TN TOTALS
i_72 EXPENSES MUST BE SHOWN SEPARATELY, Fmo————= TRAVELED. | yupgg |IN SECOND SEPARAT- | SECONGD s
s Porpore of 11ip musl be sioted on beck of vouchir. e COLUMN) | NO-| AMOUNT |~ qiy) | cOLUMN) .
. Nov. W5 Radford to Richmond (leave 2:30 P.M. ) ° -
N - o, M "—/ - y ] . )
, 285 27.00] . i S . 27100
Lodging: Hql Idax In Motg_L_;;ﬂj, ,f 1 - 1 |2.50 |:8.32 . I()):‘. 82..
Tlps ‘ A A1 | .45 ERRT1
Nov. 1§ Lodging: Holliday .Inn, Motel N ’ © |2{2.25 | 8.32 10 |-57
- / R e A e q* el B0 e = p .
. |~ Banquet :,,.fb(éd_pr.fl;:e _ i o] 5.00 _5.1.00
| Tips — - oo : et ) o - ac. ! 35
. 1 -Phone call made,from _Richmond _to. - (T 1
|____Mr._John ,-Jones.,,Supt. .of Schools,.m'_-_ A I
L . 75 |75
. 9 '————'P—etersbu rg ’ Var'——“_—"" —— e o - & - N ;,U' N '."
. Nov. 17 ___Rlchmond__to_Patersburg SR 20 27100 I 2] E‘Q_
L - TolJ,_QKichmond -Petersburg. ll’ufnplke — . . .65
__ Tips f - %.% 12]3.00 .50 3|50
¢ Petersburg to Radford Va. 200 | 24.0 leo 00_
~(arrlved 8:30 P.M.) ‘ \ 1 N
_.-.4_._._...—4-—-—< —————— / ——————— e
: e N e | DO N
Use of privately owned car . Total lh ¢ . : \ .
authorized ot _Agpermile} s hbs |53, ol _ | eliz.7s 1 16lenl 2,700 85 4o,
v ! ' - Entered by Complrollcr " " 4
Voucher No. Month ‘ ~ Register of Warrants Total sheet 2 B
Agmc-\"-:\pprop.-Activily-Objcct Enc. No. ~  Amount . Total r|ll”>\§’3‘ ....... -
. . ’ . Total sheet 4 L
. ,\ .. LI - : »
e , e e s e Cr'ﬂu! i()lnl 85 . l.g:_
g Recriving ";T&L‘::pmmm » T., the Comptroller: To the best of my knowledge and belief the
A tited: “expenses itemized above were incurred on official husiness of the
‘ Commonwealth of Virginia and afe a proper charge against the
K appropriation(s) indicated and are hereby approved for pavinent,
| Chnrgcd 1 9 \_Z) o - o ] \
'lf;ghuhted: . , T , ' o T- _ l'nlc




e

. COMP. PORM 8 120M-—4-3-70 : .o L T an N L | Yoo
M ™ . \ "»‘, i TS ﬁM@]LE U§ "E&"S' TATEM %%‘ :

‘ - COMMONWEALTH OF VIRGINIA : “‘l . When glersgnally owned auiomobile is G6d please G-
TRAVEL EXPENSE REIMBURSEME-NT VOUCHER - check theappropriate slatement:— 0o SR
Department = . . : ' - ~ No state-car was available - () o /3)
Institition © RADFORD COLLEGE (/) : | Use of state car was nm.qpmeticuhle‘ (8 '

¢ ot Agngy, - :
o ! . -y

T A CREN Y —
. 'hm‘o,‘h

Prepare with yink. indelible, or Lyﬁcmilcr. Use additional shects when necessary. . h éj} T Decenﬁbe:; L 72
ot Enter Name and Address of Traveler—Type or Print ' j 9L

- ] I hereby ‘centify thai expenses listed below were incurred
l"' R - ""l _ by me on official business of thie Commonwealtlr of Virginia

. ﬂ_ ) . and include only such expences 85 were nrcessary in the.con- .
: : oa) .3 duct of this business. 1 also certify that the comman carrier ‘.
o John T, Doe. . e L L e {ares shown below do not include federal tayds, ‘ .
: B . . . P BN
N 4 . ' ' . F
Radford College " L , : . )
0. st nneeo . a—f,(f s ol . (5.
- Signature of Traveler o .
___I L Tile Assoclate Professor
N . ) ' - 3. . « 3 e N s | ’ .
LOCATION AT WHICH EXPENSE WAS INCURRED. FOINTS . AUTO LODGING | OTHER
DATE BETWELN WHICH TRAVEL WAS NECESSARY. METHOD OF TRANS. MUEAGE EXPENSE . (SHOW (IVEMIZE
g CPCKIATION US:0 SED MILEAGE FATE ALLOWED. EACH DAY'S MILES OR (ITEMITZE MEALS PULLMAN IN 107ALS
19.72. EXPENTTS MuST LR SHOW/ N STPARATELY. . ’“"‘7‘“’ FARES |IN SECOND [ —| SEFARAT. | SECONO
Purpose af trip must be slored an back of voucher, g . COLUMN) NO. | AMOUNT El‘() COLUMN) ¢
. ST TTRT Tl St T LM e e DO LT TOTOTIALLS LTLLITED TR TR RS -,i._—‘..‘.‘:’*: _F:'::::' e - g avaiagtette AT
4 . - . R . ’ . [ : .
,._N_qv_.__._l.:L Radford, Va. to Richmond, Va. | . g 1 R - i
) , Sa L e 1 i o . - : ’ , oy R
| statd CarTUsed ~Lleft 6:00 AM: | /e ] '
o ot T i . a— ] T
o ] Lodging: John Marshall _*iqtsL_._,,_‘h(ﬂ--l |2 | b.50 | 18.73 23i22 -

Lol Tips. _. .

.

o ‘._R,‘?gis“a”.‘?” for conveation (Nat 1.,...__C<l3nv;_'qn_'_brugs._.&_'fo dy.
Fixed price banquet __ Adolescent)|—.__ | | £ 1 6.00 ) 600

Nov. 20 Ledging: John Marshall

\

I 4 ] )

,Tips

—_— - .. — et e ' [N U ..__..__._,_,_.____u.___.\ V b ‘ -
S, \Fixvd price IunChgon A RS PR ] .A.j-'oo - - _ !; 5 g_om
“ parking state car o [ S RS ISPILY DUUH SRR | '/8.'00' 800
Nov. 21 Richmond, Va. to Radford, Va. . S Y VORI S ' |\\‘ e
*arrived at 4330 PLM. K R P, . I T
o neals and tips= . bV _12p3.00] - L .751!]’__%
K . T |
— e F— . - .// ‘ . _:.__ — - :
- ) ! ® ///?u
- '}v ) . ‘: ;r‘ ! . A _. . - i (R S |' ‘ - i T.‘_:;
l « 'r‘f L A U S ’ ¢ ) :
-l-(";f 1.»."1‘\ :AILI\ ewiind car \ Co. /T , o s b . : ] i N
: c N . T'ot+] this cheet: - 8 23 50 " 37 L 17.00 © 77 91‘.

~ aitthorioed at \\ o e il

.\, . Y A - - ‘I.‘;*_. 10 - rf‘.:;:./-:::-.;vj_ .“":‘r‘_“r.""‘_‘:..';‘_.f; .r._.;__.;,. P ::T‘.‘: T ?.,,-—
e ‘ %fumh o el Enterbdby Comptyoller © Total sheet 2, Jr ‘y’

, . : o Commonwealth. of Virginia and are
' appropriationist indicated and are he

/ e S - \ . .1 \ . .
-§\°”Cl“_r \'\‘.‘; o *;" S \.I“ L e oA = Refisfer of Warrants s
sprop.-Awtivity -Ohjoc - CAHotdiant) - Enes Noo " Ameapts : . PR \
pprol p | - : ) ¢ : Total sheet3 1
X . \ . ) \ . v ' 1A
P : - -
Tolql s}x!y\;;el 4 ‘ N
: . v - . o : - \ l »
J K a . e R . . | 1
;- _ . : ' ’ o : ] Grandtotal -~ k1 |
e S e e T ' stead
At ferciving S eadntn To the Comnptroller: To the hest of my-knowlidee and helie! ?L/
"\"“ iteds ‘ v ~espenses itemiced above were incarepd on pfici 1 business of the.
‘ alprofer charge auaind the
r

by Approved, for paylnent.

\

V

Chupeds o | 101 7). ,, c

Ao . —p -- - et et et e e n

L LS .
ERIC . b | _‘ o TRUASURERL :

Full Tt Provided by ERIC.
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N ' COMMONWEALTH OF VIRGINIA
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Inctitagion - RADFORD COLLEGE °

- )

AS J

EXPENSE REIMBURSEMENT VOUC

T . No’state cat/was available - ( ) /~? )

" Use of state.car was notﬁpractichblc { }-

. SES‘;; . a 2 _ . ] . , v”*’?ﬁv R ® ot S "f-;’p‘f'
T24 Y AGEOMOBILE USEASTATEMENT /A%
¥l - When piersgnally owned aiiomobile is: §d please ‘%’é“
- check &é&jptoprjﬂt statéinent:— = 7 S

MER

)
S

Lo Asgney. T
Prepare with ink. indelible, or
T T Emer Name and Address of Tiaveler=Typé oF f’n’rﬁ"’_~

&y -
typéwriter. Use additional she

A . o A e

b ——a

“

-(\, 3\
¢1s when. necessary.

ESRN) .
~ %‘\‘\

/42) b w12

December 4 °

s T e e :
p . 1 hereby cenify thai expenses listed below were mcurred

’ [—‘ . T '—l - by me on official business of the, Commonwealth of Virginia -
<t . R - Tr ’ and-include only such expences as were nececcary in the con-’
' i . 2 ) ’ duct of this business. 1 also centify.that the common carrier
...... John T.. D06 ... LT et ’ « fares shown below do not include federal 1ay/s. .
4 <L - & y B
s madfordcollese . . s el Liofae (5)
s ’ ’ . . T ' -, “Signature ol Traveler . . .
' |m"3?gf9fg'"Vk{gkﬂia"gklﬁl.“. A pa——" F > Tite Associate Profegsor
I mEeaS e T 3 L] s e .7 s . '
é 1OCATICH AT WHICH EXPEMSE Was PNCURHED. POIRN: AUTO LODGING | OIRER 2
f OAlE BET‘\-:EEV__WHI:N T’S".\{‘{t YIRS NECESSARY MITHOD of TRANS. MILES P ULEAGE | EXFENSE . (SHOW {ITEMIZE
19.72 B o e o Soaiigiy O VP EEHONE Maaviio | (o 1n'Secovo - i berEaat | stcond ToTaLs
e T eipeit 9F Mg P be sa1ed ca Bock of voucher, / cotumu) | HO | AMOUNT €LY, | COLUMN)
Py _';T‘)_' P R~ T g e LT IR A IS e TETD LIS TELET -.7._.._.—_ r._. T L = —‘} e~y
Nov. 1 é._Ré dford, Va. to Richmond, Va. . _____ 1 . " :
s T A 3 i = . ~ R
_ | State CarUsed - left 6:00 A, gty : -
- . ;’- . = - . « H ’
__°_1 Llodging:_ _John Marshall.Hotel ? A 2 | k50| 18.72 | 23.22
. T v ~ 1 B ' : I '; i
I I £ T A 2.00° 2100
. . ; o T to . i \ '
I Registration for:convention (Natl. .Conv._on Drugs £ Today.!s 5.00 5 00
i Fixed price binquet _____‘Adolescent)| 1| 6.00 (_6.00
= = £ : - 3 i
Rov- tatnge ! ¢ T 1 . . ) .
Aﬁ9Y~-ZQ; Effglng. John Marshall __/ _ __ . i 2 1500 18 77 éi 23. 72
.. Tigs o I A S _ ' _1.25 125
. . T : ] . i
s . Fixed price Juncheon . . o - —mdeeeo— s et ] 1.5.00 | .! : 5.00
- Parking state car. . L . S I 8.000 800
L . ' . : - . - A
Mov. 21" Richrond, Va. to Radford, Va. . . . 1. .l | 1 _
* - 1
. . . ‘ e
o arrived at 4:30 P.M. . T R § : L \
- 8 . . ie ’ . t
" rneals and tips R . L_._.__I-,_....., o ;:ﬂ 3.00 25! \ 3 75
- - B : A
e e - — . NN PR 2N - I P : ! - ;_/\._
P :: . . ir ) . : . ! i . i
- . e S 1 e
! g ‘ . o . i . }L
j - s, 4 S : s
— /r___- I .\, e [ B U : . e e
Voo of privat Bovwadar :! . .,‘”' 1 this <hcet ' . | . . i .
: " 8", 1oind this <hcets . . .
. gisshoris] at Soper et P : . 8 123.50 " 37.44 17.00" - 77 911_]
. _",' . = . ;' - M - - PR - fi::-:-‘—-;:‘.:-.— P - A -:-—:1:-;;.——-— —— _3‘-’—.’:'—":.‘:;7".‘: e e
. . . e a8 | - Entered by Comptyoller I 5
Noucker ‘\n_" AR S "‘\i%xf'“"%’ T T \ Begister of Warrants : Total/shu.l =
\_p;'rf:;-.-.‘.cm ay-Obya ¢ \5!13&111&:![) Linc. .\()-./Amt-'.:nls* . ‘ };@] cheet 3 ,: g ‘ ‘- _
) . ’ - ) ) 1 . ! : * E ~
s « . f 3 T
4 |
o . v’ o .Tol:.xlﬂcﬂ’!- . L
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