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INTRODUCTION

To the Faculty of Utah State University

The University, in futfilling its rotes in our society, operates of necessity in a dichotomy.
On the one hand, the University must recognize and respond to the importance of the
individual within the organization, and on the other the University must encourage a
feeling ot teamwork and cooperation if the organization is to grow and contribute.

Our facuity at Utah State have brought to the campus and to the students a rich and
varied background of professional experience. Their academic specialties, research
capabilities, and experiences in previously attended institutions have enabled them to
develop an academic and cultural life distinctive to our University.

This handbook is designed to acquaint the facuity with aspects of University government
and other information that will be valuable in developing an understanding of the
University, its mission, and various functions. The handbook also outlines the faculty
member’s individuat role within the organization. Emphasis has been placed on providing
brief general materiat, informaily arranged yet heiptul to the individual. Where additional
information on specifics seem desirable, other sources are listed for further detail.
Appreciative acknowledgment is given to Di. Ellvert I, Himes, who has compiled,
summarized, and arranged for publication by the University Printing Service.

tt is hoped this handbook will acquaint the faculty member with the University
community by highiighting operational procedures, relationships, and responsibilities. It
is also hoped that each faculty member wili acknowledge this opportunity to become
familiar with such parts as may contribute to individual effectiveness.

President Glen L. Taggart

ERIC
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THE UNIVERSITY

The Utah State University of Agriculture and Applied
Science is Utah's land-grant institution. I't was originally
provided by an act of the Territorial Legislature of
1888. Later statutory regulations of the United States
Congress and the Utah Legislature enabled this Agricul-
tural College of Utah, as it was initially called, to achieve
its current stature among the distinguished colleges and
urnversities of today’s federal land-grant system. The
University ‘s present name was adopted in 1957.

The University is located in northern Utah and occupies
349 acres of the oid Lake Bonneville deita of the
Wasatch range of mountains. It overlooks the city of
Logan and the major portion of fertile Cache Valley, a
30-mile long, 15-mile wide stretch of country dotted
with farm communities. There are 70 major buildings and
26 other structures comprising the instructional and
research facilities of the campus. Throughout the valley
there are 824 acres of experimental farms and livestock
areas, with another 5,120 acres devoted to similar
programs throughout the state. These structures and
holdings of the University are valued at approximately
$61,000,000.

The instructional programs of Utah State University are
also conducted beyond the Logan campus through
designated Extension Centers in Roosevelt and Moab
and  other communities throughout the state. The
University operates on four quarters of approximately
equal length during the year, with the Summer Quarter
divided into two sessions of five weeks each and an eight
week  session. Total on-campus enrollment in credit
courses n 1972:73 was 9,172, supplemented by 3,324
enrolled 1in Extension centers and 1,273 in Correspond-

~ence and Independent Study, There were also 194 short

E

courses, seminars, and institutes which enrotled 25,046
in noncredit programs. Representatives from 54 foreign

countries, gach of thae 50 states 10 the nation, and from

Q
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each of the 29 counties of Utah make up the University
studentbody.

Research and special programs of the University have
been distinguishing hallmarks since its inception. The
Agricultural Experiment Station and the Cooperative
Extension Services in their conduct of programs
throughout the state and in national assignments have
contributed significantly and served incalculably as
integrat parts of the University enterprise. Federal, state,
and private sources have supplied support and en-
couragement for continued exploration, experimenta-
tion, and development. Through cooperative endeavor,
centers of excellence have been established and recogni-
tion from state, national, and international governments
and agencies has come to the University. Historically,
also, Utah State has cooperated with the federal govern-
ment in providing a base of operations for several
research and service programs with their associated
personnel. Many of these specialists, most commonly
known as Federal Collaborators, hold academic rank and
otherwise participate in faculty activities.

As a member of the federal land-grant system, USU
derives its principal financial support from both federal
and state sources. In addition, gifts, grants, proprietary
interest, and student fees assist in building a total annual
operating budget of about $40 million.

The academic program of the University is organized
into eight colleges and a School of Graduate Studies.
The colleges are: Agriculture; Business; Education;
Engineering; Natural Resources; Family Life; Human-
ities, Arts, and Social Sciences; and Science. There
are 49 instructional departments and units which
offer about 1600 courses per quarter, There were 1,477
bachelor’s degrees conferred in 1973, 500 master’s, and
109 doctorates. The University has a facuity of 1,000
professional personnel.
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UNIVERSITY ORGANIZATION,
ADMINISTRATION, AND GOVERNMEN!T

RELATION TO EXTERNAL AUTHORITY

State Legislature

USU is under the uftimate authority of the State
Legistature. Subject to constitutionat and self-imposed
restraints, the Legisiature exercises control by virtue of
its authority to change laws pertaining to the University
and by its power to appropriate funds for its operation
and for capital improvement.

Utah Board of Higher Education

A fifteen-member State Board of Higher Education
governs the Utah State System of Higher Education.
This board has the responsibility for state-wide master
planning for higher education, assignment of roles to the
several institutions in the state system, and controi of
operating and capital budgets for the institutions. The
State Board leaves the day-to-day administration of each
coltege and university to its President and Institutional
Council and does not interfere with
unless the institution is proceeding contrary to state
policy. The fifteen members of the State Board of
Higher Education are appointed by the Governor,
subject to confirmation by the State Senate.

internal affairs

University Institutional Council

USY has a nine-member institutional Council. This
council has the responsibility of implementing the roles
assigned to the University, including the appointment of
personnel and the enactment of rules and regulations
governing the administration and operation of the
University. Eight members are appointed by the Gover-
nor, subject to confirmation hy the State Senate. The
ninth member 15 the president of the USU Alumni
Association.

INTERMNAL ADMINISTRATIVE
ORGANIZATION

The President of the Umiversity, its chief executive
Sfficer, 15 responsible for the mternal admmistiation of
the University. His office 1s vested with over all author
ity and responsibility to carry out the policies and
mocedures of the University. The Prosident 1s a member
of all the foculties of the University as well as anex
faculty  commuttoes and  the

officio member of oll

committees of the Faculty Senate

3

Assisting the President in the central administration of
the WUniversity are the Provost, Vice President for
Business, Vice President for Extension and Continuing
Education, Vice President for Research, and Vice Presi-
dent for Student Affairs, who provide leadership and
advisement on rnatters of acadernic, financial, research,
and service functions.

The officers of central administration may be outlined as
follows:

President
Assistant to the President for
Devetopment and Alumni Affairs
Assistant to the President for University Relations
Director of Athletics

Special Projects,

Provost

Vice Provost

Assistant Provost for Institutional Analysis and Plan-
nirig

Director, Summer Quarter

Director, Space Management

Director, International Programs and Studies

Director, Learning Resources Center Program, and
University Librarian

Director, Honors Program

Director, Lectures, Concerts, and Tours

Director, Man and His Bread Museum

Dean, Admissions and Records

Vice President for Business

Assistant Vice President - Finance
Controlter
Budget Officer
Purchasing Agent
Contracts Officer

Assistant Vice President - Business
Ditector of Personnel

It gl Aurditor

Supernmtendent ot Physical Plant
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Vice President for Extension Services
and Continuing Education
Asscciate Director, Cooperative Extension
Associate Director, Continuing Education
Director, Conference and Institute Division
Regional Directors

Vice President for Research
Director, Program Development
Director, Agricuttural Experiment Station
Director, Computer Center
Director, Ecology Center
Director, Environment and Man Program

Vice President for Student Affairs

Dean of Women

Coordinator of Student Activities, and Director of
University Center

Coordinator of University Housing

Director of High School Relations

Coordinator of Counseling and Testing

University Physician, and Director of Student Health
Services

Director of Student Placement

Supervisor of General Registration

Adviser, Foreign Student Services

Coordinator of Financial Aids

Coordinator of University Program Center

Also concerned with certainaspects of central administra-
tion are the Deans of the respective Colleges who meet
frequently with the President and other officers. (The

colleges, with the associated departments and the names
of those who provide leadership in these areas, are

enumerated in the General Catalog of the University.)

GOVERNMENT

University Councils

A number of advisory councils comprised] of administra-
tors and other faculty members meet periodically to
systematize activities of the University. The Administra-
tive Councrl, consisting of major atministrative person-
nel, 15 responsible for developing, reviewing, and im-
plementing University policies and procedures.

The Council for Academic Affairs, consisting of major

academic  admmistrative personnel, 15 responsible foi
cootdmating all academic programs of the University,

aeting on special student appeals cases; and, in cooperat:

g with the Faculty Senate, for developing other
policins and  procedures for  carrying  forward, the
academic programs and activities of the University.

The Graduate Council, consets of the Dean of the
Q
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School of Graduate Studies, the Director of the Learning
Resources Program and University Librarian, and one
representative from each of the academic colleges
appointed by the Faculty Senate. With the approval of
the Faculty Senate, the Council meets bi-monthly and
establishes regulations and standards for graduate work.

The University Research Council is composed of "
administrators and staff in the research units and
colleges on campus and serves in advisory capacity to the
Vice President for Research. This body reviews research
programs and recommends policies and procedures for
their effective administration. ‘

The promotion, coordination, and evaluation of all
educational and research programs and activities con-
cerned with water constitute the functions of the Utah
Center for Water Resources Research Council. This
governing body for water resources studies on campus
also extends its interests to related agencies of the
federal government.

The University Council on Teacher Education is com-
posed of representatives of each of the Colleges offering
teaching majors and minors. Membership is appointed by
the Faculty Senate. The Council is concerned with the
development and approval of teacher education curricula
and certification standards.

The Athletic Council, advises the President with respect
to intercollegiate athletics. This Council is composed of
designated administrators, representatives of the
ASUSU, and faculty members selected by the Faculty
Senate. Forrnulation of athletic policy, assurance of
compliance with tocal and national codes, and mainte-
nance of programs compatible with University academic
interests are the Council’s major concerns. (See Univer-
sity Code for further references to councils.)

University Faculty

The resident and nonresident faculty of the University
consists of the President, who is chairman of the facuity,
and all of those administrative, teaching, research, and
service personnel holding the academic rank of profes-
sor, associate professor, assistant professor, or instructor.
Emeriti  faculty enjoy all benefits, privileges, and
responsibilities of the regular faculty as long as they are
actively engaged in University assignments.

The faculty, through its representatives in the Faculty
Senate, is authorized, subject to approval of the Presi-
dent and Institutional Council, to determine the Univer-
sity’s curriculum, academic standards and scholarship
PECLAEements, rt:gula?‘i“tm of student activities and disci-
phine, and other matters of educational policy. (See
Catle,)
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Meetings of the University faculty may be convened on
call of the President or at the formal written request of
either the Senate Executive Committee or any twenty-
five faculty members. (See Code.)

Deans of the various college faculties may call a meeting
of their respective faculties at their own discretion.
Usually a college dean will hold weekly or regular
meetings of department heads and agree with college
staff as to scheduling at least one meeting each quarter
of all resident faculty.

Faculty Senate )

According to the University Code, the Senate has the
power to act for and represent the entire faculty in all
matters of educational policy. This body receives and
considers reports from all faculty groups, may take
authorized action on these, and makes recommendations
to the President and other administrators.

Membership of the Senate is composed of forty-five
faculty members elected from all of the resident faculty
and fifteen ex officio members appointed by the
President. The forty-five positions are apportioned to
the academic colleges and the Extension Services in such
a way as to provide approximately equal representation
from these groups based on the number of faculty
members in each group. The President of the Facuity
Association and the Chairman of the Athietic Council
are also ex officio members of the Senate.

iy

Meetings of the Faculty Senate are held at least once a
month, the agenda of which are determined by the
Executive Committee. The President is chairman of
these meetings with a faculty member who serves as
Secretary, appointed by the President with the approval
of the Senate.

Standing committees and ad hoc committees as needed
are appointed by the Faculty Senate to study and report
findings. Standing committees of the Senate are advisory
with reference to academic standards and curriculum,
faculty professional relationships and service, and
student welfare. {See Code.)

Exacutive Committee of the Faculty Senate

The Senate elects annually an Executive Committee of
12 members, three of which are ex officio members of
the Senate and the remaining nine are representatives of
each college and the Extension Services. The President
of the University acts as chairman of the Committee.

The Executive Committee supervises the affairs of the
Senate and the various Serate committees, evaluating
and coordinating the work of the committees and
making recommendations wheie necessary. This commit-
tee serves as a steering committee, recommends standing
and special committees, and acts for the Senate on all
urgent matters and problems arising during the interim
between regular sessions. It reports to the Senate for
ratification of action at the next scheduled Senate
meeting. {See Code.)
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FACULTY PERSONNEL POLICIES AND PROCEDURES

FACULTY EMPLOYMENT

The general policy of the University
honors faculty scholarship and commitment to excel-
lence in quality and performance. A master's degree or
equivalent is a prerequisite for employment with the
rank of iInstructor or above. As a general policy, the
University does not grant advanced degrees to its own
faculty members. A few exceptions have been granted
but must have received approval by the Graduate Council
and Administrative Council, {See Code.)

employment

Office of Personnel Services

The Office of Personnel Services administers the Univer-
sity program on employment matters. |t maintains the
employment records of all academic and classified
contract personnel.

Personnel Services is the central agency for recruiting,
interviewing, classifying, and referring qualified person-
net to all departments of the University. tis responsible
for payroll entry and for organizing and arranging for
on-the-job  training where needed. (Employment for
graduate students 1s provided by the Employment
Piacement Center in the University Center.)

All University employees should visit the Office of
Personnel Services 1o arrange details regarding their
benefits  and  to  become acquainted with  payroll
pmaocecduies. The Office of Personnel Services is located
i Room 13, Mam Building,

Faculty Recruitment

Additions to mstiuctional and research staff are regarded
hy cental administration as o foremost concen uf the
department or unit and coliege or division. Thereforn,
autial inquiries and contacts becomae the majot 1espon:
shitities of department  heads, deans, and  duectors.
Usuatly these administrative officers will meet in con
wultation and discussion with members of then respec
tve staffs. Recommendations 1or appomtment are then
aubimstted to the approprate officer of central admnistra:
ton and ultimately 1o the President. Commitments 1o
the mdchvidual bemg considered arn, therefore, tese v
untl the recommendation meets with fimal approval of
tSpecttn

e Preadent and e Iotagienal Couned

conwidorations are found in the Codel)

*
t

Contracts

Formal contracts are initially provided new faculty
members. They may be for varying lengths of time, but
most commonly may be for nine, ten, or twelve months.
Until tenure is awarded, contracts are issued annually in
the spring, upon recommendations of the department
head and college or division administrator. After tenure,
less formal letters of salary or assignment adjustment are
issued. Factors governing the provisions and issuance of
contracts are enumerated in the Code.

Academic Rank

The University acknowledges the professional training,
experience, and achievement of faculty by the tradi-
tional system of academic rank. The initial determina-
tion of rank status is made at the time of employment.
in accordance with prescribed procedure< governing
promotion, the matter of academic rank fs considered in
continuing employment.

Faculty members who retire are, upon recommendation
by the President, usually awarded Emeritus status with
the rank held upon retirement.

There are some positions, such as administrators,
assistants, visitors, lecturers, advisers, which do not carry
academic rank. (See Code.)

General Principles of

Academic Freedom and Tenure

Academic freedom is essential to both teaching and
rescarch. Freedom in research is fundamental to the
advancement of truth, Academic freedom in its teaching
aspect 15 fundamental for the protection of the rights of
the teacher in teaching and of the student in learning. tt
carties with it dhities correlative with rights,

Tenure 15 a means o certain ends; spectfically: (1)
frecclom of teaching and research and of extramural
activities and {2} a sufficient degree of economic
securtly to make the profession attractive to men ard
abitity. Freedom and ecconomic security,
honee, tenure, are Indispensable to the success of an
mstiiotion m fullilling its obligations to its students and

women  of

1O Stety.

(1 The Faculty member s entitled to full freedom m

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

{2) The teacher is entitled to freedom in the classroom
in discussing his subject, but he should be careful not to
introduce into his teaching material, information cr
opinions which have no relation to his subject.

{3} The college or university faculty member is a
citizen, a member of a learned orofession, and an officer
of an educational institution. When he sp-aks or writes
as a citizen, he should be free from institutional
censorship or discipline, but his special position in the
community imposes special obligations. As a man of
learning and an educational officer, he should remember
that the public may judge his profession and his
institution by his utterances. Hence he should at all
times be accurate, should exercise appropriate restraint,
should show respect for the opinions of others, and
should make every effort to indicate that he is not an
inscitutional spokesman,

(4) After the expiration of a probationary period,
teachers or investigators should have permanent or
continuous tenure, and their service should be

terminated only for adequate cause, except in the case
of retirement for age, or under extraordinary circum-
stances because of financial exigencies. Termination of a
continuous appointment because of financial exigency
should be demonstrably bona fide.

(5) Tenure shall be awarded only to faculty members
who hold the academic title of Assistant Professor,
Associate Professor, or Professor. (Taken from 1940
statement of AAUP; also see Code.)

Tenure and Promotion

The University Code specifies detailed considerations of
policy and procedure in the rewarding of deserving
faculty members for outstanding performance. An
advisory committee of peers (five, with one from outside
the department) 1s provided to review the candidate’s
excellence m field of work, leadership, contributions,
scholarship, personality and attitudes, and evidence of
quality service. A timetable has been established for
probationary  periods to regulate  committee
considerations annually, as well as for submitting reports
and recormmendations to administration prior to con-
vact ume. Emphases are placed upon professional
growth and the best interests of the Universiy. (See
Code, Executive Memorandum No. 69-3.)

and

Service Load
The nunnber of credit howrs that o teacher may car 4,
the number of courses he will teach, the hours devoted

Q
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to laboratory research projects, the number of graduate
committees on which a teacher may serve, theses to be
directed, or publications produced are all matters which
vary among the colleges and divisions. Additional assign-
ments on ad hoc committees, departmental, coliege, and
university group activities and programs are also greatly
dependent upon the willingness and capabilities of the
individual. A standing committee of the Faculty Senate
is charged with studying the criteria and procedures for
the evaluation of service loads and submitting recom-
mendations. (See Code.)

Faculty Evaluation

Inasinuch as performance and production are major
criteria of consideration in the attainment of tenure,
promotion, and salary increment, it might be expected
that administration and the Faculty Senate would
provide for evaluative measures. A standing committee
of the Senate, including student members, works with
college deans, department heads, and the Faculty Senate
in determining steps to be taken and measuring devices
to be used to facilitate judgments of effectiveness.
Student interest in this area has prompted the ASUSU to
provide in their organization for responsible students to
ccllaborate in studies, reports, and recommendations.
Some of the colleges, :n conjunction with other commit-
tees, such as curriculuin and programs, have established
faculty evaluation committees.

Extra-contractual Services

The policy governing work of a faculty member for
additional compensation beyond his contract with the
University is very clearly stated. Aithough it is recog-
nized that a faculty member may have other related
interests, activities, and obligations, the University con-
tends that the primary professional responsibility of the
faculty member is to the University.

Effort is made by the University to place all obligations
of the staff member to the University, when the contract
15 prepared. In instances where the University requests
additional services, such as teaching extension courses,
spacial classes, lectures, etc., paid by the University,
there are approvals, stipulations, and limitations to be
obtained from the respective deans and department
heads.

Consutting work 15 encouraged by the University, It is
believed  that such recognition and experiences are
beneficial professionally to the staff member and the
Unwversity, However, the department head should be
consulted with 1eference to time involved, materiurs and
capment, nature of the work, ote, Concern for any real
o appatent confhict of mterest should be understood at
the autset i comphance with law,
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1f such extra-contractual activities are deemed by the
dean to interfere with regular faculty duties, the
individual contract may be changed to a part-time basis.
{See Code.)

Faculty and Elective Public Offices

If a faculty member is considering candidacy for public
office, he should discuss intentions and prospects with
his department head, dean, and upon their recommenda-
tion, with the President. If absence from dutles is
involved, annual leave or leave without pay may be
arranged. |If elected, the customary considerations must
be made to assure no interference with the individual’s
professional work or the programs of the University.
Approvals, too, for this action should be obtained from
the Institutional Council, on recommendation of the
President. (See Code.)

Faculty Employment in Two

or More Units of the University

The policy on joint employees involving two or more
divisions of the University requires preliminary steps
to be taken by both faculty and administrators in
the preparation of appropriate forms. Such important
elements of the proposed position as time division,
responsibilities, title, rank, source of funds, and
prospects of the future should be all outlined. When
agreements are reached, matters of supervision, review of
work, and renewal of contracts and possible promotion
considerations and recommendations are thereafter
obligations of both administrators. (See Executive
Memorandum No. 70-5.)

Faculty Leaves

There are six types of leave granted to University
employees upon receiving appropriate approvals. These
mclud~ annual, sick, sabbatical, military, special leave
with pay, and leave without pay.

Annual leave is earned by faculty members on 4
12 month contract at the rate of 1.83 days for each full
month of service, or a total of 22 working days per
contract year. After six months of service, the use of
such leave accrued may he allowed. However. annual
leave shall be taken only at times when 1t will least
interfere with Umveristy work. Those responsible for
authorizing annual leave are wiged to encourage its use
durmg the year it is earned. Deferred annual leave may
be permitted to accumulate from year toyear only up to ¢
maxtmum of 26 days. Such leave taken by o faculty
member after all acerued annual leave has been used
Jhall be considered as rave without pay. Annual leave 1s
not accrued durning sabbatical leaves or leaves without
nay. {See Code )

i

Any omployee, cothoot doss of pay ot loss of anooal

toaver, 15 entithed to mubitany leave not to exeend Dftoen

calendar days in any one calendar year, after one year of
employment at USU. Leave in excess of this amount will
be taken as annual leave or leave without pay. A copy of
the orders requiring the attendance of an employee for
military leave shall be attached to the leave slip; and at
the end of the military leave, a certificate of attendance
shall be forwarded to the dean or administrative officer
through the head of the department. Military leave wiil
be recommended by the department head and approved
by the dean or administrative officer. A copy of leave
requests will be filed with the Director of Personnel.

A sabbatical leave consists of a period of absence from
the University during which the faculty member may.
engage in professional improvement. Tenure must have
been attained and six years of service completed for
eligibitity. Faculty benefits will continue during
sabbatical leave pay in accordance with the regular
deduction schedule. Pay during this period of profes-
sional endeavor off campus depends upon the length of
time granted. Applications for sabbatical teave should be
in the President’s office by February 14.

Special leaves and leaves without pay may be granted
after appropriate recommendations and approval of the
President and tnstitutional Council. Reports of
sabbatical and special leaves should be submitted to the
administration upon return to duty. (See Code.)

Those fuli-time University employees whose names
appear in the University budget, accrue sick leave
with pay at the rate of one working day for each
calendar month of full-time service. Sick leave does not
accrue during any period when an employee is on
feave-without-pay status. However, employees on annual
leave or sick leave with pay coentinue to accrue both
annual and sick leave.

Sick leave credit accrues for each month of full-time
service to a maximum accural of 130 working days. Any
absence for illness that exceeds the accrued sick leave
balance may be taken from available annual leave at the
employee’s option. if the illness extends beyond the
balance of annual leave, the remainder is taken as
leave without pay.

Unused sick leave does not constitute a monetary claims
against the University upon separation from service.

Any application for grant of sick leave to cover an
absence which exceeds four successive working days
should be supported by a medical certificate, or other
administratively acceptable, provided that
when the Administrator finds that excessive sick leave is

evidence

bheing taken, a doctor’s dhagnosis or other evidences of
lness may be required for absences of less than four
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days. Such evidence may be required on the day the
employee returns to work.

Maternity leave is treated as any other illness. A leave of
absence for a reasonable period of time may be granted
to women of full-time continuing appointment. The
policy also applies to those whose names appear in the
University Budget and work on a modified basis.
Agreement between the employee and rer immediate
supervisor should be in writing and a copy filed with the
Personnel Services Office at the commencement of such
leave.

Details relating to the various types of leave are available
in the office of the department head or dean.

Resignation and Termination

Resignations at the end of a contract period should be
submitted in writing 1o the appropriate administrator six
months in advance. Termination of a contract early
results in the forfeiture of all rights and benefits as a
faculty member.

No faculty member who has achieved tenure shall be
dismissed without cause. Dismissals for cause shall be
made only after prescribed procedures are followed in
which the President of the University, other administra-
tors concerned, the Faculty Association Committee on
Professional Relationships and Faculty Welfare, advisers
desired, and the Institutional Council are fully apprised
and given opportunity to discuss. Provisions for salary,
hearings, records, and time elements are also carefully
spelled out in the Code.

Retirement

Although age 65 is the customary time for the retire-
ment of faculty who hold academic rank and tenure, the
University has made provision for those who elect to
retire at the age of 62, or after thir'y years of service. It
is expected that the faculty member shall notify his
department head and dean or director well in advance of
his interests and desires relative to discontinuance or
continued service. Official retirement consists of formal
action of the Institutional Council and termination of
tenure.  Reemployment by the
department, administration, and the Council and will
depend upon several factors, such as health, quality of
work, and the needs of the University.

will be determined

There are g number of bhenefits and privileges provided
for those who retwe. Thess include tuitton-free registra-
the mdividual and spouse, access to libray

tion fou

facilities, group insurance programs, faculty rates for
programs and functions of the University. As a general
policy, there is complete cessation of paid services for
those who may be on the staff when 70 years of age.
{See Code.)

THE FACULTY MEMBER
AND CLASSIFIED EMPLOYEES

Employees of the University not engaged directly in
teaching and research, such as Federal Collaborators not
holding academic rank, as well as contract employees
not holding academic rank who are engaged in services
contribitive to the University program, are known as
classifizd employees. These colleagues of the faculty are
represented before the administration by a committee
on employment, services, and welfare, elected from
among themselves, at the same time as members of the
Faculty Committee on Professional Relationships and
Faculty Welfare are ele:ted. The number, composition,
chairman, and method of selection of this committee are
determined by the classified employees. The cornmittee
performs functions for these workers comparable to
those of the Committee on Professional Relationships
and Faculty Welfare for resident faculty.

The policies of the University relating to "‘outside work,"’
as concerns administrative officials, faculty, and other
academic staff personnel apply also ‘vhere appropriate to
classified employees.

Basic Work Week

The basic work week for classified employees shall be
forty hours per week. The normal work day shall be
from 8 a.m. to 5 p.m., with one hour for lunch. Al
general administrative offices are open until 12 noon on
Saturdays, except from June 15 to September 15. All
regular classified employees who are required to work
overtime and/or on Saturday mornings shall be given
compensatory time off during the following week or at
such time as the department head may decide.

Rest Periods

A rest period of ten to fifteen minutes, once in the
morning and once in the afternoon, may be granted
female office employees. Such periods are a privilege
which may be withdrawn by the department head if
abused. Time not used for rest periods cannot be
substituted for time off at the beginning or end of the
work puriod nor at the beginning or end of a vacation or
sick leave period.

N o
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BENEFITS, PRIVILEGES, AND SERVICES

UNIVERSITY SUPPORTED BENEFITS

The comprehensive program of staff benefits now
provided for the full-time contract employees of Utah
State University is presented in general terms in the
following paragraphs. This program is administered by
the Office of Staff Benefits and operational details may
be secured by contacting this office in room 111, Main
Building, telephone extension 7498.

Social Security
All employees of
exception

Utah State University, with the
of Extension staff members with federal
appointments, are covered under Sociat Security. The
contributions and benefits vary with salary and !ength
of employment.

Retirement Systems

By State statute all staff members must be participating
members in the Utah State Retirement System, uniess
they hold an annuity contract with the Teachers'
Insurance and Annuity Association (TIAA).

Payment of Employees Retirement Contribution. The
State Legislature revised the taw and appropriated the
funds to make it possible for the University to pay the
employee's share of the retirement program. This
assumption of the employce’s share for retirement is an
across-the-board action for all employees on the State or
TIAA-CREF retirement programs except those on a Civil
Service appointment. Even though the base salary .ill
not be increased refated to this action the take-home pay
will be increased by an amount edual to what would
have been the employee’'s payment toward the retire-
ment programs, iess the amount withheld for income tax
nn that portion of his/her salary.

This payment will be considered by both the Utah State
Retirement Office and the Teacher's Insurance and
Annuity Assciation the same as the member’s contribu-
tion and shall vest to the credit of the member the same
as if the member had paid the amount contributed.
Those employees who are on the TIAA program may
make additional tax sheltered contributions up to 77
purcant.

Moot of the Umiversity puofessional staff have seleciod
TIAA. The TIAA plan consists of two programs: (1) the
so-talled Conventional Program which has o fixed and

11-
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guaranteed retirement benefit, depending upon the
length of time and the pay-in that has been made; and
{2) a program in which funds are invested in common
stock equities. This is the so-called CREF Program
{College Retirement Equities Fund). The faculty mem-
ber may designate for the CREF Fund 25 percent, 50
percent, 75 percent, or 100 percent of the premium.
Most faculty members have elected the 50 percent
pay-in plan. This program is available on approximately
1,000 college and university campuses over the nation.

Staff members in the Extension Services are participants
in a Federal Retirement program, a Federal Life
Insurance program, and a Federal Medical program
which vary from those participated in by other staff
members of the University. In addition, Extension
Services members may also participate in TIAA or CREF
on a nonmatching basis by the University.

Comprehensive Medical-Hospital-

Surgical Program

This program provides for a wide range of services and
benefits for the staff. The insured will pay the first $50
of routine medical expenses, such as office calls and
drugs, for himself and each member of the family up to
a maximum of $250 in any one year, regardless of the
number of persons. Thereafter, the plan provides for
hospital, surgical, and meadical coverage.

It also pays for the prescribed medicines that are
available only by perscfiption from a ticensed physician.
There is “‘first dollar” coverage for treatment of
accidental injury. The University participates in the
payment of the premium by paying the full cost of the
insurance coverage for the employee. The employee will
then pay the premium for his {or her) dependents. The
cost is $20.85 for family; couple $12.40; employee and
dependent children $12.40.

Group Life Insurance

The University has a blanket life insurance policy for all
of its regular employees, The amount of this policy is
512,000 up to age 49. Thereafter, it declines at a rate of
S20 per $1,000 per year. The insurance provides double
mdemnity (S22,000) for accidental death and waiver of
sremitan in the event of total disability. The cost of this
instrance 1 borne equally by the employer and the
amployee. Each pays $2.75 per month for the $12,000
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coverage which means that insurance will cost twenty-
five cents per $1,000 per month.

A staff member may also insure his immediate family —
spouse and dependent chiidren -~ at a total cost for all
members of the family of $1 per month. This will
provide for a $2,000 coverage for spouse and children
beyond the age of 14 days. There is no institutional
participation in this program other than payrol! deduc-
tion of premium.

rong-Term Disability Insurance

The University Administration has provided a program
of support to all contract employees for possible loss of
income through extended illness or injury. If you
become totally disabled, the pian pays 60 peicent of
your salary as established at the time of your disability
to a maximum indemnity of $1,200 per month, less any
amounts of income or payments under Workmen's
Compensation, Social Security, or any other disability
insurance program to which the institution may make a
contribution,

In addition to your basic disability benefit, the insurance
program will pay monthly employees contributions
required of the employee for his retirement. Benefits
begin immediately ‘pon declaration of disability and
continue as long as you are totally disabled up to your
65th birthday. A proportionate amount will be paid for
partial disability under rehabilitation features of this
program,

State Industrial Insurance

All staff members are covered by the State Industrial
Insurance. This provides for hospital costs, physician's
fees, and also weekly benefit payments while absent
from work due to injury incurred whiie at work. The
entire cost of this is borne by the University.

Accident and Related Insurance

This 1s a broad program of insurance to cover death,
dismemberment or disability from accidental causes. To
insure the maximum of participation in this program,
the University will handle the very modest premium
through payroll deduction.

Deferred Compensation Programs

The Utah State University Admuns.ration has now made
two new deferred compensation plans available to all
contract employees. These two programs are in addition
to the tax sheltered annurty of TIAA-CREF under which
an amployee may now place up to 17.5 percent of his
salary on a tax sheltered program

The fust of these is the Variable lnvestment Program
theough the Dance Broketage of Logan, Utah
ment 15 the Wellmgron Group of Mutual Funds. Sales

[1ivest
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charge is based on an accumulative basis of the group
and currently is 3% percent of amount invested.

The second of the two new programs is the Investment
Service Program of the Utah State Retirement System,
and is available to all contract employees regardiess of
membership in another program. This service consists of
two divisions; one is an income fund, the second is a
stock growth fund with investment in high grade stock
equities. There is no sales charge and no charge for
change of funds.

Faculty Benefit Fund
The Faculty Benefit Fund was established to provide
funds upon the death of a member. The fund is
administered by the University so that every dollar paid
into the fund eventually becomes a payment to the
beneficiary of a decedent.

A staff member may participate in the Faculty Benefit
Fund by completing the proper application form and
paying $3 at the Cashier’'s window in the Controller’s
Office, Main 14. The Payroil Department is thus
authorized to withhold $3 from the check following the
death of any member of the group.

There is also a Companion Spouse Fund, in which the
accumulation is about one-half the amount in the
Faculty Benefit Fund. The spouse may be included in
the fund on the same terms as those provided for
employees.

Faculty Association

Affiliation with the Faculty Association is optional.
Dues are payable on November 1 of the current contract
year, and a payroll deduction will be made to cover the
yearly dues of S8. If for any reason membership is not
desired, a letter to that effect should be submitted to the
Payroll Office by October 15 of the contract year.

U.S. Savings Bonds Program

United States Savings Bonds ma be purchased through
a payroll deduction program. Information on any of
these programs and enrollment forms may be secured at
the Office of Staff Benefits, Room 111, Main Building.

Study Opportunity

Within the University

Upon approval of the department head and payment of
regular tuition fees, staff members may take University
classes not to exceed five credit hours per quarter, with
an adjusted work schedule.

Holidays

The following days will be considered as holidays for
USU employees:

New Year's Day (January 1)

Washington™s Bithday (according to Uniform Holiday
Bl
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Memorial Day (according to Uniform Holiday Bill)

Independence Day {(July 4)

Pioneer Day (July 24)

Veteran's Day (according to Uniform Holiday Bilt)

Labor Day (first Monday in September)

Thanksgiving Day

Day following Thanksgiving (offices will be closed Thurs-
day through Sunday)

Working day before Christmas

Christmas Day (December 25)

Working day after Christmas

Working day before New Year's Day

{A total of five working days, including Christmas Day

and New Year's Day, shall be allowed during Christmas

and New Year's vacation; but the schedule may be

adjusted from year to year.)

Credit Union

The Utah State University Credit Union s a service
organization for its members. It was chartered in
November 1957 under the corporate laws of the State of
Utah. The main functions of the credit union are that of
saving and borrowing. The operation of the credit union
is controiled by a Board of Directors, elected from and
by the membership. The USU faculty members,
classified employees on contract, and their families are
eligible to join. A deposit of S5 for the purchase of one
share in the credit union and the nayment of a 25-cent
entrance fee are required. Payroll deduction authoriza-
tion forms are available at the credit union office for
pither depasits to shares or loan payments or both.

It is possible to borrow up to S750 on signature.
Additional amounts up to $6,000 may be obtained by
pledging security. Interest on loans is computed at one
percent per month on the unpaid balance (annual
percentage rate/APR is 12%). There are no hidden fees,
foan costs, or penalty for prepayment of loans. At the
end of each year, the Board of Directors declares an
interest refund which further lowers the interest to a net
9'. percent annual rate. Each loan is insured so that if
anything happens Lo the borrower the loan will be paid
1 full. Both the dividend paid on shares and the interest
refund can vary according to the earnings of the cradit
{Inon

Shares or savings can earn life savings insurance up to
S2000 and currently earn a 5 percent
dhividend, which is compounded semi annually. You get
S1 insurance for cach $1 you deposit before age 55.
Then for ages:

per  dnNnum

55 throuah 59
60 through 64
65 thiough 69

75¢ insurance for each S1
50¢ s ance for vach S1
25¢ insurancs for vach S1
A haby receives 25¢ msaranee for each ST depowted
vatd we reaches Gomaonths Then he gets dotlar for dotla

Covelagoe.

[
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After retirement or leaving the University for other
purposes, you can remain a participating member. Once
a member always a member.

The Credit Union offices are open weekdays from 8:30
a.m. to 4:30 p.m. They are located at 895 East Oth
North, across from the Spectrum. You are invited to
join.

Merrill Library and

Learning Resources Program

The Merritt Library and Learning Resources Program
combines, in a single administrative organization, four
major divisions which are the following: Instructional
Improvement, Media Production, Library Services, and
Collection Development. These related areas of informa-
tion processing, retrieval, and instructional guidance are
organized in such a way as to provide the patron and the
researcher maximum use of learning resources.

The Instructional Development Division assists faculty
members in designing instructional materials. Consultant
services in message design, testing and evaluation, and
learning systems are available. The division also sponsors
seminars and occasional papers as they seem pertinent to
the overal! goal of facilitating and improving instruction
on campus. Faculty members are invited to utilize its
services. The division is located in Library 202.

The Merrill Library collection consists of some 563,830
volumes of books, documents, journals, microform, etc.
The collection is made up of more than 390,000 bound
volumes, some 8,000 subscriptions to periodicals and
riewspapers, more than 12,000 maps and atlases, and the
equivalent of 290,000 units of microtext. In addition,
the Library is a Regional Depository for U. S. Govern-
ment Documents. Access to this strong documents
collection has been facilitated by the recent purchase of
the Subject Guide to U. S. Government Documents
which strengthens standard indexing procedures. The
Library contains an active Audio Visual Service where
tapes,” films, filmstrips, and cassettes are available for
use. A Curriculum Materials Center is maintained in the
Library building and