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C. USING THE FACULTY AND ACADEMIC STAFF HANDBOOXK

PURPOSE OF THE HANDBOOK

In recent years, University of Wisconsin-Stout, as most institutions of
higher education, has experienced a significant increase in enrollment and
proportional increases in instructional staff and administrative personnel.
Thus, certain procedures and rules are required to provide an environment in
which the staff of Stout can work efficiently and effectively. The Faculty and
Academic Staff Handbook was developed to bring these procedures and rules to-
gether in one document that is available to all staff members. As questions
related to these areas arise, use of this handbook can save considerable time

and effort.

FORMAT OF THE HANDBOOK

Procedures and regulations are revised to meet changing needs. Hence,
the handbook was produced in loose leaf form and the pagination was selected
to permit revision of specific parts without disrupting the remainder of the
volume. :

You will note that there are two sections to the handbook. Section I
is a general introduction to University of Wisconsin-Stout and Section II
pertains to the procedures and regulations that apply to this campus. An
index is listed at the front -of each section. The sections are labeled with

roman numerals.

A variety of information is presented within each section. As much as
possible, like items were grouped together in the sections. These groupings
are identified by capital letters. Pages within each grouping or part are
numbered. Thus, when a search is made for a particular piece of information
you will have to determine the section, part within the section, and the page.
For example, if you wanted to find z map of the campus, you would turn to
I-E-1. This page is located in Section I, part E, page 1.

As revisions or additions are made it may be necessary to insert two or
more pages in place of an original page. When this is done, lower case
letters will be placed after the page number. For instance, if page I-C-1
was replaced by two pages, these new pages would be labeled I-C-la and
1-C=1b.

New or revised procedures and regulations will be distributed to you
through the campus mail. Be sure to insert these materials in the proper
place in your handbook. If you do not keep your copy up-to-date, its value
and usefulness will be diminshed.

When términating employment at Stout or going on leave, give your
handbook to your immediate supervisor.




I-D-1

THE SPECIAL MISSION

The special character and purpose of the University of Wisconsin-Stout
can be further delineated by the following statements of its particular

goals and responsibilities:

(a) The University should offer focused undergraduate institutionwide

programs relating to professional careers in industry, technology, home
economics, applied art, teacher educarion and the helping professions* with
the goal of meeting statewide needs for specialized curricula in these areas.

(b) The University should offer selected basic graduate programs in
its special mission areas.

(¢) The University should provide trans-disciplinary programs which
center upon the study of human development and interpersonal relationshipé,
efficient practices of man in industry and education, and the relationship
of man to technology, vocation, and society.

(d) The University programs will include a core of liberal arts to
enhance, add meaning, and provide a foundation for the specialties of this
University rather than programs with majors in the traditional arts and
sciences.

(e) The ﬁniversity should experiment with new educational strategies
and instructional technologies in the interest of improving the learning
process.

(f) The University should develop appropriate interinstitutional
relationships within the region and state, and with the Wisconsin Vocational,

Technical and Adult Education System.

*guch as vocational rehabilitation and guidance
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ADMINISTRATION OF THE UNIVERSITY

Final authority for the administration of all state universities
rests with the Board of Regents of the University of Wisconsin. They
are responsible for the definition of basic policy and for the selection
of the university chancellors to whom certain duties and responsibilities

are delegated.

THE CHANCELLORS. The chancellors shall be the executive heads of
their respective faculties and institutions and shall be vested with
the responsibility of administering board policies under the coordinating
direction of the president and be accountable and report to the presi-
dent and the board on the operation and administration of their institu-
tions. Subject to board policy the chancellors of the institutions in
consultation with their faculties shall be responsible for designing
curricula and setting degree requirements; determining academic stand-
ards and establishing grading systems; defining and administering insti-
tutional standards for faculty peer evaluation and screening candidates
for appointment, promotion and tenure; recommending individual merit
increases; administering associated auxiliary services; and administering
all funds, from whatever source, allocated, generated or intended for use
of their institutioms.

DUTIES AND RESPONSIBILITIES OF ADMINISTRATIVE OFFICERS AT
UNIVERSITY OF WISCONSIN-STOUT

Office of the Chancellor

The Chancellor of the University is appointed by, and is responsible
to the Board of Regents of Wisconsin State Universitie-. His delegated
duties and responsibilities include the following:

1. Serving as the chief administrative officer and the principal
educational officer of the university.

2. Operating and developing the institurion as a whole, together
with each of its parts.

3. Defining and clarifying the mission and objectives of the insti-
tution.

4. Planning, developing, and administering all institutional activity.
5. Developing and maintaining a program of instruction, research,
and service in keeping with defined programs in these areas of
activity. '
6. Recruiting and maintaining a high-quality staff.

7. Selecting, admitting, and supervising the student body.

8. Preparing the necessary financial budgets for submission to the
Board of Regents.

9. Developing and maintaining efficient and effective procedures in

plant maintenance, purchasing, budgeting, accounting, auditing,
and financial reporting.

15




ERIC

Aruitoxt provided by Eic:

10.

Developing o sound, funciional adminiatrarcive scructure for the
universicy ¢y cae end chao all employees will be properly assigned
and supervised.

Developing sffective channels oF mommuaicalion between and among

ctive
all staff and student groups ia che

univewsicy.

12. DMeseminating dnformation regulaerly about the Unlversity to all
groups who snould be so informed,
SPECIFIC DUTIES GF MAJDH OFPICERS ~ W-~STOU
The administrative structure of the Unlversity of Wisconsin-Stout is

divided into three wajor ssgments.

1.

The

certain

bilitie

1.

Administrative Servicaes Adminlstration
officers charged wirh *he administration of
responsibilities In common. In discharging ch

s, each officer:

Has from the Chancellor in writiuog, a bro
of authoricy for his area of vespu aibilicy
connformity with the st and

sity administration.
Respects the authoritv for aress of resvensib
others by the Chancelilor [ o

coordinate relationships

lated functions.
Keeps in mind the missicn and ob-
makes recommandations to the Oh

and procedures in the

Assumes responsibility for equipping and
to concurrence of the Chancellcey in oxder
bilities assigned.

Integrvates and coordinates *he‘work
divisions within his area of
of his area with that of rhe cther three
in

Led

Provides pr¢

essional leads
members 1in e

area of lis

of
th TEESDONS &

ad and gp
which i
procedures of the Univer-

recyulting and developing

these

functions have
ese common responsi-

his office is

hence,

zeiflice delegation
exercised in

ilities assigned to
maintaining

rforming re~

subject

s unit,
discharge the responsi-

’

o7 the administrative sub-
e and articulates
areas of University activity.

the work

staff

lity.

Serves as the major adviser on hudget development for his arsa.

'

Prepares specilal reports as

ey be

requested by the

Chancellor.




The Vice Chancellor is responsible for academic administration, includ-
ing the closely-related major areas of curriculum instruction, and teaching
personnel, and acts as chief administrative officer in the absence of the
chancellor.

Curriculum is interpreted here in its broadest sense, referring to all
organized degree programs. Instruction refers not only to the process of
teaching, but to all the conditions which support and enhance the process.
Library facilities, laboratories, audio-visual materials are examples.
Teaching personnel administration includes policies and procedures relating
to appointments, promotions, tenure, teaching loads, and the like.

The following statements identify, in more specific terms, the dele-
pated responsibilities of the Vice Chancellor.

1. He promotes, encourages and assists the faculties in the several
divisions of the University to develop and offer instructional,
research and service programs of excellence.

2. In cooperation with his faculties, he formulates criteria for use
in establishing instructional departures (honors courses, in-
dependent study programs, advanced placement, and the like) and
stimulates their use by the constituent units under his directioan.

3. In cooperation with the Dean of Students he identifies
academic deficiencies in students and endeavors to provide
such remedial measures as may be necessary to correct these
deficiencies.

4. In cooperation with the appropriate deans, directors, and faculty
committees, he directs the establishment of standards for passing
courses, for graduation, and for special honors.

5. He is responsible for the adequate provision and use of instrue-
tional materials, including library and various types of laboratorv
equipment, museum and art resources, vigual and auditory aids.

This is accomplished through the Dean of Learning Resources, the
Director of Media Retrieval Services, and the Director of Instruc-
tional Technology Services and members of their staff.

6. He assists the Dean of Students in appraising the effective-
ness of academic counseling and in devising both organiza=-
tion and procedures to improve its effectiveness.

7. He works to appraise and improve the academic achievement of students.
8. He coordinates the preparation of, and approves, all material on
academic activities which is to appear in the catalog or other

official University publication.

9. Operational responsibilities for cross divisional matters and acts
in the absence of the Chancellor.
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10. He coordinates the academic offerings in the summer sessions,
extension programs, special workshops and other activities
which are not a part of the regular University program.

11. He is responsible for developing appropriate position descrip-
tions for these positions under his supervision.

12. He develops such other policies as may be necessary for the
sound administration of Academic Affairs.

13. Working with the Chancellor and the Assistant Chancellor for
Administrative Services he develops a financial budget for the
administration of Academic Affairs and is responsible for the
administration of funds allocated to this purpose.

Student Services Administration

The Dean of Students is responsible for admissions and records, new
stud~nt advisement, counseling and guidance, extra-curricular activities,
clus, student publications, religious activities, student government,
financial aid, veterans' affairs, health services, housing, food service,
and placement, both full-time and part-time. More specifically, his
functions and responsibilities include th2 following:

1. He is responsible for the creation and maintenance of a cultural,
social and spiritual environment calculated to encourage the
well-rounded development of the individual student.

2. He is responsible for developing policies, procedures, and pro-
grams for providing such financial and academic assistance as
will enagle students to reach their educational goals.

3. He arranges for a continuing flow to the campus of lectures and
discussions by leaders in moral, cultural, professional, business,
and labor fields, and for stimulating programs in music, drama,
dance, and other esthetic arts.

4. Working with student leaders and appropriate university personnel
he develops policies and procedures for the encouragement of
students to initiate and maintain a defined student government,
appropriate student organizations, and student publications which
students conduct with a minimum of counsel and control by offi-
cials of the institution.

5. He devises a system for the administration of student discipline
(with requisite standards governing conduct), including the
management of students living in University controlled or related
facilities.

6. He determines the duties of all personnel who direct or supervise
students in extra-curricular capacities, such as managers and
assistants of housing units, feedingkestablishments, and those
who manage health and recreational facilities in cooperation
with the Assistant Chancellor for Administrative Services and
other University officials as indicated by the circumstances.

19
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7. He develops criteria and procedures governing recruitment,
admission, registration, counseling, testing, and placement of
students with the help of his own staff and in cooperation
with the Vice Chancellor.

8. He Studies the causes of student attrition and proposed remedial
measures for the consideration of the administration.

9. He coordinates the preparation of, and approves all material
on student services which is to appear in the university catalog
or other official university publications.

10. He develops appropriate positiocn descriptions for those under
his supervision.

11. He develops a sound student services administration for which
he is responsible.

Administrative Services Administration

The Asst.Chancellor for Administrative Services is responsible for
financial recording, budget preparation and control, coordinating long
range resource planning, receipt administration, custody of all funds,
purchasing, internal auditing, contracts, payroll, business management
auxiliary enterprises, physical plant planning and construction, main-
tenance and operation of the physical plant, institutional research, data
processing services and systems, and the administration of non-academic
personnel. The following statements identify, in more specific terms,
the delegated responsibilities of theAsst.Chancellor for Administrative
Services.

1. He is responsible to the Chancellorfor the administrat.on of all
the business affairs of the institution and is clearly delegated
commensurate authority.

2. He and his staff formulate business policies, develop operating
procedures, establish accounting and reporting methods, and
coordinate day-to-day business operations.

3. He is responsible for the collation, consolidation, and preparation
of the final draft of the budget for submission through the
Chancellor to the Board of Regents.

4. When the Board of Regents has acted and an operating budget has
been prepared and approved, he assists the Chancellor in establish-
ing budgetary controls for the institution.

5. He is responsible for the recruitment and development of non-
academic staff.

6. In cooperation with the.Dean of Student Services, he
formulates policies and procedures governing financial relations
with students and with the operation of auxiliary enterprises,
such as dormitories, cafeterias, bookstores, recreational facili-
ties, and similar enterprises related to student life.

21
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10.

11.

12.

13.

14.

15.

16.

He manages the business Phases of auxiliary enterprises and
supervises their financial aspects, including student loans,
scholarships, credit, the auditing of student organization
accounts, food service, housing, and bookstore.

Working with the Chancellor, he formulates policies and procedures,
and provides for the collection, custody, investment, disbursement,
accounting, and auditing of all monies of the University and
maintains a system of financial and related statistical reporting.

In addition to his responsibility for physical plant operation
and maintenance, he formulates policies and procedures for the
development and management of the physical plant, including
custodial care, sanitation, and fire and police protection.

He is responsible for all aspects of campus planning including
long range campus development, land acquisition, physical plant,
identification of space needs for all University functions, and
maintenance of complete space inventories.

He promotes the understanding, planning, and operation of the
institution by providing data, information, and analytic studies
required for decision making.

He is responsible for providing new and continuing administrative
data processing services; coordinating and developing proposals
for all new and changed university data processing services; and,
providing reports concerning total university computing services
to external agencies.

He develops policies and procedures for the procurement of goods
and nonpersonal services, including preauditing of acquisitions
or rentals, and provision for warehousing, distribution, control,
and disposition.

He coordinates such service operations as may be carried on in
the University and for which responsibility has been assigned
him by the Chancellor (duplicating, machine tabulation, mail
services, etc.).

He prepares an annual report of the financial status of the
institution.

In cooperation with his staff he develops an appropriate position
description for each of his subordinates.
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TEXTBOOK RENTAL SERVICE

The Textbook Service is located in the basement of the Robert L. Pierce
Library Building. Access is through the west entrance.

Textbook Services provides required textbooks to undergraduate students
who pay a rental fee as part of their university fees. Rental fees cannot
be applied toward textbook purchases.

Undergraduates can purchase textboc” 3 during book sales as established
by Textbook Services, usually at the end of the first and third quarters and
midway during the summer months. Books are generally sold at discount rates
as follows: after one year of use, a 15 percent discount; after two years of
use, a 30 percent discount; after three or more years of use, a 50 percent ;
discount. All books sold by Textbook Services must be identified and stamped
"purchased" before sales are official. |

Generally, students can purchase a textbook from Textbook Services
unless a particular book is out of print, in short supply, or no longer avail-
able from suppliers. Department chairmen must notify the Textbook Service :
of all textbooks which should not be sold to students. Needless to say, 'lost" :
books in this category cannot be controlled. i

All textbooks must be returned to Textbook Services by the close of the .
first day following the end of the quarter or semester or by the first day
following the last class of each summer class session. Books not returned by these dead-
lines are subject to a $1 book fine. Students required to rztain their text-
books beyond the normal return due dates in order to complete classroom assign-
ments must present a written statement to that effect signed by the instructor
to the Textbook Service.

Students will be assessed the following costs for lost books: during and
at the end of the first year, 100 percent of purchase price; during and at
the end of the second year, 85 percent of the purchase price; during and at i
thke end of the third year, 70 percent of the purchase price.

Book inventories are ava.lable to the faculty upon request from the
Textbook Service. It is the responsibility of the faculty to order and ,
maintain the proper number of books necessary to meet classroom requirements !
(purchase and delivery lead times, depending on availability, must be con- L
sidered). '

Academic departments may purchase books from outside suppliers through
Textbook Services in the following manner: i

1. Complete the information on the order card which is available at ‘
the Textbook Service (the order card designated for Textbook
Services is salmon colored).

2. The department chairman's signature is required for:

a. Additional numbers of existing textbooks

OR

24
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b. A change in textbooks which have been used at least fcur full
semesters and is more than three years old from the date of
purchase. :

3. The school dean's signature is required for the purchase of text-
books:

a. Which is in addition to the '"one textbook per course", limited
to two textbooks per course.

b. When the textbook is less than three years old
and
When the textbook has been used less than four full semesters.
Purchases under 3a and 3b above will be processed only on a funds available basis.
Graduate students do not pay a textbook rental fee and, consequently, are
not entitled to use the Textbook Service. Textbooks sequired in graduate
student courses may be purchased at the University Book Store or through non-
university sourc:s. Special arrangements for use of undergraduate textbooks
for graduate courses may be established through the dean at a cost of $1.25
per credit hour. Use of undergraduate books for graduate courses is permis-
sible only when there are ample numbers available for anticipated undergraduate
needs.

Textbook Services provides a copy of the classroom textbooks on a loan
basis to faculty members teaching the specific course. These books must be
returned to the Textbook Service when no longer needed for classroom instruc-
tion. When not in short supply, textbooks may be loaned to faculty on a
short-term basis for reference purposes. Departments will be billed for all
textbooks not returned to the Textbook Service by departing faculty.

BUDGETS

Budget Preparation

The university budget is a plan of operation state in financial terms.
It is an iustrument of administration serving as an aid in comprehensive

planning.

Each department of the university must provide information delineating
both input (resources required) and out-put (accomplishments) to assure
that a viable and equitable budget can be preparea. Both input and ocut-
put need to be quantified.

To assist departments in assembling information, and to present budget
data in prescribed format to the Chancellor of the University and the foard
of Regents, a Budget Advisory Committee (BAC) has been established at Stout.
The Budget Advisory Committee consigts of the Vice Chancellor and Assistant
Chancellor and Dean of Students as voting members. Each division has one
additional non-voting representative who serves as a coordinator for the
division. The executive Director of University Planning and the Director
of Budgeting attend as non-voting members. Two faculty members attend
and are eligible to cast one vote on all decisions.

The budget developed by the Budget Advisory Committee must receive the
approval of the Chancellor of the university since he is the official
designated to defend the document. The Chancellor presents the budget, as
developed, to the Board of Regents for approval.

ERIC 25
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SEARCH ANJ SCREEN PROCEDURES

Before a vacant position™ is filled, an examination of the necessity of the
function performed by the person in tnat position will be made by the administrato
and his supervisor. Each positicn will be evaluates . each time it is filled so
the resources of the university wili be used tc the best advantage. |(f it is
determined the position should be filled, the following procedures will be
applicablie.

The search and sareen procedure wiil be used for the administrative
positions of dean and assistant charcellors. The chancellor and assiscant
chancellor, nowever, may elect to use the search and screen process for other
pocitions. The filling of staff positions will normaily not utilize the search
and screen process. The administrator to whom the vacant position would report
shall give @ charge to the committee which defincs the basic job description,
inciuding the required quaiifications and ccmpetsncies, and also set 1imits on
the search ana screen process.

The committee membership shatl be appointed by the chancellior, but the
commitiee wili repcrt to the administratcr who will supervise the position.

The division of the university in which the vacancy exists shal’

have substantial
representation. Other divisions directly concerned with the services rendered

by the position to be Tiiled shail have representation.

*"Wacant position” is defined as an opening created by the estut Lishment of

a new pcslilon oh the vacating of an exdsting position. Genenally, a change
An adminds thative title on a nedefinition 0§ fob nesponsibilities will not
constitute croailon of a vacancy. The naming 04 persons to "aczing" posiiions

on a temporarny basdis will not ordinardly require the use of these wrocedunres.

26
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Committee membership will normally consist of faculty, administration,

and students.

1.

The

Faculty - The faculty membership shall be nominated by the Faculty Senate.
The raculty representation will include those who will be working directly
with the person who is to be employed.

Administration - Th. administrative personnel shall be represented on the
committee and normally come from the division in which the vacancy exists.
Students - The student membership shall be nominated by the Stout Student
Association and/or those most directly affected by the servi;es rendered.
Special unique appointments may require representation from other

constituencies.

duties of the Search and Screen Committee are:

To elect a chairman of their choosing and to establish basic operating'
procedures. The chairman should maintain close communication with

the administrator to whom the committee reports to assure that
appropriate procedures are maintained.

To conduct a search for candidates with the needed qualifications and
competencies for the position, giving full and appropriate consideration
to affirmative action policies.

To screen the candidates to the extent the committee is satisfied that
those they recommend are qualified for the position.

To present to the administration an unranked list of those who are

qualified to compete for the appointment. When possible, this should

consist of at least three names.
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) C.  FACULTY WELFARE

APPOINTHENT

it et e

i . - -
{ Appointments to the faculty of the University of Wisconsin=Stout are made
by the Board of Regents upon the recommencation of the Chancellor of the

university.

When a vacancy exists, candidates wmay be susgested by an administrative
officer, by the chairman or any member of the department concerned, by advice
of any professional organization, or by specialists in the field.

Prospective staff members are selected through cooperative participaticn
of the members and chairman of the department concerned, the dean of the
appropriate school or area, the divisional administrator for the appropriate

division and the Chancellor.
PROMOTIONS

Recommendations for the promotion of eligible faculty members are made
usually upon recommendation of the depertment administrator, followed by conferences
with the deans, assistant chanceilor and vice chancellor who make the recommenda-
tion to the Chancellor. Tha Caancellor uh en presents these recommendations io
the Board of Regents for final approval. The Board of Regents' policy for
hiring and promction is given below.

BOARD OF REGENTS' WTNIWL& QUALIFICATIONS FOR FACULTY RANK - 8/6/70

Resolved, That the academic ranks, and the proportion of the faculty in each
rank, the required minimum qualifications for each rank, and the Educational

Preparation Code shall be as follows:

Instructor
Raquired: Master's degree or its equivalent. {(Minimum educational
nreparation code &4.)

Percentage of faculty: 20-40 percent

Assistant Professer
Required: Master's degrese, or =zquivalent plus one full year of graduate
study as measured by the insLitution where graduate work is
applicable in a degree pregram. (Minimum educational prepara=-
tion code 3.)
Percentage of faculty: 25— 0 percent

) Associate Professor
Required: Farned Doctor's degree or equivalent. To be eligible for
the rank of ascociate zvofessor the faculty member should
have a minimum of five years of teaching or other appropriate
expericnce. (Minimum zducational preparation code 1.)
Percentage of fa._ulty: 25-40 percent

o
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Professor
Required: Earned Ph.D., Ed.D. degree or equivalent. To be eligible
for the rank of professor the faculty member should have a
minimum of ten years of full-time college-university
teaching or other appropriate experience. (Minimum edu-
cational preparation code 1.)
Percentage of faculty: 10-25 percent

Lecturer To be used for appropriate special assignments.

Administrators and specialized faculty personnel may be employed without
assignment of rank.

Faculty assistants shall receive annual appointments that do not accrue
for tenure, according to Wisconsin Statute 37.31
Required: Bachelor's degree or equivalent. (Minimum educational
preparation code 5.)

EDUCATIONAL PREPARATION CODE

The educational preparation code assignment shall be based on the following
winimal academic experience pertinent to the teaching assignment.

Code 1. Any of the following three categories qualify for this
rating:

a. Ph.D.

b. Ed.D.

c. Earned doctor's degrees equivalent to the Ph.D. and
Ed.D. requiring the minimum equivalent of three full
years of graduate study beyond the baccalaureate.

Code 2. a. Earned degrees requiring a minimum of three full years
work beyond the baccalaureate degree.
b. All requirements for the doctorate met with the exception
of the completion of the dissertation.

Code 3. a. A Master's degree plus one full year of graduate study
as measured by the institution where graduate work is
applicable in a degree program.

b. A specialist degree or its equivalent.
c. Two-year Master's degrees.

Code 4. a. Master's degree.
Code 5. a. Bachelor's degree.
Code 6. a. No bachelor's degree.

Promotion is not automatic when minimum experience and training is met.

Exceptions to the above requirement for rank and code may be made by the
Board of Regents at the request of the Chancellor in cases where exceptional
experience or special credentials comprise the best preparation for in-

Qo struction in the assigned discipline.
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INTRODUCTION

Purpose and Structure

The legislature, by section 35.93 and chapter 227, Wis, Stats., 1955,
directed the publication of the rules of administrative agencies having
rule-making authority in 2 loose-leaf, continual revision system known
as the WISCONSIN ADMINISTRATIVE CODE. The code is kept
current by means of new and replacement pages. The pages are issued
monthly, together with notices of hearings on proposed rules,
emergency rules, new rules, instructions for insertion of new mate-
rial, and other pertinent information. This monthly service is called
the WISCONSIN ADMINISTRATIVE REGISTER, and comes to the
suhszcriber after the 2ith of each month.

Availability

The complete code and the upkeep service are distributed to the
county law libraries; to the libraries of the University of Wisconsin
Law School and Marquette University Law School; to the State His-
torieal Society; to the Legislative Reference Bureau and to the State
Law Library, and to certain designated public libraries throughout
the state,

The sale and distribution of the code and of its parts is handled by
Department of Administration, Document Sales and Distribution,
202 8. Thornton Ave., Madison, Wisconsin 53702.

History Naotes

fach page of the code as it was originally filed and printed pur-
suant to the 1955 legislation, is dated “1-2-56". A rule which is
amended or created subsequent to the oviginal printing date is fol-
lowed by a history note indicating the date and number of the REG-
ISTER in which it was published and the date on which the amend-
ment or the rule became effective. The absence of a history note at
the end of a section indicates that the rule has remained unchanged
since the original printing in 1956, The date line at the bottom of the
page indicates the month in which the page was released.
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Chapter UWS 1
DEFINITIONS OF TERMS USED IN UWS 1 TO UWS 7

WS 1,01 Academic staft UWsS L0 Faculty status
UWS 1.02 Board of regents or WS L6 Institution

hoard WS 107 Enversity
UWS L03 Department WS LS Notice periods
UWs 1.04  Faculty

UWS 1.01 Academic staff. “Academic staff” means professional
and administrative personnel, other than faculty and classified staff,
with duties and types of appointments that are primarily associated
with higher education institutions or their administration.

History: Cr. Register, January, 1475, No. 229, eff. 2-1-75.

UWS 102 Board of regemts or board. “Board of regents” or
“hoard” means the hoard of regents of the university of Wisconsin
system,

History: Cr. Register, January, 1975, No, 228, eff, 2-1-73,

UWS 1,03 Department. “Department” means a group of faculty
members recognized by the faculty and chancellor of the institution,
and the board of vegents, as dealing with a common field of knowl-
edge or us having a common or closely related disciplinary or inter-
disciplinary interest.

History: Cr. Register, January, 1975, No, 229, eff. 2-1-75.

UWS 1.04 Faculty. “Faculty” means persons who hold the rank of
professor, associate professor, assistant professor, or instructor in an
academic department or its functional equivalent in an institution.
The appointment of a member of the academic staff may be converted
to a faculty appointment in accordance with UWS 3.01 (1) (c).

Hintory: Cr. Register, January, 1975, No. 229, eff. 2-1-75.

UWS 1.05 Faculty status, By action of the appropriate faculty
body and chancellor of an institution, members of the academic staff
may be designated as having “faculty status,”” “Faculty status”
nreans a right to participate in faculty governance of an institution
‘n accordance with the rules of the institution. Faculty status does
not confer rank or tenure, or convert an academic staff appointment
into a faculty appointment,

History: Cr. Register, January, 1975, No, 229, eff, 2~1-75.

UWS 1.06 Institution. “Institution” means any university, or an
organizational equivalent designated by the board.
History: Cr. Register, January, 1975, No., 229, eff. 2-1-75.

UWS 1.07 University. “University” means any baccalaureate or
graduate degree granting institution.
History: Cr. Regigter, January, 1975, No, 229, eff, 2-1-75,

UWS 1.08 Notice periods. When an act is required by these rules
to be done within a specified number of days:

Register, January, 1975, No, 229
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(a) Day shall mean calendar day,

(b) The first day shall be the day after the event, such as receipt
of a notice or conclusion of a hearing,

(¢) Each day after the first day shall be counted, except that a
Sunday or legal holiday shall not be counted if it would be the final
day of the period.

History: ('r, Register, January, 1975, No, 229, eff, 2-1-75.

Chapter UWS 2
FACULTY RULES; COVERAGE AND DELEGATION

UWS 200 Ruley UWS 202 Delegation

UWS 201 Rules, Rules in chapters UWS 2 and UWS 3 apply to
all faculty appointments made on or after the effective date of these
rules. Any person who holds a tenure appointment under former
chapters 36 and 37, Wis, Stats. 1971 and related rules shall continue
to hold tenure as defined under those chapters and related rules. Any
person who holds a probationary appointment under former chapters
36 and 37, Wis. Stats. 1971 and related rules shall continue to enjoy
the contractual rights and guarantees as defined under those chap-
ters and related rules, and may eclect to be considered for tenuve
according to the procedures existing under that appointment or under
rules and procedures in effect at the time of consideration. The rules
in chapters UWS 4 to UWS 7 apply to all appointments to faculty
positions regardless of whether the appointment preceded the adop-
tion of these rules.

History: Cr. Register, January, 1975, No. 229, eff, 2-1-75,

UWS 2,02 Delegation, Rules and procedures developed pursuant to
chapters UWS 3, 4, 5. 6, and 7 by the faculty of each institution shall
be forwarded by the chancellor to the president and by the president
to the board for its approval prior to their taking effect. Such policies
and procedures, unless disapproved or altered by the regents, shall
be in force and effect as rules of the regents.

History: C'v. Regrister, January, 1975, No, 229, eff. 2-1-70.

Register. January, 1975, No, 229

34




ERIC

Aruitoxt provided by Eic:

0 UNIVERSITY OF WISCONSIN SYSTEM

Chapter UWS 3
FACULTY APPOINTMENTS

WS 3.01 Types of appointinents UWs 3,07 Nonrenewal of probi-
WS 3,02 Recruituing tionary appoimntments
PWS 5.03  Appointiments- —genetil WS 308 Appen] of 0 nonrenewid
WS 308 I'robationary appoint- decision

ments WS B.ud Notice periods
FAVS 3,000 Periodic review WS 310 Absence of proper notifi-
EAWS o Renewal of appoint- cation

ments and  granting of UWS 5.t Limitation

tenurs

UWS 3.01 Types of appointments, (1) Appointments to the faculty
are either tenure or probationary appointments, Faculty appointments
carry the following titles: professor, assocviate professor, assistant
professor, and instructor.

(a) “Tenure appointment” means an appointment for an unlimited
period granted to a ranked-faculty member by the board upon the
affirmutive recommendation of the appropriate academie department,
or its functional equivalent, and the chancellor of an institution via
the president of the system.

(b) ~Probationary appointment” means an appointment by the
hoard upon the affirmative recommendation of the appropriate aca-
demic department, or its functional equivalent, and the chaneellor of
an institution and held by a faculty member during the period which
muay precede a decision on a tenure appointment.

(¢) In acrordance with section 36.05 (8), Wis, Stats, academic
staff appointments may be converted to faculty appointments by the
action of the bhoard upon the recommendation of the appropriate
fuealty body and the chancellor of an institution. Such faculty ap-
pointees shall enjoy all the rights and privileges of faculty,

(d) In accordanee with UWS 1.05 members of the academic staff
may be given faculty status. Members of the academic staff who
have heen given faculty status have employment rights under the
rules and policies concerning academie staff,

(¢) A person holding a faculty appointment under 36.13 and 36.15,
Wis., Stats., shuall not lose that appointment by aceepting a limited
appointment for a designated administrative position.

History: (' RBoegister, January, 1973, No, 229, eff. 2-1-75,

UWS 3.02 Recruiting, The faculty of each institution, after con-
sultation with appropriate students and with the approval of the
chancellor, shall develop procedures relating to recruitment of mem-
bers of the faculty. The procedure shall be consistent with board
policy and state and federal laws with respect to nondiscriminatory
and affirmative action recruitment, The procedures shall allow maxi-
mum flexibility at the departmental, school and eollege levels to meet
particular needs. In all instances the procedures shall provide for
departmental peer review and judgment as the operative step in the
recruiting process,

History: Cr. Register, January, 1975, No, 229, ¢ff. 2-1-75.

Register. January, 1975, No. 229
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UWS 3.03 Appointments—-general. The faculty of each institution,
after consultation with appropriate students and with the approval
of the chancellor, shall develop rules relating to faculty appointments.
Each person to whom an appointment is offered must receive an
appointment letter in which an authorized official of the institution
details the terms and conditions of the appointment, including but
not limited to, duration of the appointment, salary, starting date,
ending date, general position responsibilities, probation, tenure status,
and crediting of prior sorvice. Accompanying this letter shall be an
attachment detailing institutional and system rules and procedures
relating to faculty appointments. If the appointment is subject to the
advance approval of the board, a statement to this effect must be
included ir the letter.

Hintery: Cr. Register. January. 1975, No, 229, eff. 2-1-75.

UWS 3.04 Probationary appointments. Each institution’s rules for
faculty appointments shall provide for a maximum seven-year pro-
bationary period in a full-time position, and may provide for a longer
maximum probationary period in a part-time position of at least
half time Such rules may permit appointments with shortened pro-
bationary periods or appointments to tenure without a probationary
period. Provision shall he made for the appropriate counting of prior
service at other institutions and at the institution, A leave of absence,
sabbatical leave, or teacher improvement assignment shall not consti-
tute a break in continuous service, nor shall it be included in the
probationary period. Tenure is not acquired solely because of years
of service.

Historys Cr. Register, January. 975. No. 229, eff. 2-1-75.

UWS 3.05 Periodic review. The faculty and chancellor of each insti-
tution, after consultation with appropriate students, shall establish
rules providing for periodic review of faculty performance.

History: Cr. Register, January, 1975, No. 229, eff. 2-1-75.

UWS 3.06 Renewal of appointments and granting of tenure. (1)
(a) General. Appointments may be granted only upon the affirmative
recommendation of the appropriate academic department, or its func-
tional equivalent, and the chancellor of an institution. When specified
by the hoard, the institutional recommendation shall be transmitted
by the president of the system with his recommendation to the board
for action. Tenure appointments may be granted to any ranked fac-
ulty member who holds or will hold a half-time appointment or more.
The proportion of time provided for in the appointment may not be
diminished or increased without the mutual consent of the faculty
member and the institution, unless the faculty member is dismissed
for just cause, pursuant to 36.13 (5), Wis. Stats,, or'is terminated
or laid off pursuant to 36.21, Wis, Stats.

(b) Criteria. Decisions relating to renewal of appointments or
recomending of tenure shall be made in accordance with institu-
tional rules and procedures which shall require an evaluation of
teaching, research, and professional and public service and contribu-
tion to the institution. The relative importance of these functions
in the evaluation process shall be decided by departmental, school,
college, and institutional faculties in accordance with the mission
and needs of the particular institution and its component parts.

Register, January. 1975, No. 229
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faculty member shall be given at least 10 days notice of such review.
The burden of proof in such an appeal shall be on the faculty mem-
ber, and the scope of the review shall be limited to the question of
whether the decision was based in any significant degree upon one
or more of the following factors, with material prejudice to the
individual:

(a) Conduct, expressions, or beliefs which are constitutionally pro-
tected, or protected by the principles of academie freedom, or

(b) Factors proseribed by applicable state or federal law regarding
fair employment practices, or

(¢) Improper consideration of qualifications for reappointment or
renewal. For purposes of this section, “improper consideration” shall
be deemed to have been given to the qualifications of a faculty
member in question if material prejudice resulted hecause of any of
the following:

1. The procedures required by rules of the faculty or board were
not followed, or

2. Available data bearing materially on the quality of performance
were not considered, or

3. Unfounded, arbitrary or irrelevant assumptions of fact were
made about work or conduct.

(2) The appeals committee shall report on the validity of the ap-
peal to the body or official making the nonrecnewal decision and to
the apprpriate dean and the chancellor.

(3) Such a report may include remedies which may, without limi-
tation because of enumeration, take the form of a reconsideration by
the decision maker, a reconsideration by the decision maker under
instructions from the committee, or a recomniendation to the next
higher appointing level. Cases shall be remanded for reconsideration
by the decision maker in all instances unless the appeals committee
specifically finds that such a remand would serve no useful purpose.
The appeals commnittee shall retain jurisdiction during the pendency
of any reconsideration. The decision of the chancellor will be final
on such matters.

History: Cr. Rewister, January, 1975, No, 229, »ff, 2-1-T35,

UWS 3.09 Notice periods. (1) A faculty member who is employed
on probationary appointment pursuant to 36.13, Wis. Stats,, shall be
given written notice of his reappointment or nonreappointment for
another academic year in advance of the expiration of his/her eurrent
appointment as follows:

(a) When the appointment expires at the cnd of an academic year,
not later than March 1 of the first academic year and not later than
December 15 of the second consccutive academic year of service;

(b) If the initial appointinent expires during an academic year,
at least 3 months prior to its cxpiration; if a second consecutive
appointment terminates during the academic year, at least 6 months
prior to its expiration;

(¢) After 2 or more years of eontinuous service at an institution
of the university of Wisconsin system, such notice shall be given at
least 12 months before the expiration of the appointment,

History: Cr. Register, January. 1973, No, 29, eff. 2-1-70.

Register, January, 1975, No, 229
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UWS 3.10 Absence of proper notification. If proper notice is not
given in accordance with UWS 3.09 above, the aggrieved faculty
member shall be entitled to a one-yvear terminal appointment. Such
appointments, however, shall not result in the achievement of tenure.

History: Cr. Register, January, 1975, No. 229, efl. 2-1-75.

UWS 3.11 Limitation. Tenure and probationary appointments are
in a particular institution; a tenure appointment is limited to the
institution in which the appointment is held, unless another institu-
tion has, through normal procedures and explicit agreement, under-
taken to share in the appointment. The explicit agreement shall
specify both the tenure responsibility and the budget responsibility.

History: Cr. Register, January, 1975, No. 220, eff, 2-1-75,

Chapter UWS 4
PROCEDURES FOR DISMISSAL

1°W3S .01 Dismissal for cause UWS 4.06 Procedural guarantees
WS 402 Respunsibility  for UWS 14.07 Recommendations: to
charges thi: chancellor: to the
UWs 403 Standing faculty com- regents
mittee WS 408 Boord review
UWS 4,04 Hearing WS 4.09 Suspension from duties
WS 403 Adequate due process UWS 4.10 Date of dismissal

UWS 4.01 Dismissal for cause. (1) Any faculty member having
tenure may be dismissed only by the board and only for just cause
and only after due notice and hearing. Any faculty member having
a prohationary appointment may be dismissed prior to the end of
hiis’her term of appointment only by the board and only for just
cause and only after due notice and hearing. A decision not to renew
a probationary appointment or not to grant tenure does not consti-
tute a dismissal.

(2) A faculty member iz entitled to enjoy and exercise all the
rights and privileges of a United States citizen, and the rights and
privilegres of academic freedom as they are generally understood in
the academic community. This policy shall be observed in determining
whether or not just cause for dismissal exists. The burden of proof
of the existence of just cause for a dismissal is on the administration.

History: Cr. Register, January, 1975, No, 220, eft. 2-1-75,

UWS 4.02 Responsibility for charges. (1) Whenever the chancellor
of an institution within the university of Wisconsin system receives
i complaint against a faculty member which he/she deems substan-
tial and which, if true, might lead to dismissal under section UWS
4.01, the chancellor shall within a reasonable time initiate an investi-
gation and shall, prior to reaching a decision on filing charges, offer
to discuss the matter informally with the faculty member. A faculty
member may be dismissed only after receipt of a written statement
of specitic charges from the chancellor as the chief administrative
officer of the institution and, if a hearing is requested by the faculty
member, in accordance with the provisions of this chapter. If the
faculty member does not request a hearing, action shall proceed along

Register, January, 1975, No. 229
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normal administrative lines but the provisions of sections 4.02, 4.09,
and 4.10 of this chapter shall still apply.

(2) Any formal statement of specific charges for dismissal sent
to a faculty member shall be accompanied by a statement of the
appeal procedures available to the faculty member.

(3) The statement of charges shall be served pe: sonally or by
certified mail, return receipt requested. If such service cannot be
made within 20 days, service shall be accomplished by first class
mail and by publication as if the statement of charges were a sum-
mons and the provisions of section 262.06 (1) (c), Wis. Stats., were
applicable. Such service by mailing and publication shall be effective
as of the first insertion of the notice of statement of charges in the
newspaper.

History: Cr. Register, January, 1975, No. 229, eff. 2-1-175.

UWS 4.03 Standing faculty committee. The faculty of each insti-
tution shall provide a standing committee charged with hearing dis-
missal cases and making recommendations under this chapter. This
standing faculty committee shall operate as the hearing agent for
the board pursuant to section 227.12, Wis. Stats., and conduct the
hearing, make a verbatim record of the hearing, prepare a suminary
of the evidence and transmit such record and summary along with its
recommended findings of law and decision to the board according to
UWS 4.07.

‘)‘)()

History: Cr. Register, January, 1975, No. 229, eff. 2-1-75,

UWS 4,04 Hearing. If the facuity member requests a hearing
within 20 davs of notice of the statement of charges (25 days if
notice is by first class mail and publication), such a hearing shall
be held not iater than 20 days after the request except that this time
limit may be enlarged by mutual written ‘consent of the partices, or
by order of the hearing committec. The request for a hearing shall
be addressed in writing to the chairperson of the standing facuity
committee created under UWS 4.03.

History: Cr. Register, January, 1975, No. 229, etf. 2-1-73.

UWS 4.05 Adequate due process. (1) A fair hearing for a faculty
member whose dismissal is sought under section UWS 4.01 shall in-
clude the following:

(a) Service of written notice of hearing on the specific charges at
least 10 days prior to the hearing; _

(b) A right to the names of witnesses and of access to documentary
evidence upon the basis of which dismissal is sought;

(c) A right to be heard in his/her defense;

(d) A right to counsel and/or other representatives, and to offer
witnesses,

(e) A right to confront and cross-examine adverse witnesses;

(f) A verbatim record i all hearings, which might be a sound
recording, provided at ne cost;

(g) Written findings of fact and decision based on the hearing
record;

(h) Admissibility of evidence governed by 227.10, Wis, Stats.

History: Cr. Register, January. 1975, No, 229, eff. 2-1-75.

Register, January, 1975, No. 229
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UWS 4.06 Procedural guarantees. (1) Any hearing held shall com-
ply with the requirements set forth in UWS 4.05. The following
requirements shall also be observed:

(a) The burden of proof of the existence of just cause is on the
administration or its representatives;

(b) No faculty member who participated in the investigation of
allegations leading to the filing of a statement of charges, ar in the
filing of a statement of charges, or who is a muaterial witness shall
be qualified to sit on the commitize in that case;

(¢) The hearing shall be closed unless the faculty member under
charges requests an open hearing, in which case it shall be open (see
66.77, Wis, Stats.,, Open Meeting Law);

(d) The faculty hearing committee may, on motion of either party,
disqualify any one of its members for cause by a majority vote, If
one or more of the faculty hearing committee members disqualify
themselves or are disqualitied, the vemaining members may select
a number of other members of the faculty equal to the number who
have been disqualified to serve, except that alternative methods of
replacement may be specified in the vules. and procedures adopted by
the faculty establishing the standing committee under UWS 4.03;

(e} The fuculty hearing committee shall not be bound by common
law or statutory rules of evidence and may admit evidence having
reasonable probative value but shall exclude immaterial, irrelevant,
or unduly repetitious testimony, and shall give effect to recognized
legal privileges;

(f) If the faculty hearing committee requests, the chancellor shall
provide legal counsel after consulting with the committee concerning
its wishes in this regard. The function of legal counsel shall be to
advise the committee, consult with them on legal matters, and such
other responsibilities as shall be determined by the committee within
the provisions of the ruics and procedures adopted by the faculty of
the institution in establishing the standing faculty committee under
section 4.03 of this chapter;

(g) If a proceeding on charges against a faculty member not hold-
ing tenure is not concluded bhefore his appointment would expire,
he “she may elect that such proceeding be carried to a final decision.
Unless he/she so elects in writing, the proceeding shall be discon-
tinued at the expiration of the appointment;

(b; If a faculty member whose dismissal is sought has requested
a hearing, discontinuance of the proceeding by the institution is
deemed a withdrawal of charges and a finding that the charges were
without merit;

(i) Nothing in paragraph (h) shall prevent the settlement of cases
by mutual agreement between the administration and the faculty
member, with board approval, at any time prior to a final decision by
the board;

(j) Adjournment shall be granted to enable either party to investi-
gate evidence as to which a valid claim of surprise is made.

History: Cr. Register, January, 1975, No, 229, eff. 2-1-75,

4 i Register, January, 1975, No. 229
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UWS 4.07 Recommendations: to the chancellor: to the regents.
(1) The faculty hearing committee shall send to the chancellor and
to the faculty member concerned, as soon as practicable after con-
clusion of the hearing, a verbatim rccord of the testimony and a
copy of its report, findings, and recommendations. The comimittee
may determine that while adequate cause for diseipline exists, some
sanction less severe than dismissal is more appropriate. Within 20
days after receipt of this material the chancellor shall review it and
afford the faculty member an opportunity to discuss it. The chancellor
shall prepare a written recommendation within 20 days following
the meeting with the faculty member, unless his/her proposed rec-
ommendation differs substantially from that of the committee, If the
¢hancellor's preposed recommendations ditfer substantially from those
of the faculty hearing committee, the chancellor shall promptly con-
sult the faeulty hearing committee and provide the committer with
a reasonable opportunity for a written response prior to forwu.rding
his-her recommendation, If the recommendation is for dismissal, the
recommendation shall be submitted through the president of the
system to the board. A copy of the faculty hearing committee’s report
and recommendations shall be forwarded through the president of
the system to the board along with the chancellor’s recommendation.
A copy of the chanccllor's recommendation shall also be sent to the
facuity member concerned and to the faculty committee..

(2) Disciplinary action other than dismissal may be taken by the
chancellor, after affording the faculty member an opportunity to be
heard on the record, except that, upon written request by the faculty
member, such action shall be submitted as a recommendation through
the president to the hoard together with a copy of the faculty hearing
committee’s report and recommendation,

History: Cr. Register, January, 1973, No, 229, eff, 2-1-75.

UW 4.08 Board review. (1) If the chancellor recommends dismissal,
the board shall review the record before the faculty hearing com-
mittee and provide an opportunity for filing exceptions to the recom-
mendations of the hearing committee or chancellor, and for oral
arguments, unless the board decides to drop the charges against the
faculty member without a hearing or the faculty member elects to
waive a hearing. This hearing shall be closed unless the faculty
member requests an open hearing (see 66.77, Wis. Stats., Open Meet-
ing Law).

(2) If, after the hearing, the board decides to take action ditferent
from the recommendation of the faculty hearing committee and/or
the chancellor, then before taking final action the board shall consult
with the faculty hearing committee and/or the chancellor, as
appropriate,

(3) If a faculty member whose dismissal is sougkt does not request
a hearing pursuant to UWS 4.04 the board shall take appropriate
action upon receipt of the statement of charges and the recommenda-
tion of the chancellor,

History: Cr. Register, January, 1975, No, 229, eff, 2-1-75,

UWS 1.09 Suspension from duties, Pending the final decision as to
his, her dismissal, the faculty member shall not normally be relieved
of duties; but if, after consultation with appropriate faculty com-

legister, January, 1975, No. 229
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mittees the chancellor finds that substantial harm to the institution
may result if the faculty member is continued in his/her position,
the faculty member may be relieved immediately of his/her duties,
but his/her salary shall continue until the board makes its decisien
as to dismissal,

Mistory: Cr. Register, Junuary, 1975, No. 229, eff, 2-1--75.

UWS 4.10 Date of dismissal. A decision by the board ordering

Jismissal shall specify the effective date of the dismissal.
History: Cr. Register, January, 1975, No. 229, eff. 2-1-75.

Chapter UWS 5

LAYOFF AND TERMINATION FOR REASONS OF
FINANCIAL EMERGENCY

01 General Review hearing
.02 Financial emergency Hearing procedure
03 Layolt and termination Recommendations and
.0t Faculty consultative review by the board
committee Jourd review
UWS 5.05 Consultation Layoff status
LUWS 5.06 Recommendation to the Alternative employment

system president and the
board .
Individual designations
SKenjority

Notitication

Notifleation period
Faculty hearing commit-
tee

Reappointment rights
Retention of rank and
silary

Rights of faculty meni-
bers on layoff
Systemwide tenure

Lack of faculty action

UWS 53.01 General. Notwithstanding :6.13 Wis. Stats., the hoard
muy lay off or terminate a tenured faculty member, or lay off or
terminate a probationary faculty member prior to the end of his or
her appointment, in the event of a tinancial emergency. Such layoffs
or terminations may be made only in uaccord with the provisions of
this chapter, and imply the retention of rights indicated herein. A
nonrenewal, regardless of reasons, is not a layoff or termination under
this section, ’

History: Cr. Register, January, 1975, No, 229, eff. 2-1-75,

UWS 5.02 Financial emergeney. (1) For the purposes of this chap-
ter, “financial emergency” is a state which may be declared by the
board to exist for an institution if and only if the board finds that
the following conditions exist:

(a) The total general program operations (GPR/fee) budget of
the institution, excluding adjustments for salary/wage increases and
for inflationary impact on nonsalary budgets, has heen reduced;

Register, January, 1975, No. 223
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(b) Institutional operation within this reduced budget requires a
reduction in the number of faculty positions such that tenured facul y
must be laid off, or probationary faculty must be laid off prior to
the end of their respective appointments. Such a reduction in faculty
positions shall be deemed required only if in the board's judgment
it will have an etfect substantially less detrimental to the institution's
ability to fulfill its mission than would other forms of budgetary
curtailment available to the institution; and

(¢) The procedures described in UWS 5.05 and 5.06 have been
followed.

Hintory: Cr. Bogister, January, 1575, No, 229, off, 2-1-75,

UWS 5.03 Layoff and termination. For the purposes of this chapter,
“layoff” is the indefinite suspension or an involuntary reduction in
services and compensation of a faculty member's employment by the
university of Wisconsin system. A laid off faculty member retains
the rights specified in UWS 516 through 5.21, inclusive. For the
purposes of this chapter, “termination” is the per.nanent elimination
of a faculty member's employment by the university of Wisconsin
systenn. A terminated faculty member retains rights specified in UWS
5.18 and 5.10

History: Cr. Register, January, 1975, No, 228, ¢ff, 2-1-75,

UWS 5.0t Faculty consuitative committee. The faculty of each
institution shall, promptly after the effective date of this chapter,
designate or create a standing faculty committee to consult with the
chancellor if at any time a declarvation of financial emergency is to
be considered, The committee shall consist of faculty members of the
institution chosen by the faculty in a manner to be determined by
the faculty. It is the right and responsibility of this committee te
reprezent. the faculty before the board if a declaration of a state of
financial emergency for the institution is being considered, and to
assure that the proeedures of UWS 5.05 and 5.06 are followed.

Histopy: Cr, Hiegister, Juanuarsy, 1075, No, 2200 off, 2170,

UWS 5.05 Consuitation, (1) In the event that a declaration of
financial emergeney is contemplated, the chancellor of the affected
institution shall consult with and seek advice from the faculty com-
mittee provided for in seetion 5.04 at least 3 months before the matter
is taken to the hoard. The chancellor and committee shall:

() Consideor identifiable alternative methods of hudget reduction:

(b) Determine whether reductions in fuculty positions under the
provisions of this chapter can be made with less detrirent to the
institution’s ability (o fultill its mission than would follow from
reasoithle alternative courses of action;

(¢) Determine from which colleges. schools, departments, or pro-
rrams faculty positions should he eliminated;

(d) Consnlt with faculties of eolleges, schools, departments and
prosmams poetentially involved; and

(e) Consult with such other individuals and groups as they feel
mi he able to provide valuable advice,

(1n) The eommiztee shall propare a report, with supporting docu-
ments, for submission to the chanceellor, the faculty senate, or insti-
tutional equivaient, and the board,

Foowister, January, 1077 Nao 220
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(2) Tt shall be the primary vesponsibility of the faculty of the
institution to establish critevia to be used by the chancellor and com-
mittee for acodamic program cevaluations and priorities. A decision
t- wotail or discontinue an academic program for reasons of financial
emerger. s shall be made in aeccordance with the best interests of
students and the overall ability of the institution to fulfill its mission.

History: Or. Register, January, 1975, No, 220, ., 2175,

UWS 5.06 Recommendation to the system president and the board.
(1) If the chancellor decides to recommend that the board declare
a stite of financial emergeney for his institution, his recommendation
to the system president and the board shall be accompanied by a
report which shall include the following:

() A statement of the procedures followed in arviving at the ree-
ommendation, showing compliance with 5.05;

(hy Data clearly demonstrating the need for a reduction of faculty
positions in aceord with the provisions of this chapter;

(¢) An identitication of the colleges, zchools, departinents or pro-
gram areas in which reductions will be made, with data indicating
the appropriateness of such choices;

(d) The report of the faculty committee, expressing its views on
these matters; and

(¢) A report of any aection of the faculty senate or iustitutional
equivalent on this matter,

(2) The ehancellor and the chairman of tre faculty committee, or
their designecs, and representatives of affected colleges, schools, de-
piartments and programs, may appeir before the board at the time
the vecommendation is considered. Other interested parties may sub-
mit in writing alternative recommendations or challenges to any part
of the report,

History: . Legister Jununry, 1975, No, 228 o, 2=1-75,

UWS 3.07 Individual designations, Once the board has declarved
a state of finaneial emergeney it shall be the primary responsibility
of the tenured nrembers of the affected department(s) to recommend
which individuals are to be laid off. These recommendations shall
follow seniority, as provided in UWS 5.08, unless a clear and con-
vineing case is made that program necds dictate other considerations,
oz, the need to maintain diversity of specializations within a depart-
ment, The department may seek the advice of other groups or indi-
viduals in formulating its recommendations. The departmental
recommendation shall be forwarded to the chancellor, and the
chancellor shall prepare recommendadons for the system president
and the board, as provided in 514,

History: Cr. Register, January, 1975, No, 224 off. 2-1-75,

U'WS 5,08 Seniority. The faculty of each institution shall promptly
after the effective date of this chapter, determine the form of senior-
ity that is to be considered, Such a determination shall be effective
uniformly throughout the institution, Seniority may be, but is not
limited to, the following definitions:

(1) Without regard to rank, with seniority established by total
years of service in the institution;

4 ') Register, January, 1975, No. 229
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(2) By rank, and within rank according to total years of service
in the institution; or

(3) By rank, and within rank, according to length of service in the
institution at that rank,

History: Cr. Register, January, 1975, No, 220, oft. 2-1-75.

UWS 5.09 Notifieation. Isach faculty member whose position is rec-
ommended for elimination shall receive prompt written notification
from the chancellor. This statement of notification shall include:

(1) A summary of the reasons and evidence supporting the decla-
ration of a staie of financial emergency and of the reasons and data
leading to the choice of the eolleges, schools, departments or pro-
grams in which reductions are to be made;

(2) A statement of the basis on which the individual position was
selecterd for elimination (if on the basis of seniority, the criterion
1sml and data supporting the choice; if on another basis, the data
and reasons supporting that choice);

(4) .\ statement of the date on which the layoff is to be effective
(this must be consistent with the provisions of section 5.10); and

(1) A copy of these rules and such other information or procedural
regulations us the chancellor or faculty hearing committee shall deem
appropriate.

Mistory: Cr. jLegister, January, 1973, No. 228, i, 2=1-75,

UWS 510 Notification period. For an academic year appointment
the effective date of layoff must coincide with the end of an academic
vear. For an annual appointment it shall be June 30. In either case
notification must be given at least 12 months in advance of the effec-
tive date, The notification referred to here is that specified in UWS
5.09 informing the faculty membeyv that his or her position has been
recommended for elimination.

During this period, and prior to entering lavoff status (see sec-
tion 5.16). the hanedlor may offer as appropriate, and the faculty
member may aceopt:

var Terminal leave and early vetirement

(ry Reloearicr leace aecompanted by resignation

Coccatneer 8 it oF these options will terminate the facoity

L e Cothe univessity of A aeapan cystem ar the

eod of the e pegandd

History: o1 e canuarv, et Mo, e o1 Th

UW= 511 Paecalty hering conanittee, The faculty of cach institu-
tion shall, proengess o 0 the effectioe date of this chapter, establish
a commitiee ar desipnds an existine commition te serve as a hearing
comritter Lo e gy aes of this chapters The cemmitter shall
copsiet e ity omer s ool ke Testieitine chesen by the faculty
ceofomanner e beodteoosined by che Saendty s Pios standings facolty
committes shaad opernt s the hesoang agent for the hoard progeuant
to section QU710 W Stats, aend combaet the hearing, make a
verbtim reenod of e beaving, proobaee aosamrary of the evidenee
and tran nd: 3y e b and sapemary atanee aith its recoimmended
Bndings of lna and deoion te e Loaed acoording te seciton UWS

EREN
History: €1 p2ecaatrr cantavy, Yeoo Noo o200 o L-1 T
fiemiater, Januars, 13TL o0 iy
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UWS 5.12 Review hearing. (1) A faculty member whose position

is recommended for elimination is entitled to a hearing before the

faculty hearing committee as to the appropriateness of the decision
to lay off that particular individual. The existence of a state of fi-
nancial emergency and the designation of the colleges, schools,
departments or programs in which faculty positions are to be elimi-
nated are not subject to review in the hearing.

(2) A hearing must be requested within 20 days of the receipt by
the faculty member of notification of recommended layoff. The request
shall state with particularity the grounds to be relied upon in estab-
lishing the impropriety of the decision. Relevant information supple-
mentary to that contained in the notification statement may be
requested, The question to be considered in the review is whether one
or more of the following improper factors entered into the decision
to lay off:

(a) Conduct, expressions, or beliefs on the faculty member's part
which are constitutionally protected, or protected by the principles
of academic freedom; or

(b) Factors proscribed by applicable state or federal law regarding
fair employment practices; or

(c) Improper selection of the individual to be laid off. For the
purposes of this section, “improper selection” occurs if material
prejudice resulted from any of the following:

1. The procedures required by rules of the faculty or hoard were
not followed; or

2. Available data bearing materially on the role of the faculty
member in the institution were not considered; or

3. Unfounded or arbitrary assumptions of fact were made; or

4. Immaterial or improper factors other than those specified above
entered into the decision.

(3) The faculty member shall present evidence on whether one
or more of the improper factors specified above entered into the
decision to lay off. The committee shall then consider whether the
evidence presented establishes a prima facie case that such factor
or factors did enter significantly into the layoff decision. If the com-
mitte finds that a prima facie case has not been established, the
layoff decision shall be found to have been proper and the hearing
shall be ended. The committee shall report this finding to the chan-
cellor and faculty member.

(4) If the committee finds that a prima facie case has been
established, the chancellor or his designee shall be entitled to present
evidence to support the layoff decision, and, thereafter, the faculty
member may present evidence in rebuttal. On the basis of all the
evidence presented, the committee shall make its determination as
follows:

(a) The committee shall first consider whether one or more of the
sbove specified improper factors entered significantly into the decision
to lay off. Unless the committee is convinced that such factors did
significantly enter into that decision, the committee shall find the
decision to have been proper.

(b) If the committee believes that improper factors may have
entered into the decision, but is convinced that the same decision

4
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would have been reached had the error(s) not occurred, it shall find
the deeision to have been proper.

(¢) If the committee is convinced that improper factors entered
significantly into and atfected the decision, it shall be found to he
improper.

(5) The committee shall report its findings and recommendations
to the chancellor and the faculty member,

‘History: Cr, Register, January, 1975, No, 229 off. 2-1-Th.

UWS 5.13 Hearing procedure. (1) If the faculty hearing committee
requesty, the chancellor shall provide legal counsel to the committee,
The hearing shall be clozed unless the faculty member whose position
has been recommended for elimination requests an open hearing, in
which case it shall be open (see 66,77, Wis, Stats, Open Meeting
Law).

(2) The faculty hearing committee may, on motion of either party,
disqualify any one of its members for cause by a majority vote. If
ane or more of the faculty hearing committee members disqualify
themselves or are disqualified, the vemaining members may select
a4 number of other members of the faculty equal to the number who
Nave been disqualificd to serve, exeept that alternative methods of
replacement may Iee specified in the rules and procedures adopted by
the facully establishing the standing committee under UWS 5.11L
No faeulty member who participated in the decision to lay off or
who is a material witness may sit in on the hearing committee.

() The faculty member shall he given at least 10 days notice of
the hearing: such hearing shall be held not later than 20 days after
the request exeept that this time limit may be extended by mutual
consent of the parties or by order of the hearing committee.

(4) The faculty member shall have aceess to the evidence on which
the administration intends to rely to support the decision to lay off,
and shall be gunranteed the following minimal procedural safeguards
at the hearing:

ta) A right to he heard in his or her own behalf;

(b)Y A right to counsel and or other representatives, and to offer
witnesses;

(¢) A right to confront and cross-examine adverse witnesses;

(d) A verbatim record of the hearing, which might be a sound
recording, provided at no cost;

(e) Written findings of fact and decision based on the hearing
record; and

(f) Admissibility of evidence governed by 227.10, Wis. Stats.

(5) Adjournments shall he granted to enable either party to in-
vestigate evidenece as to which a valid claim of surprise is made.
History: Cr. Register, January, 1975, No, 129, eff. 2-1-75,

UWS 5.11 Recommendations and review by the hoard. The recom-
mendations of the chancellor and the recommendations, if any, of the
faculty hearing committee, shall be transmitted to the president of
the university of Wisconsin system and to the board and acted upon
as follows:

Rewister, January, 1975, No. 229
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(1) I{ the faculty member has not requested a heaving before the
fuaculty hearing committee, the recommendation shall be deemed
proper and shall be reported for information to the system president
and the board.

(2y If the faculty member has requested a hearving and the faculty
hearing committe has found the decision to be proper, the teport
of the faculty hearing committee shall be forwarded to the system
president and board by the chancellor with his r>commendation. The
facnlty member may request a review by the board, and the board
review panel may at ivs option grant a review. Unless the board
review panel grants the request for review, the recommended findings
of fact and decision of the standing faculty committee shall be the
final decision of the hoard of regents,

(3) It after a hearing. the faculty hearing committee’s recom-
mended tindings of fact and decision ave that the initial decision was
improper, the chancellor shall review the matter and give careful
consideration to the committee’s finding. If the chancellor accepts the
comniittee’s findings the chancellor's decision shall be tinal. If the
chaneellor contests the recommended findings that the decision was
improper, the verbatim record, a summary of the evidence and the
recommended findings of law and decision shall be forwarded to the
board review panel (see section UWS 5.15). The chancellor and the
faculty member shall be furnished with copies of this material and
shall have a reasonable opportunity to file written exceptions to such
summary and proposed findings and decision and to argue with re-
spect to them orally and in writing hefore the board review panel.
The board review panel shall hear and decide the c¢ase in accordance
with section 227.12. Wis. Stats. The decision of the board review
panel shall be final,

History: Cr. Register, January, 1975, No, 229, eff, 2-1-735,

UWS 5.15 Board review, A review panel shall be appointed by the
president of the board of regents, and shall include 3 members of
the board, and 2 nonvoting staff members from the academic affairs
office of the university system. The panel shall review the eriteria
and reasoning of the chancellor and the findings and recommendations
of the faculty hearing eommittee in cach case forwarded for its
review, and shall reach a decision on the recommendation to be
approved, The deeision shall be final and binding upon the chancellor
and the faculty member affected unless one or more of the regent
members of the review panel request that the decision be reviewed
by the full board of regents, in whieh case the record shall be re-
viewed and a decision reached by the full bhoard.

Hintory: Cr. Register, January, 1975, No, 229, eff, 2-1-75,

UWS 5.16 Layoff status. (1) A faculty member whose position has
been eliminated or reduced in accordance with the provisions of this
chapter shall. at the end of the appropriate notice period, be placed
on layoff status, unless the layoff notiee has been rescinded prior to
that time.

(2) The faculty member whose notice period has expired, and who
is placed on layoff status shall remain on layoff status until:

Register, January, 1473, No.. 229
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(a) For probationary faculty, the probationary appointment would
have expired under its own terms;

(b) For tenured faculty, onc of the following occurs:

1. Reappointment to the position from which laid off. Failure to
accept such reappointment would terminate the faculty member’s
association with the university of Wisconsin system.

2. Acceptance of an alternative continuing position in the univer-
sity of Wisconsin system. Failure to accept an alternate appointment
would not terminate the faculty member's association with the uni-
versity of Wisconsin system,

3. Resignation.

4. Failure by the affected faculty member to notify the chaneellor
not later than December 1, of cach year while un layort status as to
Lis her location, employment status, and desire to remain on layolff
status, Failure to provide such notice of desire to remuin on layoft
status shall terminate the faculty member's association with the
university of Wisconsin system,

Hintory: Cr. Rewister, January, 1875, No, 229, eff, 2-1-735,

UW:s 5.07 Alternative employment, Fach institution shall devote
its hest efforts to securing alternative appointments within the insti-
tution in positions for which faculty laid off under this chapter are
wialified under existing criteria, In addition, the university of Wis-
consin system shall provide financial assistance for one year for
faculty who are designated for layoff to readapt within the depart-
ment or within another department of the institution, where such
readaptation is feasible. Further, the university of Wisconsin system
shall devote its best efforts to insure that faculty members laid off or
terminated in any institution shail be made aware of openings within
the system,

History: Cr. Register, January, 1975 Noo 220, off, 2-1-735,

UWS 5.18 Reappointment rights, Each institution shali establish
administrative procedures and policies to insure that where layoff or
terminations ovcur for reasons of financial emergency, ne person may
he employed at that insiitution within 3 years to perform reasonably
comparable duties to thosce of the facuity member laid off or te'mi-
nated without first offering the laid off or terminated faculty member
reappointment swithout loss of tenure, seniority and other rights. The
g year period shall be eomputed from the cffective date of layoff as
specified in the original notice.

History: (v, Register, January, 1975, No, 229, cff, 2-1-70

UWS 5.19 Retention of rank and salary., Any faculty member re-
appeinted within 3 years after layoff or terminaticn shall be re-
appointed with a rank and salary at least equivalent to his rank and
sulary when laid off or terminated, together with such other rights
and privileges which may have accrued at that time; any facuity
member relucated within an institution or within the university of
Wisconsin system shall not have either rank or salary adversely
affected except by consent at the time of relocation.

History: Cr. Register, January, 1975, No. 229, elf, 2175,

Register, January, 1975, No. 229
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UWS 5.20 Rights of faculty members on layoff. A faculty member
on layoff status in accord with the provisions of this chapter has the
reemployment rights guaranteed by UWS 5.18 and 5.19, and has the
following minimal rights:

(1) Such participation in fringe benefit programs as is allowed by
state regulations governing wights of laid off state employees;

(2) Such continued use of campus facilities as is allowed by policies
and procedures established by the department and institution; and

(3) Such participation in departmental and institutional activities
as is allowed by guidelines established by the department and
institution.

History: Cr Register, January, 1975, No, 229, eff. 2-1-75.

UWS 3.21 Systemwide tenure, The commitment to systemwide ten-
ure within the former chapter 37 institutions shall be honored by
those institutions for those eligible under 36.13 (4), Wis, Stats., 1973
in the event of layoff or termination under the provisions of this
chapter.,

History: (Cr. Register, January, 1975, No, 229, eff. 2-1-75.

UWS 5.22 Lack of faculty action. If the faculty of an institution
is given due notice of its rights and responsibilities under this chap-
ter, and does not act, the chancellor may act as follows in lieu of the
faculty action:

(1) If a faculty committee provided for in UWS 5.04 is not estab-
lished, the chancellor may consult those members or representatives
of the faculty he considers appropriate to satisfy the intent of section
UWS 5.05. All departments potentially invelved shall be consulted
and representatives of the faculty may dispute the chancellor’s rec-
ommendation for a state of financial emergency before the board.

(2) If the faculty does not act to determine the form of seniority
to be followed, the chancellor may designate the form. Such designa-
tion shall be effective campuswide and shall be made prior to the
declaration by the hoard of a state of financial emergency.

(3) If an affected department or program does not recommend
individuals for layoff or termination following declaration of a state
of financial emergency, the chancellor shall determine the individuals
to be affected, using such advice as is deemed of value.

(4) If a faculty hearing committee provided for in UWS 5.11 is
not established by the faculty, the chancellor may appoint a commit-
tee of faculty members to provide this function.

History: (r. Register, January, 1975, No. 229, eff. 2-1-75.
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Chapter UWS 6
COMPLAINTS AND GRIEVANCES
UCWwWs 6.00 Compiaints UWS 602 Grievances

UWs 661 Complaints, The faculty of each institution, with the
approval of the chaneeilor, shall establish rules and procedures to
deal with allegations by the administration, students, academic staf?
meinbers, other tacwity members, classitied stadl members, or mem-
hers of the public concerning conduct by a faculty member which
violates university rules or policies, or which adversely atfects the
faculty memine's performance of his. her obligation. to the university
hat wineh atlegations are not sedous cnough to warrant dismissal
proceedings under UWS chapier 4, Such tules and - procedures shall
tehnde, bt not necessavily be limited to, tie following:

(1) Heview of and administrative action on the complaint by the
chaacetdor, Admnistrative action may include dismissing the com-
plaint, invoking an appropriate discipliniay action, or rveferring the
compluing to the standing faculty commitiee created under (2) below.

(2) Provision for a hearing before a swanding faculty committee
selected by the faculty of each institution in such manner as they
shall determine, Such hearing shall be held at the reyuest of the
chaneetlor or, i the chancellor invokes a disciplinary action, at the
request of the faculty member concevned.

() Guarantee of adequate due process to inciude, but not limited
to, written notitication of the complaing, fair und complete heaving
procedivres, written statement of tindings, transmittal of findings to
the favulty member involved and approprinte administrative ofticials
withiin a reasonable period of time, and prohibition of further jeop-
ardy Cov the <ame alleged misconduet af'ter o final decision,

1) Delineation of the powers of the faculty commitice to make
recammendations to the chancellor coneerning disciplinary action, to
recommend dismissal of the complaint, or to reconumend veferral of
tive congslzint 1o the appropriate departiment or admmistrative oflicer.

(5) ‘The decision by the chanceellor on the recommendations of the
connnitiee, or on e complaint in the absence of committee rerom-
mendation, shail be final except that the board at its option might
grant a review on the record,

Slistory: Cr0 Bleostop, ianary, 1H70, Noo 2280 ofr, U-1- 50

UWS 6,02 Grievances, The faculty of each institution shall desig-
niate o commitiee or other appropriste facully body to hear faculty
criesanees thder rules and procedures established by the faculty of
the intitition in conjunction with the chancellor: sueh committee or
faendty body dl have the power to conduct hearings and  faet-
tindhing related to the greicvianee, and the authority to vecommend
solutions to such grievanees to the chanecltor, and to the hoard should
the muttter not be resolved at the institutional level.

Hisloey: ' Vlewostep, Janoses, 1975, Nag L0000y, Y1l Ta
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Chapter UWS 7
OUTSIDE ACTIVITIES

UWs .01 Outside activities

UWS 7.01 Outside activities. The faculty of each institution, with
the approval of the chancellor, shall develop rules and procedures
which will effectively govern the ~erformance by a faculty member
of activities of an extensive, recursing, or continuing nature outside
his‘her institutional responsibilties during any period of employment
by #n institution, Such rules and procedures shall be designed to
insure devotion to teaching, research activities and all normal uni-
versity responsibilities, while permitting broad participation by fac-
ulty in public service or endeavors related to their fields of interest.
Institutional rules and procedures shall, at a minimum, provide for
the following:

(1) Reporting of substantial outside activities;

(2) Notification to faculty members where activities are deemed
excessive or improper;

(3) A mechanism for appeal from a decision of impropriety; ‘
(4) Rules concerning the use of university facilities; |
(5) Rules concerning absence from regular duties;

(6) Reporting of any intended service as an expert witness in legal
proceedings, or as staff, advisor, or consultant to granting agencies.
Hintory: Cr. Register, January, 1975, No, 229, eff, 2-1-75,
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Revision Froposec by Promotics Foiloiss Cumiiitee, Uctcber 30, 19469)

Introductory Statemant

This statement of Gensral fol..cles seprves the tasic guidel 116 for
niring andé »n» moaﬁo at Univ. of Wis. ~ sStout. Th Svacific Policlss may
% in application of tus Genewal Policy, There is nothin
P N

be used to assis
to indicate that

&

accuisivlon of the speclific qualifications listed Tor any

rank will briag 3romotlon automatlicsliy Lo that rank. The Administration
must still evaluate and make the judgment before the promotion is granted.

L

3.

(rgneral. Policles

Tne academic deans and directcwrs ant he desartment chailrman may originate
and evaluate recommendations Ior hileclng and promotion. The faculiy of a
depariment, achting as a whole or through an wlaectied committee, wmay nresent
facullty amembers wo the acadewmic dean for promoticn. The responsibility
for granting sucn promotions rests with wne administration of the univer-

51ty

Perfermarce a8 to iteaching competence sinzald b the fundsmental con-
sideration in graniing oromotviong. Contribution Lo the total university
and perfornance 28 a coa’ribubing member of o professicn should also be

considered,

Outstanding and extengive service to the wniversity may be used in highly
unusual. cases by the administration in Tisu cf part of the acedemic
education recommended for promotion.

P I
Tor nirirgz or promoilon., and it may be used in hig?l Tusuel casas by
tha administration in lieu of part of the academic educsiion recommended.
This may de teachlng or non-teaching experiencs.

Bxatensive experience melevanht to the classgroom assignmen:t may Do considered

-

should be alred ox promoted
training and experience and

Individualis given a dministrativa AE LTI
on the basis of thelr qualifying sducations
should be given rank on tne same buslis.

Ners Taculty should not be hirsd at e rank higher than that held by equally
qualified persons alrsady on the Quaffe

* Ao .
Regents stated in Resolution 3074 (2/23/685.
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7. The number of credits equivalent tc one full semester of graduate work
shall be defined by the institution granting the credits.

8, Assuming that the qualificaticns, as described in item 2, are met for
the next higher rank, the administration should promote faculty members
so the proportion of faculty approaches the upper percentage limits of
that rank as allowed by the Board of Regents, as dictated by the needs
of the university.

9, Department chair&én should be informed by the administration why an
individual who had been recommended was not promoted; the department
chairman will inform the individual why the promotion was not made.

10. Faculty members who hold degrees normally considered as terminal in their
disciplines (for example, M.F.A.) or registration for specilal professional
competencies in the area of their teaching assignments (C.P.A. or P.E.)
should be considered for promotion on the basis of professional qualifi-
cations other than the earned doctorates. Evaluation of these qualifica-
tions should be made in terms of criteria suitable to their disciplines.

Specific Policies

The purpose of a hiring and promotion policy is to recruit and retain the
best possible faculty for the university. In accordance with this purpose, it
is intended that excellence or performance as a member of the faculty shall be
a fundamental consideration in granting promotions. The following specific
policies describe levels of education and experience for promotion to each
academic ranke

Promotion Policies

Assistant Professor: A person may be promoted to the rank of Assistant
Professor if he has the following qualifications:

1) A Master's degree plus one full year of graduate work or 30
semester hours and

2) At least 4 years of teaching experience and/or relevant work
experience.

1) An earned Doctor's degree (also see General Policy Statement number
10 for other formal qualifications) and evidence of excellence as
indicated in General Policy Statement numbar 2.

Associste Professor: A person may be promoted to the rank of Assoclate
Professor if he has the following qualificatlons:

1) A Master's degree plus two full years of graduate work, and
2) 4t least nine years of teaching experience and/or relevant work
experience,
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OR

1) A Master's degree plus the completion of all requirements of an
earned Doctor's degree except the required dissertation, and

2) At least seven years of teaching experience and/or relevant work
experience.

OR

1) An earned Doctor's degree (also see General Policy Statement number
10 for other formal qualifications) and

2) At least five years of teaching ani/or relevant work experience
showing evidence of excellence as indicated in General Policy
Statement number 2.

Professor: A person hired as a Professor should be a person of unusually
high ability who has distinguished himself in his field; and has proven
expertise or has shown exceptional achievement. Such a person may be
hired at the rank of Professor if he has the following qualifications:

1) An earned Doctor's degree (also see General Policy Statement number
10 for other formal qualifications), and

2) At least seven years of teaching and/or relevant work experience
showing evidence of excellence as indicated in General Policy
Statement number 2, with five years of this experience consisting
of teaching at the college or university level.
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GUIDELINES FOR DEVELOT ING PROCEDURES RELATED
TO RIRING, RETENTION, NON-RFTERTION AND TENURE

Guidelines Regarding Hiring

The existing full time faculty of each division, school and/or devartment
shall devise and implement a procadure for hiring of new staff members. This
procedure should include the fellowing feztures:

(1) The faculty shall heip determine abilities, interests and qualifi-
cations applicants should have.

(2) The faculty shall help determine the procedures used in search for
suitable applicants. While the dean and/or chairman is normally
expected to negotiate with szopiicents, any staff member should feel
free to suggest possible applicancs.

(3) “he divieion, school and/or departmental procedure shall specify
the manner in which the faculty shall be involved in the selection
process, taking inte consideration rhe availability of the faculty
during the hircing process.

Guidelines Regarding Retenrzion and Naon~-Retencicn

The full time faculty who have been 1=
and/or department shall devise and implemeat a procedure for evaluation of
the work of a nrobationary staif member in ovder to help him maximize his con-
tribution to the work of the department. These procedures should be consis-
tent with the regulations of the Board of Regents.

(1) This evaluation procedure should be carried out :-eguently enough
that the probationary staff member has ssveral opportunities to know
and profit from the feaiings of his colleagues during the probationary
period.

P
i~
S’

A clinate of mutual help among ¢usf? members should bhe developed such
that if the faculty reaches the woncluszon that che best interests

of the department will be served ty oot rvetaining che procationary
statf membar, the probationary : should unormally be ex-
peected to previouslvy have been is work hag been deficient
in the cyes of his colleaguas.

(3) The procedure should include provisions for student input as a part
of the evaluation process.

The full time tenured faculty of each divisicn. school and/or department
shall devise and Implement a procedure for cecommending whether a probationary
staff membzr should be granted tenure ai the termination of the nrobationary
period. These procedures sheuld be consiscent wich the regulations of che
Board of Regents.

58
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SUMMARY OF BOARD OF REGENTS AND STOUT PROMOTION POLICIES ¥
4/18/72
Board of Regents f UW-Stout
Faculty Policy-8/6/70 Policy-10/30/69
Rank Academic . Teaching | Academic Teaching
Prep. | Experience. Prep. Experience
Instructor | M or‘equiv.: - .M ; Recommended
i * ‘ :
f i |
Assistant ; M + one yr.f ; M + one yr. grad.: 4 yrs. tchg. exp.
Professor | grad. study, - , work or 30 S.H. ; and/or relevant work
; i ; experience
‘ !
, : OR
l ; % Earned doctorate and evidence of excellence
; . as indicated in General Policy Statement #2.
Associate D or equiv.z 5 M+ 2 yrs. grad. 9 yrs. tchg. exp.
Professor . i i work ¢ and/or relevant work
i : experience
i (
. ; OR
i i ABD ) 6 yrs. tchg. exp.
. : © and/or relevant work
; i . experience.
' t OR
: D (See policy '~ 5 yrs. tchg. exper.
. statement 10) and/or relevant work
experience.
Professor D or equiv.: 10 © D (See policy 7 yrs. (See policy
i ' statement 10) statement No. 2)

i 5 yrs. of experience
_ must be at college
| ' or university level.

UW-Stout policy is the basic guideline for promotion.

*These are Board mininums--some modifications har. been made to this. The
|




HIRING AND RETENTTION OF SPOUSES

University of Wisconsin-Stou: Policy

Th~ policy regarding the hiring and retention of, or granting
tenure, to a faculty member's wife or husband at University of Wis-
consin-Stour is:

1. Any applicant for a position be evaluated on his/her quali-
fications for the position,.

oo

Salary and/or rank be in line with other staff with similar
gqualifications.

3. A husband or wife not be hired or retained in a position in
which the other spouse could influence the promotion or
salary determination of the partner.

NEPOTISM POLICY

See green sheet following this page.

EQUAL OPPORTUNITY AND AFFIRMATIVE ACTION POLICY

Sce green sheet following this page.

Tenaarse

This resolution applies to everyone employed prior to November 25,
1969. ‘

(1) All teachers in any state university shall be employed on pro-
bation. The employment shall be permanent, during efficigncy and good
hehavior, after 4 years of continuous service in the state university
system as a teacher. An official leave of absence shall not constitute a
break in continuous service, nor shall it count toward the 4 years re-
quired to attain tenure. No teacher who has become permanently employe
as herein provided, shall be discharged except for cause upon written
charges. Within 30 days of receiving the written charges, such teacher
may appeal the discharge by a written notice to the President of the Board
of Regents of the University of Wisconsin System. The Board shall cause
the charges to be investigated, hear the case and provide such teacher
with a written statement as to their decision. The action and decision
of the Board in the matter shall be final. The term "teachers" as used
in this section includes all persons engaged in teaching as their principal
occupation but shall not include any university chancellor or acting
chancellor in his capacity as chancellor of any of the state universities.

69
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The following resolution applies to everyone employed after November 25,
1369, but before July 9, 1975,

37.3L (1) (a) All teachers in any state university shall initially be
employed on probation. The employment shall be permanent, during efficiency
and good behavior, after appointment and acceptance thereof for a sixth
consecutive year in the state university system as a teacher. An official
leave of absence, part-time or full time, or a teacher improvement assign-
ment whall not constitute a break in continuous service, nor shall it count
toward the time required to attain tenure.

(b) The employment of a teacher who has become permanently employed
under this section may not be terminated involuntarily, except for cause
upon written charges. Within 20 days of receiving the written notice that
his employment has been terminated, such permanently employed teacher may
appeal the termination to the board of regents by a written notice to the
rresident of the board of regents. The board of regents shall hear the
case and provide such teacher with a written statement as to its decision.
The action and decision of the board of regents in the matter shall be
final, subject to judicial review under ch. 227. The board of regents shall
rrescribe by rule, pursuant to ch. 227, dates on or before which teachers em-

nloyed on probation shall be given written notice of reappointwent or non-
reaj;rointment for another academic year, procedures to be followed with

respect to the giving of notice and opportunity to be heard when the employ-
. ment of a teacher who has become permanently employed is involuntarily

terminated and notice and review of any such termination. The board of

regents shall also prescribe by rule the procedure fcr giving a teacher

who has not acquired tenure under this section an opportunity to be heard

in case his employment is terminated or it is proposed to terminate his

smployment hefore the end of the period for which he has been employed,

but the decision of the chanceillorof the university or the board of regents

in such a case shall not be subject to judicial review.

(¢) In this section "teachers" includes all persons engaged full time
in teaching, as defined in s. 42.20 (14), as their prinecipal occupation,
orclnding faculty assistants, but shall not include any state university
chancelloror acting chancellorin his capacity as chancellorof any of the
state universities.

Section 2. 37.31 (1m) of the statutes is created to read:

37.31 (Im) A teacher shall lose tenure upon discharge or resignation
from the state university system. A resignation withdrawn and the with~
drawal accepted by the board before the beginning of the next school
semester, not including the summer sesslon, shall not be considered as
voiding tenure. A teacher losing tenure must upon re-employment serve
another probation period.




UNIVERSITY OF
WISCONSIN SYSTEM

NEPOTISM POLICY
Adopted June 9, 1972

The University of Wisconsin System acts in accord
with the public policy of the state to encourage and
foster to the fullest extent practicable, the employ-
ment of . . . properly qualified persons regardless of
their age, race, creed, color, handicap, sex, national
origin or ancestry.

{Wisconsin Statutes 111.31)

In selecting persons for employment, the applicant
best qualified and available to perform in the posi-
tion should, without exception, receive the offer of
employment. No restriction is placed on hiring
persons related through affinity or consanguinity.
However, to avoid possible conflict of interest,
which may result from peer judgment or administra-
tive review procedures, a person so related must not
participate either formally or informally in decisions
to hire, retain, grant tenure, promote or determine
the salary of the other person.

®x ® »

EQUAL OPPORTUNITY AND
AFFIRMATIVE ACTION POLICY
Adopted February 7, 1975

{As part of UW System Planning Principles)

1. In line with its Regent-approved policies on equal
opportunity and affirmative action, the System
has as its affirmative action goal the placement of
minority group persons and women in all of its
Institutions and offices in numbers proportional
to the available pool of such qualified persons.

2. The System has as a turther goal the development
of academic programs and policies which wil!
foster the opportunity of minorities and women
to enter and complete programs throughout the
System. Major objectives of the System planning
effort include the development of procedures
which will insure:

a. That the System and its constituent Institutions
shall maintain within the Regents’ and admin-
istrative policies, equal opportunity and affirm-
ative action programs relative to the employ-
ment of al! persons in the System.

b. That the System and its Institutions will pro-
vide academic support services suitable to en-
couraging the entry of minority and women
students into the several programs of the Insti-
tutions, and to facifitating their successful

completion of such programs. The UW System’s

1975-85 long range plans shou!d be based on
the following brozd guidelines.

(1) General planning emphasis shall be placed
on both the numbers of minority and
women students entering the System, as
well as on the numbers successfutly com-

pleting stated educational objectives.

{2) Special planning emphasis shall be placed
on increasing the distribution of minority
students and women among the varied
academic and professional programs of the
System.

c. That the System and its Institutions will encour-
age faculty in their research, scholarly activity,
and teaching to replace with accurate knowledge
and residue of stereotyped perspectives concern-
ing minorities or women, and to maximize
inter-group understanding.

* o ®

RESTATEMENT OF POLICY ON

EQUAL EMPLOYMENT OPPORTUNITY
Adopted August 15, 1975

PART | - POLICY STATEMENT

It is and continues to be the policy of the University
of Wisconsin System to adopt and support measures
designed to prevent and eliminate discrimination
against employees and prospective employees of the
University of Wisconsin System on the basis of race,
color, religion, sex,national origin, age, or physical
handicap.

As a part of this policy the University of Wisconsin
System is committed to the implementation of
affirmative action employment programs to recruit,
employ, and promote gualified women and
minorities.

Therefore, the Board of Regents of the University of
Wisconsin has resolved that the System administra-
tors and the University faculties shal! continue to
take such steps as may be necessary to accelerate
the final elimination of any and all vestiges of dis-
crimination because of race, color, religion, sex,
national origin, age, or physical handicap that may
still exist in the employment policies, practices
and/or procedures of the University of Wisconsin
System. Ny

N
PART Il - GUIDELINES FOR POLICY
IMPLEMENTAT!ON

Basic Requirements - Each institution shali:

1. Examine all employment policies, practices, and
procedures dealing with recruiting, interviewing,
testing, screening, selection, placement, classifica-
tion, evaluation, transfer, promotion, training,
compensation, fringe benefits, layoffs, and
terminations for discrimination on the basis of
race, color, religion, sex, national arigin, age, or
physica!l handicap and take remedial action to
correct such discrimination if found to exist.

2. Maintain a written affirmative action plan for the

recruitment, employment, and promotion OE
women and minorities in accordance with®— M,
affirmative action guidelines and federal a e

laws. Make the plan readily available for Lererante
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‘ hesignations

Not only should tenure provide security for the individual teacher,
but also safeguard the best interests of the university. Therefore,
"Notification of resignation by a college teacher ought, in general, to be
early enough to obviate serious embarrassment to the institution, the length
of time necessarily varying with the clrcumstances of his particular case."

"Subject to this general principle it would seem appropriate that a
professor or an associate professor should ordinarily give not less than
four month's notice and an assistant professor or instructor not less than
three month's notice."*

Retirement

Section 37.3L1 (2)

"Compulsory retirement of each teacher covered by this section shall be
automatic upon the thirtieth day of June next succeeding the seventieth birth-
day of such teacher."

Below are retirement age provisions operative in the University ol Wisconsin
System beginning on July 9, 1974. (Reference: Donald Percy Memo to Chancellors
0 dated September 5, 1975)

1. Tor new FACULIY eppointments on and after July 9, 1974 under provisions
Q of the new Chapter 36, Wis. Stats.:

a. Former UW Institutions: Age 70 (Section 11.01, Laws and Regulations
of U.W.)

b. Former WSU Institution:.:* No provision (Section 37.31(2), Wis. Stats,
repealed)

Note: bhatever retirement age policy is subsequently adopted for
the Uw System will apply to these appointees.

#Former WSU Branch Campuscs: Since these four campuses were
merged into the UW Center System on July 1, 1972 the provision
in 1.a. above applies to appointces on or after that date
(i.c. age 70)

>. For all FACULTY empoyces whosc appointment pre-dates July 9, 1974:
The retirement age is 70

3. For all ACADEMIC STAFF employees regardless of appointment date:

. There was no pre-merger retirement policy; thus

whatever policy is subsequently adopted for the
System will apply.

ERIC 64
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STATE TEACHERS RETIREMENT BOARD
CHAPTER TR 3: MEMBERSHIP
TR 3.01 Principal occupation 3.05 Eligibility: part-time: substitu
TR 3.02 Teacher 3.06 Election to participate in t
TR 3.03 Eligibility of part-time teaching variable annuity division

assistants-University of Wisconsin 3.07 Creditable service
TR 3.04 Fliaibility of part-time teachers

TR 3.01 Principal occupation. Teaching is a person's principal occupation if the
person is teaching 50% of more of what is considered a normal load of a reqular full-
time teacher with the same employer. Teachina is not a person's principal occupation
when engaged for less than this amount.

Histony: 1-2-56: am. Registen, Aprnil, 1973, No. 208, eff. 5-1-73; .
and neen. Registen, May, 1975, Mo. 233, eff. 6-1-75,

TR 3.02 Teacher. (1) Except where a period of less than a month is a portion of
a longer period of continuous employment as a "teacher", a month will be the unit
considered in making determination of whether or not a person is employed as a
"teacher".

(2) Beginning July 1, 1975 a person on a paid leave of absence from a teaching
position shall continue to qualify as a teacher.

(a) If the compensation for such leave is less than the compensation earned
during the member's immediately preceding service with the employer paving for such
leave, in a time period of the same length as the leave, then the creditable service
shall be computed by dividing the compensation for the leave by the compensation
carneed in the nreceding perind and maltiplying the result hv the scrvice earned in ‘

Phie porecodineg period,

(b 1 b he compeeriat ion Tor snch Toeaere g coqpual taoor qreater Thoan U compeen
ataon for o ocanech proecoding service, then the croeditabide corvico carned shatd bee e
Same asoin o such preceding period.

Histony: 1-2-56; n. and necr. Register, May, 1975, No. 233, eff. 6-1-75.

TR 3.03 Eliaibility of part-time teaching assistants-University of Wisconsin.
Part-time assistants performing teaching duties at the University of Wisconsin
are not eligible to make retirement deposits in the state teachers retirement fund.

TP _3.24 Eligibility of part-time teachers. If a person is engaged in "teachina”

and in another occupation, and if his "teaching” amounts to 50% of more of what is
consiiered a normal load of full-time teaching in the same school, state universitys
-

vrowniversite and iz also 50% or more oF his reqular full-time worbk, we i1l o

Rl e wravisions of the retivermant law bhut contribubticne will b o ool 1
shee rymrevelion of calary carned from counred amoloyment ol oo o0
rrloron an o mane wilL naves b et i £ nr dndicabte b peoreent s oot e
oounciee v boew b sl srevenen b b b i v g, Vot

..Av' T

Soukaeas 1L0-Ghs am Pandsten, Avwil, 19770 Mel 90%, oL 4 ] 74
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II-C-10b

TR 3.05 Eligibility; part-time; substitute. When a person is emploved in
"teaching" on a part-time basis for each of 2 or more employers in the puhlic
schools, state university or university and such combined employment eguals 50%
or more of a reqular full-time load for any one, or more, of said employers, such
a person shall he deemed to be a "teacher" for all of such employment, but when
a person is employed in "teaching" on a part-time basis in 2 or more positions
and all of such combined employment in the public schools, state university and
university is for less than 50% of a full-time load for each of the employvers,
such rerson shall be deemed not to be employed as a "teacher".

Histony: 1-2-56; am. Registen, Apnil, 1973, No. 208, eff. 5-1-73.

TR 3.06 Election to participate in the variable annuity division. The written
notice filed with the board by a member of the combined grour electing to parti-
pate in the variable annuity division, provided under section 42.243 (2) (a) and
(b), Wis. Stats., shall become effective as to deposits based on earnings imme-
diately after the close of the calendar quarter in which said notice is filed.

For administrative expediency the board may, in the first year of participation,
apply percentages or ratios of the period during which the election is in force

to the total salary earned in the fiscal year in order to accomplish substantially
the same amount of participation.

Histony: Cn. Registen, Septembern, 1964, No. 105, eff. 10-1-64.

TR 3.07 creditable service. (1) For the purposes of section 42.245 (1) (a),
Wis. Stats., a "year of creditable service" means a fiscal year during which a
teacher, as defined in section 42,20 (20), was employed as a teacher not less
than a full school year as defined in section 42.20 (15), Wis. Stats. For teaching
service of less than a full school year credit as creditable service shall be
given in the ratio which the total number of teaching days credited within a
fiscal year bears to 120 days.

(2) Creditable service for teaching after July 1, 1975 shall be determined as
follows and subsection (1) shall not be applicable to such service.

(a) For the purposes of section 42.245 (1) (a), Wis. Stats., a "year of
creditable service" means a fiscal year during which a teacher, as defined in
section 42.20 (20), was employed as a teacher not less than 165 days or, if the
position is subject to the provisions of the modified retirement plan provided
unde¥ section 20.926, Wis. Stats., 238 days. Creditable service shall not be
granted unless and until required deposits have been made on the compensation
received for such service.

(b) For teaching service of less than the number of days indicated above, or
when the teaching service is for less than full days, creditable service shall
be given in the ratio which the total number of full-time equivalent teachina
days credited within a fiscal year bears to 165 days or, if the position is sub-
ject to the provisions of the modified retirement plan provided under section
20.926, Wis. Stats., 238 days.

(c) If a member has service under both the reqular teaching service provisions
and the provisions of the modified retirement plan under section 20.926, Wis.
Stats., the creditable service for each shall e computed independently of the
other except that if the total in a single fiscal year would exceed one year, then
the creditable service for the reqular teaching shall be reduced so the total
creditable service is exactly one year.
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Histony: Cn. Register, December, 1965, No. 120, eff. 1-1-66; am.
Registern, April 1973, No. 208, eff. 5-1-73; cn. (2), Registen,
May, 1975, Mo. 233, edf. 6-1-75. .

CHAPTER TR 4: MEMBER'S DEPOSITS

TR 4.01 Delinquuent required deposits TR 4.02 FExchange teacher deposits

TR 4.01 Delinau2nt reqguired deposits. In cases in which it is found that required
deposits have not been made when due, credit for years of teaching experience can-
not be counted as within the system for the time during which said reaguired deposits
were not made, unless and until an amount equal to the required deposits, plus
interest, which would have been accumulated had the required deposits been made at
the proper time, has been paid into the fund.

TR. 4.02 Exchange teacher deposits. Teachers exchanged, pursuant to section
120.13 (7), Wis. Stats., are required to make deposits based upon the salary they
would have earned had they been teaching in Wisconsin in their reqular position
Auring the year of exchange teaching.

History: 1-2-56; am. Regdisten, Apnil, 1973, No. 208, ehf. 5-1-73.

PERSONNEL ACTION GUIDELINES AND PROCEDURES

(Ef fective May 25, 1972)

Personnel Action Guidelines

The following personnel action guidelines reflect the Board of Repents!
intent as expressed in Resolutions #17 and #80 and are specifically directed
to those personnel actions which must be accomplisi.:d outside of the annual
hudget process.

oo Bepent and Contral Administrat iom Approval

Fhe tollowing personned actione shall bhe aobmited by ecach Chanee oy
to Central Administration for review and recommendation to the Regents
tor specific action.

1. All appointments of individuals to the following position titles:
Vice Chancellor and Dean. (The existence of vacancies at the Vice
Chancellor or Dean level requiring search and screen procedures
will have previocusly been reported to the Regents. 1f a Regent
committee has been appointed to work with the Chancellor in re-
viewing the list of candidates, an additional recommendation will
be made in these cases.)




h.

All other new appointments (and authorizations to recruit) for
which the planned rate of pay is $25,000 or higher on either an

academic or annual basis. Excepted are visiting faculty, clinical

facultv, lecturers and consultants. This requirement cbtains
regardless of source of funds (state or non-state).

All merit increases for staff with salary rates which are or
will be $25,000 or above. (These will be infrequent since
merit review is accomplished in the annual budget process.)

AL chanpes of status (title/responsibility) invelving a salary
chanpe In which the salary Ta above $2%,000,
All desipnations of named professorships.

k. Central Approval

Kach personnel action listed below shall be reported to and approved
by Central Administration prior to final Campus/Unit action. Nega-
tive reports are required on a monthly basis.

1.

ro

All new appointments in which the salary is between $20,000 and
824,999 on either an annual or academic year basis.

All changes of status (whether or not involving a change in
salary) in which the salary of the individual is between $20,N100
and $24,999. This includes administrative promotions, etc.,
except as specified elsewhere.

All appointments to or promotions to or within the ranks of

associate or full professor, regardless of salary. (Most of
these will come at annual budget time: those proposed out of
cycle should be sent individually to the Academic Assistant

Chancellor.)

€. Campus/Unit Approval

The authority to approve the following personnel actions shall be
delegated to the Chancellor of each Campus/Unit.

1.

All new appointments in which the salary is less than $20,000
on either an annual or academic year basis, except as specified
elsewhere.

All changes of status not involving a change in salary, and all
changes of status where the r:w salary is less than $20,000 on
either an annual or academic vear basis, except as specified
elsewhere.

All actions involving an individual going on or returning from
leave of absence* without pay, unless a salary change occurs
which would require Central/Regent review and approval as speci-
fied in A.3 and B.2.

All]l desienations of emeritus status.

Q

FRJC *1t is intended that leaves of absence not exceed one year except that
@EESTE 5 leave may be extended under special circumstances.

68




O

ERIC

Aruitoxt provided by Eic:

I3 . - G 17 Lo

7. Sl [ B R [ I i 3 . N ST G L ()
VO - gy o S e e ]
VUL LA P PR oM Tl Inaead

£y . X [P Vo Tie o, s . [ B ~fe
BLAIL a3 T a I IR R Y (LoasuLtant s warc-Lime

; Tt Y -
Lo e cntended tiwadl groud not
. sy e e R ST [P i - T v Y = 3o
2d oune year. Avappolintoene o7 vaisnloang or olindical faculity
RN T e oy N 3 v -
2rs siouid he oo laa wmwal budzer

D. Any porsonnel accions ob
lines snould be referred wo (he
nrocedural adjudication,

PrOgéddru{

A, Vacancios at the Vize Chancelios oy dean level requirving search and
screen procedures wlill be reporitec tLo Central Administration/Regents

as thoew oceur thereby permizoing R its to ddentiiy those posi-
j ppoinced o work with

tions for vhich they want a Tegend
the Chancellor in veviewing che

teﬂ tr

B. All othier vacanoies ahuve the

the Academic Viee President Toi B :

and in the prescribed Jormat \fuﬁd Ay DNTLOY : re veultment actlon.
If the Regents identifw a LLon &a requiring addicional input
prior to granting Tiaal anp , cnen procecure { muiust be followed.

@]

E P . & " I Yy o ~
oNs apove he r_’,:“,ii(;(,) threshold
U e Dormaromes wira - hed o @ Ay
VL g FeGLIan. WLTO 4 hrier stdarnaman
[ c

focumenta

pergonnel
nrovide the
the f“gOTﬁmFddtZQﬂ (5x

parsozn‘/““m. eszional

_ )
recomendat on

, copy of
appronr.ate pursundel to cleavlv
define the position, justti: gquaiifications
of the individazl, etc.

If the Repents have previously
final Regent :pux \ai t%wn Loe
vance ofF genc ecing Lo

§¢]

Gniy o Tirst paragraph

Pl Ty~ e - oy o - e gm o e - PP = - . -
of the br remenc, i LTlen aproved, will ve ve-
tio v T Ry s g Ale
ucational v 1 foswd, (See atrached

lP «.’XOCU rtiasen .nL_,ux'l

Coplies of
2t rhe Boaura macting ¢ b ofeTs
Academic Affairg o¢ the Chaaceil

maverial will ba available oa veereap 2 oo : desiring
information prior to che executive 1 ot whe Educational
or at any cther time during zhe meoting

2z Jwnal Regent
NJiL be used as a

1 0n Che proposed

If the position has net been icentifin
actioa, then the documentation and i
basis for Central {
action.

D. i,\_l:" P

the Acadearc Vice President not
Regents meeting at wnich the acc

sonnel anglons reg

avs preceding the

Y
s
o~
o

69




Exhibit A

REQUEST FOR AUTHORIZATION TO RECRUIT

(Campus)

For Consideration by the Regents on

(Date)
(Request must be submitted to the Chancellor's Office, three weeks
before the date of the Regent meeting at which request is to be
considered.)

1. Title or Position:

Division/College/School-Department/Project:

3]

3. Description of Duties (in detail):

4. Recommended Salary Range:
5. Source of Funds:

6. New position . Replacement . If replacement, indicate
salary of previous person

7. Brief Justification of Salary Range:

8. Approved by:

Dean/Director Vice Chancellor

9. Authorization to Recruit (Approval) (Denied) by the Regents on

(A copy of this form will be returned to the Dean/Director following
Regent action on the request.)
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Personnel Action by Exhibit B
Bowrd of Repeats on {Brief Statement)
(date)
APPOINTMENT

That John E. Doe be appointed Professor, Department of Agronomy, College
of Agricultural and Life Sciences, Madison Campus, beginning June 1, 1972

at an annual salary of $27,000.

{(Dr. Doe is 48 years of age. He attended the University of Tennessee
(B.S. in 1948) and the University of Illinois (M.S. in 1951; Ph.D. in
1955). 1His professional experience includes: Research Assistant, Univer-
sity of Illinois (1948-1955); Assistant Professor, University of Illinois
(1955-1959) ; Associate Professor, University of Illinois (1959-1965);
Professor, University of Illinois (i%65-date). In addition, he has been
a visiting professor at Purdue University and at Waite Agricuituval Imsti-
tute in Australia. At Wisconsin, it is expected that Dr. Doe will assume
the Chairmanship of the Department of Agronomy on July 1, 1972, when the
current chairman retires. During the month of June, 1972, he will assit
in administration, research and extension, in crop production, resident
instruction in crop production. His salary will be paid by state and

federal {Morrill-Nelson federal instruction) funds.)

7i




ACADEMIC FREEDOM

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

"The teacher 1s entitled to freedom in the classroom in discussing his
subject, but he should be careful not to intreduce into his teaching contro-
versial matter which has no relation to his subjectesss"

"The college or university teacher is a citizen, a member of a learned
profession, and an officer of an educational institution. When he speaks or
writes as a citizen, he should be free from institutional censorship or
discipline, but his special position in the commnity imposes speclal obli-
gation. As a man of learning and educational officer, he should rememncer
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 institutional spokesman."#

*American Association of University Professors, "Statement Concerning Res-
igmations, 1929" quoted in Bulletin, Vole 4%, No. 1, {Spring, 1958) p. 291.

#Amemican Association of University Professors, "Academic Freedom and Tenure:
1940 Statement of Principles," quoted in Bulletin, Vol. 48, No. 1, (March,

1962) ppe 50=51e
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I1-c- 17

1. A Positive Action Committee consisting o’ four or more members will be
elected at large by the faculty of the unit. A chairperson and secretary
for the committee shall be selected by the committee from its members.

2. Issues submitted to the committee shall be handled according to the fol-
lowing guidelines:

a. No issue shall be heard until the individual has informally tried to
- resolve it with the immediate supervisor(s).

b. Issues shall not be taken to the all-university level before sub-
mission to the first level conmittee.

c. Submission of issues shall follow a two-step procedure: informal
discussion with the committee followed by a documented statement &<
the committee proceeds in the hearing of the issue.

3. The operation of the committee shall proceed according to the following
guidelines:

a. The committee chairperson and no less than two of the other committee
members shall meet the originator of the jssue for informal discussion.

b. The same members of the committee shall meet informally with appro-
priate school or divisional administrators to discuss the issue.

c. If a satisfactory solution does rnot result from the informal procedure,
the committee shall meet in total to discuss the validity of the issue.
1f the issue warrants further action in view of the committee, they
shall procee¢ to a formal investigation.

d. When tre formal procedure is implemented, the originator of the issue
shall submit & written statement, outlining the incidents involved
and state specific details.

c. The total committee shall then meet on a formal basis with the indi-
viduals wnose agreement can resolve the jssue. The major purpose of
this meeting is to resolve the issue.

£, If a resolution is not effected, the committee will give its opinion,
by formal action, as to how they feel the issue should be resolved.
Such committee action does not require acceptance by either party.

4. Following completion of first level procedures, the originator may take the
issue to the second level if he/she chooses.

Al1-University Level (Second Level)

The following organization and procedures apply at the all-university level:

1. Cne university "¢

~citive action committee will be formed annually with a
term effective cul

y 1 to June 30.
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3) A hearing shall be called to allow the committee members to inter-
view the individuals suggested by both parties. The open meeting
Taw will apply.

4) The panel shall submit a written report, including its recommen-
dations for resolution of the issue, to the all-university com-
mittee.

5) The all-university committee will render a decision on the matter,
subject to review by the Chancellor.
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POSITIVE ACTION TOMMITTEES FOR 1975-76

First Level Pougitive Action Committees

Division

Student Services

Administrative Services

Academic Affairs:
Graduate College:

Members at Large

Graduate Council
CREI

School of Education

School of Liberal Studies

School of Industry/Technology

Members

Bob Hoyt

Dick Anderson
Charles Kell
Judy Spain
Sharon Stewart

8ill Crothers
Clifford Gauthier

Jim Daines 75-77
liarold Halfin 75-76

C. E. Smith 75-76

Eugene Flug 75-76

Harlyn Misfeldt
Ronald Fry
Calvin Stoudt

Richard Wilson
John Salo
Warren Lang

Ed Gold

Howard Heise
Mary Hovind
Robert Smith
Lydia Rutkowski

Jim Bjornerud
James Herr

Richard Peter

fel Smith

Douglas Stallsmith

77

II~-C~19a

Alternates

Helmuth Albrecht

Ed Lowery

John Hunt
Esther Faris
William Mueller
Mi=hael Nicolai
Dion Manriquez
Rita McKinley
Steve Snyder

Robert Schaefer
Stanley .Johntion
Jogeph Rinck
Charles Thomag
Armand Hofer




1I-C-19b

Division

Academic Affairs con't.

p—

School of Home Economics

Learning Resources

Members

Resalie Powell
Brent Barlow
John Moran
Donna Albrecht
Frank Bockus

Roger Hartz
Sharon Wieners
Connie Tiffany

Alternates

Joseph Hagaman, Secretary

Robert Ward, Chairman

All University Positive Action Committee

School

School of Liberal Studies
School of Home Economics
School of Education

School of Industry/Technology
Student Services

All University Members

University Administrators

78

Members
John Perri

Sandra Gill

John Deutscher
Guerdon Wallesverd
Joe Brown

Don Stephenson
Robert Spinti

Wes Sommers
Nelva Runnalls

Alternates
Lydia Rutkowski
Thomas Phillips
Thomas Allen
Jim Collier
vacant

Steve Snyder
Orazio Fumagalli

Wes Face
John Stevenson
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Tncome Continuation Insurance

All faculty members arve eligible to participate in the state emplovec
Income Continuntion olan if they are participating in the State Teachers
Retivement System.  dach teacher may select the waiting period best suited
to his needs. lie may sclect 22, 65, 90 or 130 working day waiting pericd.

The stute will pick up the cost of tne 130 day plan for all faculty
members With ono of wore vears of scrvice.

¢ PR SRR T . 1. [ ™
SAocodental Dol an

conherment Insurance

i
Ci

A ovoluntarv accidantal dcath and diswemberment insurance plan is
iing for

Under this propram an employee, besides providin
himself, nay also eiccet coverage for his spouse and dependent chilaren., All
coverage s provided on a 24-hour basis, 365 days a year, for death or in-

juries Jrom accidents occurring on or off the job anywhere in the world.

by tihe 'aivoersity.

fubereulin Teats

Lvery employce must submit evidence of frecdom from tuberculosis o
the Personnel Office within 60 days of employment and at three vear inter-
vals therearter. The Universitv liealth Service schedules skin tests on
sonday and Tuesday from 1:00 - 4:00 p.m. Employees should contact their
personal physician if a follow-up x-ray is necessary. You are responsibile
foo payment of the x-ray if it is required. You will be contacted by the
Personnel Offjce when your next examination is due.

Vorkmen's Compensation

An employee, faculty, classified, or student, is covered by Workmen's
Cormpensation i{ ne/she is injurced on the job. All injuries coverud by Vorkmen's
Compensation must be reported immediately to the office of the Campus Safery
Coordinator, located in the Personnel 0{fice, Room 13, Narvev Hall, Fxtension
2157, All forms arc available in the Safety Coordinator's Office.

Iife Insurance

University of Wisconsin=-Stout faculty members have the opportunity to
ohtain Srowe proup life dinsurance through a peyroll deduction. This term
insurance covers onlv the facultv member and requires a six month waiting
peviod Tur eliwibilitv., inrolinent at the end of the waiting pericd is auto
i, uriess tie teacier has sipned o form requesting that he/she net be _cnrolled
The iosurance amounts to the teacher's annual salary rounded off to the noxt
hivhest thousand. X0 dhvsical examination is reauired it the insurance i

Taven antomslivaliy oupon eligioviiity. The state pays approximately ove-thivd

ol the prasiue cos.

80
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The Bureau of Purchases bulletin states in part:

"Such insurance i: supplementary to that carried by the individual auto-
mobile owner, but in n¢ ray provides him with additional coverage while he is
~perating his vehicle on personal business.

This endorsement will protect the state's liability when vehicles
owned by all classes of employees-~elective, appointive, civil service,
faculty members, non-salaried board members, seasonal employees, etc.--are
gut;mz'lzed for use in the performance of state functions on a reimburseable

3S1Se

To be eligible for such authoriaation, the vehicle's driver must
meet the sauwe qualification requirements as drivers of state-owned
venicles. (See University Fleet Cars). The vehicle owner must provide
adequate liability and medical payment coverage. If only the driver is
in the venicle, the State of Wisconsin minimum amounts of liability in-
surance ($15,000/$30,000/$5,000) are acceptable. At least $500 of
medical payment coverage should be included.

1f the driver is also to take passengers, liability limits should
be at least $100,000/$300,000/$10,000. Medical payment coverage should
be a minimum of $2,000.

TYPICAL EXAMPLES:

-
X J

A state employee having private automobile insurance of $10,000400
property damage liabili*y and $20,000.00 bodily injury liability
runs a stop lignht while carrying several fellow employees as pass=
engers ancd crashes into the side of a loaded school bus, inflict
severe property damage to the bus and bodily injury to the bus
passengers as well as his own passengers, The total of the
property damage and bodily injury inflieted upon oihers exceeds
the 1imits of nis policy. The excess loss would then be covered
by the Employer's Non-Ownership Policy carried by the State.

2« The same employee has the same type of accident while on a pleasure

drive with members of his family. Any excess loss over nis policy

Limits would be his respensibility, as the Employer's Non-Ownership
Policy would not be in effect.

Wnen involved in an accident while diiwing a non-state owmed venicle
on state business, it is the responsibility of the employee to file an
acciden: report with the insurance company insuring the wvehicle."

If tnere are questions, please contact the Purchasing Agent.

COLLECTING DAMAGES FROM THE STAEEf

If a student or an individual noct connected with the school is injured,
ne or his parents can proceed in three ways to collect damages.

le fTertain buildings financed by the Wisconsin State Agencies Building
Corporation have 1liability insurance for the building and the im-
iate vicinlity. Please advise the Personnel Office if any such ;
claim should arisee. |

T 82
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2. L% a student clalus employes negligence caused him s paysical or
mantal injury (unot connected with a vehicle), we have
coverage through Classified Risk Insurance Corporation of Milwausee.

Advise the Personnel Office of any incidents.

3, The third outlet is the Wisconsin Claims Commission, State Office
Building, 1 West Wilson Street, Madison, Wisconsin, 53702. The

&y

individual must initiate this c¢laim.

SALARIES AND DEDUCTIONS - 4/18/72

Salaries

Faculty salaries are paid in ten equal installments for the regular session
and two equal installments for the summer session of eight weeks.

Checks are distributed on the first of the month through the faculty
mailboRes.

Withholding Tax Deductions

Federal and State regulations require UW~-Stout to withhold taxes from
pavrolls. All staff members must fill out Form W~4, Employees Withholding
Exemption Certificate. Each staff member receives Form W-2, Withholding
Tax Statement, at the end of the year to account for income taxes withheld.

Retirement Deductious

Most faculty members are included under the State Teacher's Retire-
ment System. Regquired deposits are 1% of employee's salary. Information
on retirement including early retirement possibilities is available in
the Personnel Office.

01d Age and Suxvivors Insurance

Social Sccurity deductions are 5.85% of the first $14,100 of annual
salary earned during a tax (calendar) year.

Savings Bond Deduction

All employees mav avail themselves of the payroll deduction plan for
thz purchase of saviags bonds. Staff members interested in this service may
obtain application forms from the Personnel Office.

Credit Union

Faculty members on an academic year appointment (paid in ten equal install-
ments) and who do not work the eight-week summer session, may use payroll deduc~-
tion to a credit union as a means of accumulating funds for the summer months
{August and September). Credit unions available are Menomonie Farmer's Credit
Union, State Capitol Employees Credit Union and University of yvisconsin Credit
Union. Sign-up forms are available in the Payroll Office.

Tax Deferred Annunities

Effective July 3, 1974, tax deferred annuities are available to faculty
members only through the State Teachers Retirement System. Contact the
Personnel Office for further information.
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FACULTY ABSENCES - 2/9/72

General

Members of rhe faculty must notify the immediate supervisor when
it is necessary to be away from campus for a day or more when the uni-
versity is in session, or when the absence would prevent the faculty
member from meeting the regularly scheduled class.

Vacations for Faculty on Annual Appointment (Effective 1/1/74) - 1/4/74

Holiday and vacationcredits are earned only by annual (twelve months)
appointees except that recurring positions that are less than twelve months,
non-teaching and work every day except holidays and the period without pay
will earn a pro rata amount.

Holidays for annual basis faculty are as follows:

January 1

Good Friday Afternoon

Last Monday in May (Memorial Day)

July 4

First Monday in September (Labor Day)
Fourth Thursday in November (Thanksgiving)
December 25

Afternoons of December 24 and 31

Holidays are earned whenever the employee is in pay status op the day before
and theday after the holiday.

Annual appointments earn twenty-two vacation days per year. Pro rata
earnings for partial month and partial year work are based on the following:

A. Determine the number of full months worked in the calendar year.

1. Allow a full month's credit for beginning on the 15th of a month
or before or ending on the 16th or after.

2. Allow no credit for beginning on the 16th of a month or after or
ending on the 15th or before.

B. Convert the number of months into vacation days earned through the
following chart:

dontns Days Months Days Months Days

Worked Earned Worked Earned Worked Earned
1 2 5 9.5 9 16.5
2 4 6 11 10 18.5
3 5.5 7 13 11 20.5
4 7.5 8 15 12 22

Employee vacation accounts will be creaited with a full year's earnings
on January 1 of each year. These days, therefore, may be taken before they
are actually earned. Vacation earnings will be prorated for terminations
during the calendar year. A refund from the employee will be required if
vacation taken exceeds the amount earned at the time of termination. Conversely
any unused earned vacation will be added to the terminating employee's last
Q check and will extend the last day in pay status by the unused amount.
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Yacation «rodits not taxen fn the veor earned may be carviad over Lor six
month: into tie aexl o endar Year 1

y

pruvovea by the divisiow adwinilstrator
and/or appropriate dean.  Unused vacation not spproved for carcy-over will japso.

System emplovevs tra
transfoer up o twenty-tuo

tnelr account ac UW-5tout.

sferring tc 2ligibie positlons at UW-Stour may
vacation days ecarcad ¢ tneir former scnool to

Employecs on leave without pay will have their vacation earnings ad-
justed on a pro Luta basis for the amount of cime gone.

Vacations are scheduled by supervizors o times and in cmounts most
desired by employees keeping in mind chie needs of the university and tche
emp lovee.

Fmployees who become 111 or Injured while un vacation may charge these
days under the sick leave policy and cescuncdule the vacarion days. Vacation
duys may also be used te cover days absent duc fo illness regarcdless of the
employee's sich leave earrnings balance.

Records of vacation belances ond use wiil be kept on a calendar ycar
basis and will Le centrally administered by the univccsity Perscnnel Cffice.
Vacat ion usage will be reported to the Personnel Office at the end of cach
month on forms provided by the Perscnncet Office. The Personnel Office will
notify emplovees of their current balance in Janualy oand September of each
year.

The position of Cuancelicr is covered by 2 different vacacion policy
established througn stace law ana not by any of fhne spove,

Compensatory time derinitvion end ucitlization:

A, Employees wovered by tue provisions of the faculty vacation policy
neec ot caarge all absences agaivse thelr vacacion accounc.
These wmployees, commonly refevred to as "total effort", are ex-
pected to work whitever amount of time 1s necessary in order to
accomplisi assignments and normaliy work in excess of cne bacic
lorty-nour work week witnout adaelitliroal pay. Where this occurs,
it s reasonable to allow a limited wse of 2 compensatory time
concept,

B, Acdordingiy, » tctal effort employese mav have sbsences during the
vedr of up tu one-adlf day for each absence that neead not be
charged against her/his vacaticn batanca. 1t is intended chat the
emplovee will be self-policiry in the application of this policy
as no record of time worked or time off wil. pe kept.

C. Periods of compensatory time off in excess of one-half day may be

pranted at the discretion of the Division Administracor.

J
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UNIVERSITY OF WLSCONSIN SYSTEM
FACULTY AND ACADEMIC STAFF
SICK LEAVE POLICY
(Approved by Board of Regents, June 8, 1973)

Absences of faculty and academic staff of the University of Wisconsin System
because of personal illness, injury or pregnancy, as well as attendance on

the children or spouse of a staff member whose condition requires the staff
member's direct carc, will be subject to the following leave policy, effective
July 1, 1973.

The policy is applicable, without regard to extent of appointment, to ail

faculty and academic staff other than graduate assistants or visiting faculty
who are covered by sick leave provisions at their home institutions,

ACCUMULATION OF LEAVE

staff members whose initial appointments are for nine months or more shall be
granted 22 working days* (i.e.,Monday through Friday exclusive of holidays) of

leave which they may draw upon as required by illmess, injury, disability, or
pregnancy. After 1L vears of service, additional non-lapsing leave is earned by
such members at the rate of 1 day per month for persons holding annual appointments,
6 days per semester and 4 days per quarter for persons who hold academic year
appointments with a maximum annual accumulation limited to not more than 12 days.
Unused sick leave shall accumulate from year to year in the staff member's account.

1f a staff member takes sick leave, the rate of sick leave compensation shall be
the rate of salary which the staff member would have normally received. ANther
than the 22 days of sick leave granted to the staff member upon appointment, sick
leave may be taken only after it has been earned (i.e.,it may not be anticipated).
A staff member utilizing paid sick leave continues to accumulate sick J=ave during
the period of absence, However, a staff member shall not accumulate sick leave
while on an unpaid leave of absence. Previously accumulated sick leave shall

not be affected by unpaid leaves of absence,

PRO-RATION OF ACCUMULATED SICK LEAVE

Initial entitlement and accumulation of sick leave as specified in the preceding
section assume full-time appointment of 9 months or more, Part-time appointees
have an initial entitlement, earn and are charged sick leave in proportion to the
extent of their appointment,

ALLOWANCE FOR PAST SERVICE

On the effective date of this policy, University of Wisconsin System staff members
whose appointments are normally for nine months or more shall have an initial
accumulation totaling the amount of sick leave the individual would have accrued
during previous years of service if this sick leave pian had been in effect less

a debit of two days per year of service,

CANCELLATION AND REINSTATEMENT

If a staff member leaves employment within the University of Wisconsin System,
unused sick leave will be terminated but will be reinstated if the staff member
is recappointed to any position within the 3ystem within three years.

-

* The word 'days," wherever used in this document, refers to working days.
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In the semester after the one in which delivery occurs, irrespective of her medical
condition, the staff member shall be granted, upon her request, leave without pay
for the bcmcster.“ In the case of a non-tenured faculty member such leave will

not be counted in the calculation of probationary time. A female staff member who
anticipates taking leave for maternity should so inform her chairman or supervisor

as early as possible.

STCX LEAVE DURING SUMMER SESSION

Staff members whose basic appointmen:zs are for nine months or more and who teach
in the summer session muy qualify for sick leave in the summer session, provided
inception of the illness occurse on the first or subsequent day of the summer session,
Visiting feaculty, if not covered by sick leave provisions at their home institutions
are covered during the summer session provided their appointments at the university
extend o0 at least nine wonths in addition to the summer session term. Exceptions
to this policy regarding sick leave during the summer session may be made, on
behalf of members of the permanent faculty only, at the discretion of the Chancellor,

EXEMPTED STAFE MEMBERS

Many members of th: Univers ty of Wisconsin-Extension staff hold joint appointments
with Jisconsin counties, t has been customary for most such individuals to observe
the vacation and sick 1LﬂVL policies of the counties in which they are based.
'rovisions of this sick leave policy do not apply to faculty and academic staff
mbers who elect to observe the sick leave policies of a county., However, the
iversity System s.ck leave policy does apply to county-based staff members who
ciect ko veceive coverage under income continuation insurance for which a state

contribution is muade,

KeCORDS

r_

tach department or equivalent unit shall maintain records of sick leave entitlement
‘or its faculty and academic staff members.

n

ESCHPTIONS
Nothing in this poiicy shall terminate benefits or commitments previously made
to persons absent for medical reasons on the effective date of this policy.

* [lther »arent may receive such leave in the semester following the birth of
the child. However, if both parents are employed by the university, only
one may receive such leave for child care.

M e e o 4 e et S A o A e farn S B S n ey e S > P - - —— - e -

Methond of Reporting Absences due to Sickness. When faculty members
are unable to report for work because of illness, they should inform their
immediate supervisors as soon as possible. Upon returning to work, faculty
mesbers will again immediately inform their immediate supervisors.

NOTE: A doctor's cercificate may be required for extensive illness.

Q 8% -
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USE OF SICK LEAVE TO SUPPLEMENT WORKMEN'S COMPENSATION

As of September 25, 1974, sick leave may be used in lieu of, or as a
supplement to workmen's compensation. This means that if an employee
chooses to use sick leave pending the outcome of a workmen's compensa-
tion claim, he may do so. If the claim is approved, the sick leave

used to cover the portion of the check covered by workmen's compensation
would be reimbursed to the employee's sick leave account.

Attendance ac Professional Meetings

Fuculty attendance at out—-of town professional meetings or conferences
is authorized by the administration. Reimbursement for the expense of travel
is governed by the laws of the State of Wisconsin and the policy of the Uni-
versity. Within the limits of available funds, it is the policy of the Uni-
versity to repay the necessary expenses of the member of the staff who is
sent as the official representative from the University to a meeting of an
association, to a sepcial conference, or on any other specific assignment.
Information wiih reference to receipts required, amount allowed for use of
automobile, tax exemption certificates, and other items in connection with
travel is available at the Business Office.

The University encourages faculty members to attend professional meet-
ings or conferences other than as official raepresentatives of the University
through partial reimbursement of expenses. The procedures noted above con-
cerning exzpense recelpts are followed.

LEAVES OF ABSENCE

Leaves ol absence of one year may be granted to teachers and staff mem-
bers. The usual procedure for obtaining such a leave is a recommendation to
the Chancellor by the appropriatr. Dean and Assistant Chancellor or Vice
Chancellor. -Upon return to the system the teacher may receive the same salary
which he would have received if he had remained continuously in service. An
extension of this leave may be granted.
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UNIVERSITY POLICY FOR CONSULTING BY FULLTIME FACULTY

A full time staff member under contract to the University may consult or
otherwise practice his or her profession up to the equivalent of one day per
week subject to the following conditions.

A. These activities must not interfere with the execution of normal
duties.

B. If the activities are of any extensive, recurring, or continuing
nature, the staff member shall report, in writing, the nature and
scope of such activities to the chairman of his or her department
and the appropriate dean or director. The dean or director, with
his or ner recommendation, shall pass this information on to the
assistant chance of the division.

C. Approval of such activities by the appropriate assistant chancel-
lor may be assumed unless the staff member is advised to the
contrary, in writing, by the appropriate assistant chancellor.

D. TIf the assistant chancellor disapproves of such activities, the
staff member has the right of appeal to the chancellor and from
him to the President and the Board of Regents.

E. University facilities, equipment, and supplies shall not be used
bv the staff for purposes other than carrying out their institu-
tional responsibilities without previous arrangements with the
appropriate University authorities.

ADMISSION TO COLLEGE ACTIVITIES

cheum

Faculty members and their families are invited to attend the regularly
scheduled lyceum events with no admission charge.

Athletic Events

Faculty members and their families are admitted to athletic events at re-
duced rates.

Organization-Sponsorad Events

vaculty members and their families are frequently provided complimentary
tickets to events sponsored by organizations. However, the policy governing
the admission cnarge to individual events is determined by the sponsoring group.

EMERITUS STATUS

Upon recommendation of the Chancellor, retired faculty members who have
given long and faithful service to the University may be granted emeritus
status. while neither stipends nor. responsibilities are involved in this rank,
emeritus facultyv members are welcomed at University functions.

ERIC 90 .
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UGN . TN FOR RETTREMENT OF UNCLASSIFIED STAFY

The foilowing policy is to provide a method of recognizing our faculty persons
upon their retirement.

The Chancellor's Office will be notified of a faculty member's retirement by the
appropriate division head. The regular organization procedure should be used.

The responsibilities of the Chancellor's Office are:

1.

Provide a certificate from the Governor's Office for State service. A
minimum of twenty years state service is required. The Chancellor's
Office will request the Personnel Office to obtain the certificate.

Provide the certificate from the Board Office for University service. A
minimum of five years service is required. The Chancellor's Office will
request the Personnel Office to obtain the certificate.

Provide recognition from Stout for Campus service. The Chancellor will
provide an appropriate letter of recognition award. It is the responsi-
bility of the appropriate division to submit to the Chancellor appropriate
information to enable him to prepare a personalized letter.

A1l Unjversity Recognition Dinner:

Near tre end of the academic year, an all university dinner will be held to
honor the retirees. This dinner will be planned in conjunction with the
Facuity Senate.

At the dinner:

-the three above awards will be presented

-a representative from each division will give a 2-4 minute speech for each
of their retirees; the division will designate the speakers

-no other gifts or awards are to be given at this dinner.

Emeritus recognition

When a faculty_member is to be given Emeritus status, the Chancellor will
awa;d this designation by means of a personal letter sent directly to the
retiree.

Publicity

The Chancellor's Office will notify University Relations of the names of
retiring faculty. : '

Alumni Publications

The Chancellor's Office will notify Alumni Services of the names of
retiring faculty.

NOTE: ‘The above procedure is to assure that these important people will receive
recognition for their service to the University. Individual units may plan any
other recognition or social events they may choose.

Q

9i




E

Aruitoxt provided by Eic:

1I-C-33

POLICY ON COPYRIGHT, OWNERSHiIP AND USE OF INSTRUCTIONAL MATERIALS

The following resolution was adopted by the Board of Regents of the University
of Wisconsin System on September 7, 1973:

That, upon recommendation of the President of the System,
The General Guideline Statement on 'Copyright, Ownership
and Use of Instructional Materials," dated Ceptember 4,
1973 (revised), providing that certain materials may be
copyrighted in the name of the Board of Regents of the Uni-
versity of Wisconsin System, be approved.

General Guideline Statement

Copyright, Ownership and Use of Instructional Materials

‘The following guidelines provide that certain materials may be copyrights in the
name of the Board of Regents of the University of Wisconsin System.

Tnese guidelines are an effort to bring into focus some of the underlying issues
involved in the ownership and copyrighting of instructional materials. This is
necessary because the University, with greater frequency, may have a direct in-
terest in certain instructional materials because substantial public resources
have been used in their creation and production or because a faculty member con-
tsacted with the University specifically to develop the materials. An example of
this would be a written agreement between the University and the faculty member
witn the specific, stated intention that a video-taped lecture series with a
published course outline and bibliography would be produced at University expense.

These guidelines do not assert a University property interest in materials which
result from the activities of faculty members in the pumsuit of their traditional
tceaching, research, and scholarly activities. These materials, including theses,
schoiarly articles, journal articles, research bulletins, monographs, and books

are implicit in the faculty member's role as a faculty wember and should be con-
trasted with materials produced pursuant to an explicit agreement where the faculty
mbmer acts under contractual arrangements to produce copyrightable materials.

Rvoolution of the interests of the University and of the faculty member must be
on a4 case-by-case basis, applying the principles and considerations of these guide-
lines.

- -
- S e
e WOai UL

o . types of materiais are among those which may now, or in the near future
be subject to copyright:

Books, texts, giossaries, bibliographies, study guides, laboratory
manuals, syllabi, tests, etc.

Lectdres . musicair or dramatic compositions, and unpublished scripts.

Films, fils .iriss, charcs, transporencies, and other visual aids.

Video and audio tapes and cassettes.

Live viz2o or audio broadcasts.

‘rograrkiec iastructional materials.

S oaputer programs.

Jiher materiais.
|
\
|
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These matericls may be produced ur developed by the faculty and staff under
varying circumstances:

(1) No Univers.ty support or involvement;

(2) Minimal University support and involvement (such as the use of
laboratories and/or equipment), but with no released time (i.e.
from assigned University duties);

(3) Substantial University support and involvement and/or release
time with the expectation that copyrightable instructional

materials will result;
(4) "Work-for-hire'" or as an assigned duty;
(5) Direct support from an extramural sponsor.

It is the policy of the University that copyrightable materials produced
as stated ia (1) and (2) above belong solely to the author(s), artist(s),
or other creator(s).

In situations where the interested parties expect copyrightable materials

to evolve, the creation of a written agreement shall be considered. 1In the
absence of a written agreement, the rights to scholarly, research or instructional
materials are assumed to lie with the author(s), artist(s), or other creator(s).
Materials produced with substantial University support or during released time
(as in (3 ) above) shall be the subject of a written understanding or agreement
between the author(s), artist(s), or other creator(s), and the Chancellor or his
designee, that equitably determines copyright and ownership rights. If the Uni-
versity chooses not to copyrights materials to which it has a right, the faculty
member (s) may do so in his own name if he/she wishes. This 2atter situation will
apply to the vast majority of regular scholarly and research publications of the
academic staff which are part of their normal academic activities.

When the production of copyrightable materials is a primary purpose of employment,
a written "work-for-hire'" agrcement shall be executed. Fair payment shall be

made to the creator(s), for which the University shall receive all rights to the
material and receive all royalties and fee:. When such materials are produced as
an assigned duty, the University shall own all rights and receive all royalties

and fees, except where a contrary agreement has been reached between the creator(s)
and his/her administrative head.

Whenever copyrightable materials are produced with extramural support, as stated

in (5) above, the agreement with the extramural sponsor shall determine the copy-
right and ownership rights of the parties. Additional guidelines on specific types
of materials wiil be issued by Central Administration of the UW System as needed.
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Cuildeline Statement on

Ownersnip, Use, and Control of Instructional Recorded Materiais

Instructional Recorded Materials include all videotape, audiotape, photoygrapnic
movie film or slide presentations or the like, prepared for instructional use,
as well as supportive materials such as instruction manuals, control means,
instructor aids or lessons, student manuals, ass.gnments and similar materials
which are necessary for successful use of the primary recorded material.

When materials are produced or developed unde - the following circumsta. ces;

(1) Substantial University support and involvement and/or release time with

trhe expectation that copyrightable recorded instructional material will result;
(2) "Work-for-hire' for the University,; or (3) An an assigned duty for the
University; then the foliowing guidelines shall be used to establish a prior
written ayreement between the parties involved.

Tn cases where no such agreement exists, the rights to scholarly research
or instructional recorded materials are assumed-to lie with the author(s),
artist(s) or other creator(s).

I. Ownership andé Copyrighr
A. Propertv richts in recorded materials will be vested in the University

when the contributions of the producing institution exceed $5C0
exclusive of reiease time of the faculty member(s), and/or when
suostantial release time is assigned for the development of such
materials. Calculatbn of costs should include use of laboratories,
suppiies, equipment and support staff. A best estimate of these
total costs 1s acceptable.

r = conditions of production, use, and final disposition will vary
irom time to time, the faculty member(s) and the producing agency
must develop a written agreement to be signed by the faculty member(s)
and an auchorized officer of the University prior to the beginning of
production which clearly defines the rights and responsibilities of
all princinal partiles, including heirs. The contract should be
complete and specify any or all exclusions. Institution or Central
Administration legal staff will need to be consulted so that the
standard ccuactracc forms developed for this purpose shall satisfy

this requirement.

e
o
.

acrziip of rucordes gwterials produced under the above conditions
resides witn the University. The University may copyright these
aeiteTidl  when Lt 1s agreed upon by the interested parties that such
srotectic.. .5 approsciate.

v. h Lacuocy member(sy waiil be responsible for the clearance of
CCeVaolsly o syrighteg nmaterials which are included in recordea
».rer’ils.  Tne University will provide guidelines, release forms,
dafie .egal assistance as needed.
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IT. Baculty Rights
A. Autonomy

1. Suitability and relation of the project to the academic mission
of the institution shall be determined by the Chancellor or his
designee with the concurrence of Central Administration.

2. The sponsoring department shall designate the faculty member(s)
who assumes responsibility for the content and structure of the
projecc.

B. Internal Use

1. '"Internal" is defined as all University of Wisconsin campuses
and Extension by television or otherwise.

2. Internal use of recorded materials should receive timely and
periodic review by users and producers to insure currency aad
relevance.

3. Internal users will b expected to pay to the producing institution
only minimum costs based on the actual production costs of
instructional materials plus a handling charge where applicable.

C. External Distribution

1. Release of recorded materials for external distribution shall
be negotiated between the University and the respousible faculty
member (s). When possible, this agreement shall become part of
the written contract prior to beginning of production. Since
all ultimate uses cannot be anticipated, pro¥ision should be made
in the contract to assure that such uses could be arranged upon
further negotiation.

2. Charges to external users will have to be negotiated by the
producing institution with such users. It is possible that
differing fees to other state agencies, non-profit educational
users, consortium users and others will be a result of these
negotiations.

D. Revision or Withdrawal

1. The recorded materials shall not be altered or revised without
consultation with the original responsible faculty member(s).

2. The responsible faculty member(s) may recommend to the University
and other users the discontinuance of distribution and/or use
of materials which he/she deems no longer appropriate or detrimental
to .is/her professional reputation.

3. Ir the Unlversity continues the discussion and/or use and/or the
authorization of use by others of materials contrary to the
recommendation of the responsible faculty member(s), all
ideatification of the faculty member(s) shall insofar as possible
be removed from the material and it shall not be advertised or
presented as his/her work.
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Faculty Compensation

A.

Production

M
e

Faculty should normally be accorded released time at a declining
level through the stages of planning, production, and presentation,
including the first and subsequent semesters of utilization.
Faculty eligible for relcased time shall include the responsible
faculty member or other faculty members assigned by department

or its functional equivalent,

Reuse

The responsible faculty member(s) shill be offered the opportunity
to assume responsibility for the presentation of the recorded
material. If he or she declines, the assignment of responsibility
will be made by the Chancellor or his designee.

The responsible faculty member(s) should be consulted when
reccrded materials are considered for use in courses other than
the ‘ne for which they were produced.

Compensation for External Distribution

1.

val

1.

The financial benefits of external distribution shall be shared
by the department of functional equivalent, the responsible
faculty member(s), and the institution, with a portion designated
for the production group.

It is recommended that before amortization of the institution's
total investment is complete, the division shail be: 20% to the
department or functional equivalent, 10% to the faculty member(s),
and 70% to the institution for amortization of production costs.

It is recommended that after amortization of the institution's

total investment, the division shall be: 25% to the faculty
member(s) and 75% to be divided between the department or functional
equivalent and the institution in a proportion to be determined

by the Chancellor.

It is recommended that the department's or functional equivalent's
share be devoted to (1) teaching load adjustment necessitated by
production, or (2) development of new course materials and/or the
revision of upgrading of the original recorded materials.

This distributiorn shall be continuing except in the case of

rermi.. cion or death. (See Section III E. 2.)

Recommenaation III. (C.) (2) and III. (C) (3) do not apply to
"work-for-hire' arrangements or to the production of copyrightable
materials as an assigned duty.

side Resource Person

Fees for outside consultants or guests shall be negotiated between
the production unit, the responsible faculty member(s), and the
guest,
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E. Compensation Following Termination

1. The inst:tution's right to use recorded materials will
continue regardless of the employment status of the
responsible faculty member(s).

2. The faculty member's share in external distribution
revenues shall remain the same for a four year period
and shall accure to hir or her'heirs in the event of
termination or death.

IV. Administration and Review of Guidelines

A. Administration of these guidelines shall be vested in the
Chancellor or his designee.

B. Appeal from differences arising out of contract negotiations
may be referred to a board convened by Central Administration,
Academic Affairs. ‘

C. These guidelines may serve as the basis of contract between
the responsible faculty member(s) and the institution.

WAIVER OF SEGREGATED FEES =~ 1/12/74

Segregated fees will be excluded as part of che charge for course
offerings when the courses taken are physically remote from the campus and
it is improbable or :‘mpossible for students in such courses to make use
of campus facilities. ‘

Segregated fees will also be exluded as part of charges for faculty
or classified employees who are enrolled in courses at Stout. Faculty
and classified employees may receive this waiver on the basis that they
are entitled to use of campus facilities based on their employment.

When such waivers are granted, the student foregoes entitlement to
such services as were waivered.
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D. PUBLIC INFORMATION

Information concering faculty and student activities or accomplish-
ments is released to local, state and national news media through the
office of University Relations which maintains a news service for this
purpose as part of the Chancellor's 0ffice. In addition, contacts are
made through this office whereby representatives of the area press,
radio and television cover selected campus activities.

——

This policy assures faculty members of maximum coverage concerning
their accomplishments and assures Univ. of Wis. - Stout that the achieve-
ments of its faculty and students will reflect widely and creditably upon
the university.

Consequently, all ideas or material suitable for such general news
releases should be delivered in person to the University News Service or
sent with an explanatory note through the mail. However, because of the
technical aspects of releasing public information and to assure its
accuracy, the 'personal transfer' technique is preferred.

Faculty members are encouraged to contact the university news service
with ideas which may lend themselves to feature articles or picture possi-
bilities which, by their nature, usually receive special attentlon from
most editors and news directors.

Magazine articles written by faculty members for the publications of
professional organizations to which they belong or specialized information
for learned publications may be sent directly to the publication concerned.
A note announcing the acceptance of such material is then welcomed by the
Director of University Relationms.

Adherence to the aforementioned procedures is advised so that faculty
members may be relieved of the burden of writing articles of a public
information nature for newspapers, radio, television or general magazines,

Experience has proven that a more adequate, uniform presentation of
public information is possible by the assignment of such responsibility to
trained personnel.

08
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FACULTY RESPONSIBILITILS AMND DUTIES

The following is descriptive of positive roles for teaching mombers of the
faculty:

CREDENTIALS

Each faculty member is responsible for seeing that the file of his credentials
is complete. As additional credits are earned, a transcript of these credits
should be added to the faculty member's personal file in the Vice Chancellor's
Office.

Personnel files are not available to members of the public without the con-
sent of the person who is the subject of the file. Faculty are entitled to
have access to his or her own file, except for documents which are permissibly
confidential. Under Wisconsin law, information which was obtained under an
official pledge of confidentiality, where such a pledge was necessary to ob-
tain the information, may be held in confidence. Otherwise, a document in

4 personnel file may not be withheld from a person who is authorized to examine
the file, including the faculty member.

TEACHING-LEARNING FACILITATION

Faculty members are responsible for:

1. Stating in writing at the beginning of each semester, to each
student and to the department chairman:

A. The objectives of each course for which the individual is
responsible.

B. The course content in clear and concise terms.

@]

A statement of attendance policies.

D. A statement of the evaluation procedures used to determine
the final grade.

2. Showing evidence of evaluating the instruction by demonstrating
how the course objectives are being achieved (if asked by the
department chairman).

3. Establishing and implementing a plan of evaluation of instruction
from students and/or faculty.

4. Abiding by the principle established by the article entitled, "A
statement of the Association's Council: Freedom and Responsibility'-
AAUP Bulletin, Winter, 1970, pp. 375, 376, as follows:

'It is improper for an instructor persistently to intrude
material which has no relation to his subject, or to fail
to present the subject matter of his course as announced
to his students and as approved by the faculty in their
collective responsibility for the curriculum.'"
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INSTRUCTIONAL ADVISEMENT

Members of the faculty are responsible for:

1. Allocating a number of hours a week needed for instructional
advisement.

2. Posting a schedule of times available to students.

3. Being accessible to the students during the time designated for
instructional advisement.

4., Providing each student with an analysis of class work and con-
structive suggestions for improvement when this advice is sought

by the student.

FACULTY MEETINGS

Faculty meetings are held as occasions for them arise, usually on call
by the Chancellor. Faculty members are expected to attend these meetings.
School, division and departmental meetings are scheduled by the respective
deans, directors and chairmen.

ATTENDANCE AT COMMENCEMENT

At Univ. of Wis., - Stout commencement activities are considered to be
part of the faculty-student relationship. There should be faculty parti-
cipation at all commencements. Administrators, department chairmen and one
or two faculty members from each department, depending on department size
and selected by the department chairman, are required to attend. All faculty
are invited to attend. Faculty members are expected to attend in academic
dress of cap, gown and hood. Rental of regalia may be arranged at the book-
store in the Student Center. Requests to be excused from activities at a
particular commencement should be submitted to your immediate supervisor.

DUTIES AND RESPONSIBILITIES OF ORGANIZATION ADVISERS

At Univ. of Wis., = Stouﬁ a faculty member accepting appointment or
election as an adviser is expected to be an active participant in the organ-

ization.

1. He should plan to attend as many of the regular and special meetings
as possible. Also, he should serve as a resource person for the
executive and nominating committees. His specific role on these
committees will be determined by the constitution of the organi-

zation.

2 e should work cooperatively with the officers in helping members
develop efficient and interesting meetings. In part, this will
involve a knowledge of standard parlimentary procedure.

3. He may wish to check the treasurer's bocks occasionally but the
actual auditing of these books is arranged on an annual basis by
the business office.
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4, He will be expected to chaperone all major social activities of
the organization. If he finds it impossible to serve as chaperone,
he should see that a chaperone is secured in accordance with
University regulations. He will be informed of all minor social
activities.

5. He can be of great value In helping the group develop acceptable
social behavior. University students generally are anxious to
conform to usual soclal customs; frequently an adviser will per-
form his greatest service by effective counseling in this way.

6. He will be able, unobtrusively but definitely, to assist indi-
vidual members with their problems. When advisable, he should
use all of the personnel services available, either by referral
or by conference.

7. He should be on the alert for special talent among members of the
group and should encourage the development of such talent.

8. He will encourage the members to achieve a continuous evaluation
of their program.

The adviser should be familiar with the Student Handbook, especially
the sections on the Student Conduct Code.

A faculty member ordinarily will not serve as an adviser during his

or her first year at Stout. Speclal approval for a waiver of this provi-
sion may be requested of the Dean of Students.

COURSE OUTLINES

Department Chairmen will maintain an up-to-date file of course out-
lines for their respective departments.

UNSCHEDULED COURSES

Instructional activities conducted on campus utilizing university
facilities and the service of university personnel, and for which fees
are collected, must be approved in the same manner as any other learning
experience. Fees would be collected in the same manner as the procedure
already existing for other university learning experiences.

DUTIES OF CHAPERONES

A chaperone at a major social event has a dual obligation: To assist
the organization in conducting a successful affair and to act as the
official representative of the University.

Some suggested responsibilities include:
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Seeing that the student hosts and hostesses verform adequately.

Assisting the committee in charge of the event to encourage
everyone present to partieipate. ’

Helping the committee to maintain acceptable standards of conduct.

Acting promptly in cases of serious infraction of University
standards.

Reporting the activity as requested, indicating suggestions for
future events.

Remaining at the social event for its duratione.

University social events are as much a part of University life as are
other University activities. Such events provide students an opportunity
for the development of poise, grace, and skill in meeting people in natural
situations. They should help raise the student's standards of entertainment
and increase acquaintanceship among studentse

EXIT PROCEDURES FOR FACULTY AND ACADEMIC STAFF

Department administrators are expected to hold an exit interview with each
staff member who will not be returning. At that time the staff member will
be given a check-out form which will provide for clearance in the following
areas in order that the final payroll check will be issued.

Check your keys in with Mr. Colden, Buildings and Grounds, General
Services Building.

Return all University of Wisconsin-Stout books to the library.

Be certain all university accounts are paid in full at the Business
Office.

Faculty Handbook returned to immediate supervisor.
Forwarding address given to Payroll Office.
All textbooks returned to the Textbook Service.

Rental Car Charge Card must be returned to Administrative Services
Office, 325 Administration Building.

All university property not indicated in the above must be returned
to the proper source (such as department).
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9/28/70

FACULTY PARTICIPATTION IN STRIKES OR BOYCOTTS

Resolution 3625. Resolved, That a faculty member of the Wisconsin State

Universities System, as an employee of the WSU Board
of Regents, is prohibited, as a condition of employment, from engaging
in strikes or boycotts against the normal teaching activities of said
System, and from encouraging or causing others to engage in such strikes
or boycotts, and from advocating such strikes or boycotts.

Such conduct may result in forfeiture of salary, suspension without pay
and/or termination of employment under such rules and regulations as
may be promulgated by the Board of Regents, WSU System.

POLICY FOR EMPLOYEES ENGAGING IN POLITICAL ACTIVITY, SEEKING ELECTIVE
OFFICE AND SERVING AS AN ELECTED OR APPOINTED OFFICIAL

Resolution:

That the following policy for employees engaging in political activi-
ty, seeking elective office and serving as an elected or appointed official,
be approved:

1. No political campaigning activities shall be engaged in during
hours when an employee is expected to be performing his or her
regularly scheduled university duties. Further, as provided in
recent state legislation, no officer or employee may solicit
or receive or be involved in soliciting or receiving any contribu-
tion or service for any political purpose from any officeroor
employee of this state while on state time or engaged in his
official duties as an officer or employee.

2. If a staff member chooses to enter a primary campaign, he or
she, in consultation with the department chairman and dean should
determine whether or not this activity will impair or encroach
on performance of university-duties. If it is determined that
it will, a reduced-time appointment should be arranged for the
period of the primary campaign.

3. 1f a staff member a candidate in a regular election, step 2
should be followed with the expectation that a reduced=-time
appointment would be in order.

4., 1If a staff member is elected, he or she may be granted a leave
of absence for the initial term of office where the time demands
of the office would not allow continuance of full or part=-time
performance of university duties. If the individual is elected
to a second term, it would be the normal expectation that the
individual would sever his or her relationship with the univer-
sity. If a campus wishes to extend the leave of absence in this
instance, justification should be advanced to the President of
the System and the extension must receive the specific approval
of the Board of Regents.
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5. 1If a staft member accepts appointive, local, state or national
office, political or educational in nature, he or she may be
gran:ed a leave of absence for the initial appointment term
where the time demands of the office would not allow continu=-
ance of full or part-time performance of university duties.
Extension of the leave beyond the initial term shall require
justification and approval as outlined in 4 above.

6. Service as an elected or appointed official on off-hour demand
activities (e.g. school boards, city councils, county boards or
on local, state or national commissions) would not normally

require a reduced appointment or leave of absence. Each case
should be reviewed.

INTERIM POLICY FOR THE IMPLEMENTATION OF THE
WISCONSIN OPLEN MEETING LAW
CHAPTER 297, SECTION §p.7ZRWISCONSIN STATUTES
The Wiscoasin Open Mecting Law (66.77 Wisconsin Statutes) is based upon

the need for "informed electorates." Thus all meetings of governmental bodies
must be open to any interest citizen. A governmental body is any formally consti-
tuted state or local agency (see 66.77, Section 2.c for complete definition). A
meeting means the convening of any governmental body in a session such that the
group is vested with authority, power, duties, or responsibilities not vested in

any of the individual members (see 66.77, Section 2.b for complete definition of

an open session) unless declared a closed session. Closed sessions may be declared
for the following purposes:

(a) Deliberating after judicial or quasi-judicial trial or hearing;

(b) Considering employment, dismissal, promotion, demotion, compensaticn,
licensing or disciplire of any public employe or perscn licensed by a
state board or commicssion or the investigation of charges against such
person, unless an open meeting is requested by the employe or person

charged, investigated or otherwise under discussion;

(c) Probation, parole, crime detection and prevention;
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(d) Deliberating or negotiating on the purchasing of public property, the
investing of public funds, or conducting other public business which
for competitive or bargaining reasons require closed sessions;

(e) Financial, medical, social or personal histories and disciplinary data
which may unduly damage reputations;

(f) Conferecnces between any local government or committee thereof, or ad-
ministrative body, and its attorney concerning the legal rights and
duties of such agency with regard to matters within its jurisdiction;

(g) Partisan caucuses of members of the state legislature;

(h) Transacting the business of the state legislature, pursuant to joint

rules of the senate or assembly, which specifically so permit.

Groups that must follow this law are all task forces, department committee
mectings, and department meetings, all school or college meetings, divisioﬁ council
meetings, chancellor council meetings, senate meetings, and standing committee
meetings. Any group requiring an interpretation as to whether they must follow
this law may be deterﬁined from the vice chancellor upon written request.

Notification of all meetings will be-achieved in the following manner:

(1) A monthly calendar of all mcetings that meet on a weekly basis will be
posted in the Student Center and Administration Building and distributed
to the news media who have filed a written request for such material.
This calendar will list the body meeting, the time and place of their
meeting, a summary of the agenda, how the complete agenda can be obtained,
and the chairman of the meeting.

(2) A weekly calendar of meetings not regularly scheduled. This calendar
will list the group meeting, the time and place of the meeting, a summary
of the agenda, how the complete agenda can be obtained, and the chairman
of the meeting. This calendar will be posted in the Student Center and

Administration Building and distributed to the news medias requesting
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such notice. The individual initiating the meeting and/or the chairman
of the committee will be responsible for seeing that the meeting is
properly publicized.

The development of the monthly and weekly calendars will be the responsibility
>f the Director of University Relatioms. All scheduled meetings will be posted by
submitting the completed attached form to the Director of University Relations.
Additicnal information on meetings may also be obtained by calling the chairman of
the meeting.

Secret ballots mway not be taken by a governmental body at any meeting open or
closed. Ary member of the group may require that a vote be taken in such a manner
that the vote of each member may be determined and recorded.

Additional information may be obtained by reviewing the entire statutes which

is as follows:
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1973 Senat ' ! }
cnato Bill 462 Date published*:  gune 15, 1974

CHAPTER 297, LAWS OF 1973

AN ACT to repeal and recreate 66.77 of the statutes, relating to open meetings of
governmental bodies and providing a penalty.

The people of the state of Wisconsin, represented in senate and assembly, do
enact as follows:

66.77 of the statutes is repealed and recreated to read:

66.77 OPEN MEETINGS OF COVERNMENTAL BODIES. (1) In recognition of the fact
that a represcntative government of the American type is dependent upon an informed
electoratc, it is declared to be the policy of this state that the public is en-
titled to the fullest and most complete information regarding th-~ affairs of govern-
ment as is compatible with the conduct of governmental affairs and the transaction
of governncntal business. The intent of this section is that the term "meeting" or

"session'" as used in this section shall not apply to any social or chance gathering
or conference not designed to avoid this section.

(2) 1In this section:
(a) '"Closed session' means any meeting not an open session.

(b) '"Meeting'" means the convening of a governmental body in a session such that
the body is vested with authority, power, duties or responsibilities not vested in
the individual members.

(c) '"Governmental body'" means a state or local agency, board, commission, com=
mittee, council or department created by constitution, statute, ordinance, rule or
order; a municipal or quasi-municipal corporatlon, or a formally constituied subunit

of any of the foregoing.

(d) "Open session' means a meeting which is held in a place reasonably acces-
sible to mexbers of the public, which is open to all citizens at all times, and
which has received public notice,

(e) 'pPublic notice'" means statutorily required notice, if any. If no notice
is required by statute, it means a communication by the chief presiding officer of
a governmental body or his designec, to the public and to the official municipal
or city ncwspaper designated under s. 985.05 or 985.06, or if none exists, then to
members of the news media who have filed a written request for such notice, which
communication is reasonably likely to apprise members of the public and of the news
media of the time, place and subject matter of the meeting at a time, not less than
one hour prior to the commenccment of such meeting, which affords them a reasonable
opportunity to attend.

KhkkAakhhhhhhdkihk

*Section 990.05, Wisconsin Statutes: Laws and acts; time of going into force.
"Every law or act which does not cxpressly prescribe the time it takes effect
shall take effect on the day after its publication."
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(3) Except as provided in sub. (4), z2ll meetings of governmmental bod” s shall
be open sessions. No discussion of any matter shall be held and nc action of any
kind, formal or informal, shall be introduced, deliberated upon, or adcpted by a
governmental body in closed session, except as provided in sub. (4). Any action
taken at a meeting held in violation of this section shall be voidable.

(4) A governmental body may convene in closed session for purposes of:
(a) Deliberating after jucicial or quasi-judicial trial or hearing;

(b) Considering employment, dismissal, promotion, demotion, compensation,
licensing or discipline of any public employe or person licensed by a state board
or commission or the investigation of charges against such person, unless an open
meeting is requested by the employe or person charged, investigated or otherwise
under discussion;

(c) Probation, parole, crime detection and prevention;

(d) Deliberating or negotiating on the purchasing of public property, the
investing of public funds, or conducting other public business which for competi-
tive or bargaining reasons require closed sessions;

(e) Financizl, medical, social or persomal histories and disciplinary data
which may unduly damage reputations;

(f) Conferences between any local government or committece therof, or adminis-
trative body, and its attorney concerning the legal rights and duties of such
agency witn regard to matters within its jurisdiction.

(g) Partisan caucuses of members of the state legislature;
(h) Transacting tlLe business of the state legislature, pursuant to joint
rules or rules of the senate or assembly, which specifically so permit.

(5) Yo motion to hold a closed session or to adjoura an open session into a
closed session shall be adopted unless the chief presiding officer annot'nces to
those present at the meeting at which such motion is made the general nature of the
business to be considered at such closed session, and no other business shall be
taken up at such closed session. No governmental body shall commence an open
session, subsequently recess into a closed session, and subsequently reconvene into
an open session within a l12-hour period, unless public notice of such subsequent
open session was given at the same time and in the same manner as the public notice
of the initlzl open meeting.

(6) Unless otherwise specifically provided by statute, no secret ballot shall
be utilized to determine any election or other decision of a governmental body at
any meeting, and any member of such body may require that a vote be taken in such
manner that the vote of each member may be ascertained and recorded.

(7) No duly elected or appointed member of a governmental body shall be ex-
cluded from any meeting of such body, or from any closed session of a subunit
thereof, unless tne parent body adopts rules to the contrary.
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(8) Any member of a governmental body who knowingly attends a meeting of
such body at which a violation of this section occurs shall forfeit without reim-
bursement not more than $2C0 for each such violation, provided that he shzll not
be liable if he calls for a vote on whether the body shall take that action con-
stituting such violation, or if he is recorded in the minutes of the body as voting
against the action constituting such violation.

(2) The department of justice may bring an action under this section cn its
own motion. In such cases, the court shall award the recovery of the forfeiture
together with reasonable costs to the state.

(10) The district attorney may. commence aun action under the section upon the
verified complaint of any person. In such cases, the court shall award the re-
covery of reasonable costs tc the county. If no action is commenced within 20 days
after verification such person may bring an action in his own name and, if the
defendant is found quilty of violating this section, the court may award costs and
reasonable attorney's fees to the plaintiff.
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UNIVERSITY OF WISCONSIN - STOUT
OFFICIAL VWEEXLY MEETING NOTICE
Group Namz:
Person in Charge: —
Meeting Date: Time; Building: Room:

Brief Agenda Summary ;

Please send to Chuck Buelow, Administration building, by 3 p.m. Friday for Monday
morning posting,

co-
P 0 e o e G S e e P D P P e T P . e S S - T P O o

UNIVERSITY OF WISCONSIN - STOUT

OFFICIAL MONTHLY MEETING NOTICE

Group Name:

Person in Charge:

The above group will meet each during the month of
' (Day)
in of .
(Room Number) (Building)

Brief Agenda Summary for the month:

Please return to Chuck Buelow before the first of every month for posting by the
first,
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SCHEDULING EDUCATIONAL ACTIVITIES

‘ 1. TFINAL EXAMINATIONS

a. Backeround. Eight or nine years ago, Stout moved away from a "final
examination week,' and proposed in its place continuous progress
evaluation. (In the past year several other universities in the -
system have also eliminated "final exam week.')

Realizing that some instructors find longer periods valuable for
certain kinds of evaluation, but that development of a special
schedule for finals restricts the culminating activities in classes
where such an evaluation procedure is not appropriate, the following
policy will be implemented for 1973-74:

b. Policy,

(1) Any instructor wishing to give an examination requiring greater
time than a normal class period may elect to do so. There will
be consultation with the department chairman when this approach
is chosen.

(2) The longer period will be scheduled through the Registrar's Office,
generally after 6:00 p.m. to minimize conflicts. Requests will be
made to the Registrar by the end of the second week of the term.

(3) Conflicts in individual student schedules which result from these

' changes will be worked out between the student and the instructor.

(4) The instructor may cancel regular class hours in an amount equal
to the length of the exam period.

(5) Announcerment of any special examination periods will be made to the
class by the end of the third week to allow the student to plan
accordingly.

2. TIME PERIOD FOR TURNING IN GRADES

a. Backeround. For a number of years, faculty have hLeen requested to
turn in grades within 24 hours of the end of the semester. There
were several reasons for this procedure. It was desirable to inform
students as soon as possible of their achievement; students who were
to be dropped as a result of low grades should be given the maximum
chance to appeal the decision; and with computerization of grade
reports, the cost of filling in grades turned in late becomes sizeable.

There was at least one major disadvantage of this early grade reporting
requirement. Faculty who wish to 8ive "final exams" which require a
considerable amount of time to grade Were encouraged to give the exams
sometime before the end of the course, with the result that many
students left the campus several days before the end of the semester,

' b. Policy. TFaculty are strongly encouraged to provide stimulating classes
through the last scheduled period of each term. Grades will be due in
the Registrar's office no later than four days after the end of the
term, Sundays and holidays not included. The Registrar will announce the

Q due date to the faculty each term.
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3.

SPRING RECLESS

For a number of ycars, spring rccess included Easter. If
Easter was carly, the rccess followed FEaster Sunday; if Laster was late,
the recess prcccded Easter Sunday. As we moved the end of the academic
year to the middle of May (to facilitate ending the first semester before
Christmas and eliminate a "lame duck session"), we created a "new lame
duck session" between Easter and the end of the school year. Aalso,

there was an exceptionally long period without a break during Semester II.

a. Dackground.

Spring recess will consist of one week immediately following the
Classes will be dismissed on

b. Policy.

third quarter (mid-point of Semester II).
Good Friday, regardless of when it falls,

LENGTH OF SCHOOL DAY

a. Background. This spring it was announced that the following period
schedule would begin with Semester II, 1973-74:

Period No. Time

ji 8:00 - 8:50 A.M.
II 9:00 - 9:50 AtMo
III 10:00 - 10:50 A.M.
Iv 11:00 - 11:50 A.M.
v 12:00 - 12:50 P.M.
VI 1:00 - 1:50 P.M.
VII _ 2:00 - 2:50 P.M.
VIII 3:00 - 3:50 P.M.
o : IX 4:00 - 4:50 P.M.
e X 5:00 - 5:50 P.,M.
X1 . 6:00 - 6:50 P.M,
XII 7:00 - 7:50 P.M.
XIII 8:00 - 8:50 P.M. ]
XIv 9:00 - 9:50 P.M.

It has been a common practice to schedule a majority of courses
in "prime times", usually 9-11 and 1-3.

with Semester II, 1973-74, all departments are
spread their classes from pcriods I~-X and to

few courses for scheduling in the evening and
School deans will rule on necessary exceptions

b. Policv. Beginning

required to evenly
carefully seclect a
Saturday morning.
to this policy.
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NOTE:  Adtemnative 11 accepted o 2 years probationary October 1974
period.  To be revdewed at that time.

UNIVERSITY OF WISCONSIN - STOUT
Grading Policy

1.0 The grading policy at UW-Stout provides for two distinct
alternative grading methods. As a point of departure, all
current course offerings are considered to be operating under
Alternative I. Movement of sequences of learning experiences
to the Alternative II policy, which is designed to facilitate
competency based instruction, may be accomplished through the
normal instruction and curriculum approval process.

A rcquest for learning experience to be graded under Alter-
native IT will include at least the following:

a. List of competencies which are to be achieved.

b. Criteria for measurement of achievement.

c. Description of procedures for evaluation of student
achievement.

d. Description of process for recording and reporting
achievement of competencies.

c. The level and credit-hour equivalency of the
learning experience sequence.

‘The nature of the descriptive material should be such that the
curriculum committee is able to judge that the academic
integrity, level, and rigor of the resulting learning experiences
will be consistent with the expectations of the university for
course sequences at a comparable level.

Sequences of Learning Experiences designated by curriculum
cammittece action for grading under Alternative II will be so
graded for all students enrolled; reversion to Alternative I
will similarly require action of the curriculum committee at
the request of the program director or directors.

2.0 Provisions of Alternative I Grading Policy

2.1 Each Faculty member is responsible for providing a grade
for every student enrolled in his or her classes at the
end of the term of enrollment based upon the officially

approved grading symbols,

The following grade categories may be assigned by faculty
members responsible for instuction in the course:

o
3]

2.21 Evaluative Grades

2.211 7To undergraduate students:

A - Exceptional Achievement

B - Above average

C - Average

D - Below average, but passing
@ F - Failure
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2.31

| S
[ 98]
fa—
[ ]

To graduate students:

A - Exceptional achievement

B+- Above average graduate level work

B - Average graduate level work

B-- Below average graduatc level work

C - Acceptable, but less than cxpected
graduate level work

D - Unacceptable graduate level work

- Failure

Non-Evaluative Crade
I - Incomplete

May be given in a course where the student
fails to complete the work due to absence over
which he has no control, provided his work has been
satisfactory during the period of attendance in
the course. A statement on the approved form
should be attached to the grade roster, including
reason for "I'", removal requirements, approximate
grade, and a deadline not less than four weeks nor
more than one year from the end of the term that
the "I" was given. Each instructor must assign an
evaluative grade symbol or a "W" for each incomplete
given within one year of the date that the "I" is
assigned. Incompletes not removed within one ycar
will be referred to thc department chairman for
gradc assignments.

"IP'" - In Progress

May be given when the student has been in
regular attendance but required additional time
to accomplish the course requirements. A state-
ment on the approved form should be attached to
the grade roster, including the reason for the "IP",
removal requirements, approximate grade, and a
proposed date by which the "IP" will be removed.

The grade "IP" may be given for Research Papers,
Thesis, Independent Study, Field Experience.
Internship, and other courses approved through the
normal instruction and curriculum approval process.

If the "IP" is not removed within two years of the
date end of the term in which it was given, the
course must be re-registered for to remove the "IP".
The grade "IP" will remain on the record until an
evaluative grade is assigned.

2.3 Grades Assigned by Other Than Instructor

The grade of "W" (withdraw) will be assigned by
the registrar for authorized withdrawal from class

“"after two weeks of class.
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Grades Not Assigned

Should a faculty member fail to assign a grade to an
cnrolled student, the rcgistrar will notify the chair-
person of the department which offers the course.  The
chaitrvperson, upon consultation with the faculty member,
will assign an appropriate grade (A,B,C,D,F, or I) under
the provisions of article 2.2 above.

2.5 Grading Option for Students

Within the first two weeks of the term of enrollment,

a student may petition the registrar to record a grade
of S or U for any course. The grade S will be recorded
if the evaluative grade submitted by the instructor is
A, B+, B, B-, or C. The grade of U will be recorded if
the evaluative grade submitted is D or F.

NO student may elect the S or U system for more than 10
percent of the credits for an undergraduate degree, nor
more than one course in any term, nor for any course in
a graduate program.

, Courses for which an S - U grade 1s elected and an S
achieved, may be applied to an undergraduate degree
program at the option of the program director.

The grades of S and U are not ccnsidered in calculating
the grade point average. The grade of S carries credit;
. the grade of U carries no credit.
3.0 Provisions of Alternative II Grading Policy
5.1 The Curriculum approval process for a Sequence of Learning
Experiences for grading under Alternative II will specity
the following:

35.11 The name and number by which the Sequence will
appear on the official transcript of the student.

3.12 The level of the Sequence (freshman, sophomore,
junior, senior, basic graduate, or advanced graduate).

3.13 The Sequence is defined in terms of equivalency
factors related to current programs or possible
modification of or new programs.

3.14 The list of competencies which comprise the Sequencé.

3.15 The criteria by which these competencies are measured.

3.16 Evaluative procedures.

3.2 Specification of Developmental Levels.
3.21 The Developmental Level achieved for each competency
in a Sequence will be entered on the student's
X Narrative Record, using a four-point numerical scale,
(S .
» N defined as follows:
ERIC 115
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s>.20b Developmental Level §: qualificd to instruct
or lcud others; to combinc with relutced
competencies to develop original problems or
solutions.

3.212 Developmental Level 2: performance without
supervision, and with initiative and adapt-
ability to related areas.

5.213 Developmental Level 3: Periodic assistance
and/or supervision required.

.214 Developmental Level 4: Can perform with
supervision and assistance. Development is
at the level of knowledge/awareness.

(92

3.22 Each degree program which included a given sequence
will specify the required percent of competencics
within that sequence which must be achieved at
Developmental Level 1 (see article 3.211 above)
and the maximum percent which are acceptable at
Developmental Level 4 (see article 3.214 above).

The program may also specify the minimum develop-
mental level of ‘attainment acceptable for individual
competencies within the program. The official
transcript will show the percent of competencies
within the sequence in which the student has achieved
each of the four Developmental Levels. This
information will be recorded on the transcript at

the end of the term in which the Sequence is completed.

On the official transcript, the name, number, equivalence,
and the Achievement Indicator for the Sequence will be
recorded.

5.31 The official transcript will be marked with this
information at the end of the term in which the
student undertakes the Sequence. If the Sequence
has not bheen completed at that time, "I.P." will
be recorded in place of the Achievement Indicator.
The definition of "I.P." will be idential to that
in section 2.22, except that no statement of
reasons, removal requirements, approximate grade,
or time for removal need be attached to the grade
roster.

3.32 The Achievement Indicator for the sequence is an
indicator of the quality of attainment of the student
and represents the informed professional judgement of
the responsible faculty member. The following
Achievement Indicator may be assigned:

3.521 M: Competencies attained to the
developmental level specified in
the degree progranm.

3.322 0O: This grade should be assigned to
those students who show exceptional
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Grade Reports

grade sheets.

record.

LI-E~-19

initiative, and/or capability for
implementation, and/or potential
for professional growth, and/or
evidence of exceptionally note-
worthy attainment.

Each grade of "outstanding'" is
accompanied by a descriptive
statement of justification, to be

i included in the narrative record
of the sequence.

3.4 The student's Narrative Record will consist of the 1ist

of Sequences for which he or she has enrolled, the
competencies which comprise each sequence, the criteria

by which the competencies were measured, and a description
of the evaluative procedures.

The Narrative Record for a given Sequence will be
initiated at the beginning of the term in which the
student enrolls for the sequence. Maintaining this
Record will be the résponsibility of the faculty
member assigned to supervise the learning experience.
At the end of the term, the faculty member will
submit a copy of the Narrative Record to the Registrar.
A copy of the updated Narrative Record will be
submitted at the end of each term thereafter, until
the Sequence is completed or until six terms have
elapsed, whichever occurs sooner.

Upon completion of a Sequence, the Narrative Record
of that Sequence will be reporduced on Microfiche
copy and maintained in the Registrar's office.
Copies of the Narrative Records for all Sequences
for which a given student has enrolled will be
furnished upon request, on payment of costs, as a
supplement to the Official transcript.

Each faculty member receives from the Registrar a class roster and
A record book is obtained from University stores.

Grade reports are due in the office of the Registrar within 48 hours
after the final class period in May and August, and 36 hours in January.
These grade sheets are returned to the Registrar as part of the official
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LIQUOR ON CAMPUS POLICY

UW 1.07(8) LIQUOR. The use or possession of intoxicating liquors, or fermented
malt beverages with an alcoholic content of more than 5 percent by weight, is
prohibited on all university property, except in faculty and staff housing, and
in housing units specifically designated by the chief administrative officer, and
at suitable times under decorous conditions, in faculty and staff dining, con-
ference or meeting facilities, subject to statutory age regulations.
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F. FACILITIES AND EQUIPMENT ~ SCHEDULING AND USING

ACTIVITIES CALENDAR

The Stout Student Association maintains the official University calendar
for extracurricular activities. This calendar is established through the co-
operative efforts of the person scheduling an activity, and the Student Senate,
and the Athletic Director. Faculty membetrs may contact the Program and Activi-
ties Coordinator for assistance.

BULLETIN BOARDS AND MAILBOXES

Bulletin boards are maintained in each building. The control of indi-
vidual bullerin boards resides with the administrative head of the school,
department, or unit utilizing specific bulletin boards.

Faculty mailboxes are maintained in the lowar corridor of the Administra-
tion Building. Student mailboxes are maincained in the lower corridor of the
University Center and in the Commons. Only auchorized persons are permitted
in the mailrooms.

DATA PROCESSING SERVICES

Data Processing services are.available to faculty members. The Data
Processing Center is located in the basement of the Administration Building.
The Administrative Processing and Test Scoring is located in Room 25 and com~-
plex. The Academic and Research Processing is located in Room 18 and complex.

The Center has an IBM System/3 for administrative work and has an
IBM 1130 System and a Digital Equipment Corporation PDP 11/40 System for
academic and research support. The PDP 11/40 System is a time-sharing
system and will support terminals on the campus.

The Test Scoring Unit, an IBM 1230 Optical Scanner, is used for scoring
and the 1130 System is used for test gtatistics and analysis.

Sorters and keypunches are available on the campus.
Faculty should contact the Administrative Data Processing Director

for administrative support and should contact the Coordinator of Academic
Computer Operations for academic research support.

DISPOSAL OF SURPLUS PROPERTY

Section 15.59, Wisconsin Statutes, requires that the Director or the
Bureau of Purchases provide rules and regulations for the disposal of surplus
supplies, materials and equipment between state agencies, or by private or
public sale.

In accordance with rules of the Bureau of Purchases, reports of surplus
materials are to be made to the Bureau by the various state agencies. The
Bureau of Purchases then serves as a clearing house for surplus materials.

Each staff member is therefore requested to report to his dean or super-
visor any material which he deems surplus to his educational area. The Dean
or Supervisor will, in turn, send that report to the Business Office. Very
often material which is surplus in one area of the University
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has value in another area. If the material is not of value to any
educational area of the University, the Business Office then declares that

material "surplus" to the Bureau of Purchases.

~ All surplus property should be reported in writing to the Purchasing
Department, located in the new Administration Building. A department
requisition may be used in reporting the items declarcd as surplus, also
it should clearly identify both the items and the locations of the same.

Surplus property lists are compiled by the University Purchasing
Department and forwarded direct to the Bureau of Purchases in Madison,
who in turn declare the items surplus. The Bureau may or may not
authorize our local people to dispose of the items, in other words, the
items may be transferred to another state agency.

KEYS AND IOCKS - 7/16/74

The purposes of an effective key and locking procedure are as follows:

1. The Wisconsin Administrative Code Section UW 1.07(7) currently
reads as follows:

"Keys. It shall be illegal to request the unauthorized
duplication or to duplicate a university key. It shall
also be illegal to transfer any university key from a
person entrusted with possession to an unauthorized
person, or to be in possession of such key."

2. The university has insurance coverage only on certain types of
items and then only when "forced entry" into an area can be proven.
Misplacing items, disappearing items, and lost items are simply not
covered by insurance.

~

3. Indiviauals' personal items are not covered by insurance.

L., A vulnerability study conducted by the state in September, 1970,
resulted in a specific recommendation that Stout "establish an
effective control program for locks and keys.'

i

5. The cost of the original keying and locking system is borne by the
university. Changes and/or additions will be implemented on a
chargeback procedure whereby costs will be borne by the requesting
department. '

The following guidelines for the issuance of keys are as follows:
1. Individuals will be issued keys for only those areas or rooms for
which they are budgetarily and administratively responsible.

For example:

a. A dean would receive the necessary keys to allow access to the
buildings and doors and areas under his jurisdiction.
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b. Department chairmen would receive a building key and keys for
only those doors and areas under his jurisdiction.

ce A faculty member would receive a building key and the necessary
keys to allow access to his office and to his classrooms if he
has a specifically assigned or specialized area.

d. An administrator would be issued the necessary keys to allow
access to a building and only to those areas under his
Jurisdiction.

Only department supervisors will be given keys with one spare set
(perhaps for the secretary). Other employees can gain access to
their work area by temporary assignment of the spare keys by the
supervisox or by being admitted by the custodian.

Part-time employees will not be issued keys. Student assistants
will not!be issued keys directly. Their department chairman can
request keys and be fully responsible if he lenda the keys.

Building custod.ans can unlock doors to allow access for those who
have forgotten their keys.

Once a keying system has been established for an area, departments
will be charged back the cost of re-keying because of lost,
misplaced, or stolen keys.

The custodial, security, and maintenance staffs will be allowed
access to areas as required.

-

There will be exceptions to the above only upon written instructions via the
Assistant Chancellor of Administrative Services.

The prooedure for obtaining keys ie as follows:

Keys may be acquired by presenting a department requisition to the
Building Maintenance Department which has been approved by a
department chairman or appropriate higher-level administrator. The
requisition must show the name of the individual to whom the key is
to be charged and the lock location.

Keys are numbered and charged to the individual.

Everyone to whom keys are issued will sign personally for their
keys with the following exceptions: chancellors, assistant
chancellors, and those reporting direotly to an assistant
chancellor. which includes the deans and some department directors.

Executive secretaries are authorized to sign their superior's
signature when given specific permission. This will apply for
those organizational positions listed above.

Koys are not to be transferred to another person. Persons leaving
the employment of the university are to return keys to the
Mhi?tonlnoo Departmont so records may be properly cleared.
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5. lost keys--Individuals and/ ~ departments will be billed at the
following rates:

a. Replacement of a key - $2

b. When re-keying and a lock is required - $10 per lock, plus the
cost of keys '

¢. When re-keying and a lockset is requi: .d - 820 per lockset,
plus the cost of keys

6. Final raychecks of persons leaving the employment of Stout will be
withheld until all keys have been returned to the Miintenance

. Department.

7. Please report all lost .ieys to the Maintenance Department
immediately.

8. It is unlawful to duplicate university keys except by the Maintenance
Department key shop.

ROOM ASSIGNMENTS

Assignment of instructional facilicies (classrooms and laboratories)
is made in the office of the Registrar. When the class time schedule is
developed each department head is informed of the assignments prior to
publishing the schedule. He has the opportunity to approve it or recommend
changes. A room schedule is then kept in the office of the Registrar.
Anyone wishing to schedule a classroom or laboratory should do this through
the Registrar's office. '

MEMORIAL STUDENT GENTER

The Memorial Student Ccnter serves as the focal point of the University
Community and provides for a great variety of activities. Its program is
geared to be an integral part of the over-all University educational program.
The operation of the Student Center is the responsibility of the Director of
the Student Center.

Meeting rooms, bookstore, recreation room, and the ''Pawn' Coffeshouse are a
part of the lower level. Offices for the Tower and Stoutonia are also located
on this level as well as the SSA and UAA office.

The uppor level consists of a large snack bar, a ballroom, several meeting
rooms, an information desi, and fireplace lounge. The o ices of the Director
and the Activities Coordinator are aiso on this level.

Student Ceiiter Hours

Sundai through Thursday - 6330 a.m. - 11430 p.m.
Friday and Saturday - 6330 a.m. =~ 12:00 midnight
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Snack Bar Hours

Monday through Friday - 6:30 a.m. - 11:30 p.m.
Saturday - 9:30 a.m. - 11:30 p.m.
Sunday - 3:00 p.m. - 11:30 p.m.

Pawn Hours

Monday through Friday - 9:00 a.m. - 3:30 p.m.

Monday through Thursday - 7:00 p.m. - 10:30 p.m.

Friday, Saturday and Sunday - 7:00 p.m. - 10:30 p.m. (Only on nights of
entertainment)

Bookstore Hours

Monday through Friday - 8:30 a.m. - 4:30 p.m.

Use of the Student Center Recreation Room is limited to students, faculty,
classified staff, and guests of the University. Faculty, staff and their families
and guests are invited and encouraged to use the Rec Room facilities and equipment.

I't should be noted, however, that all persons using the Recreation facility
must present a University ID card. Faculty and staff may obtain an ID at no
charge by contacting Joan Hughes in the Registrar's office at ext. 1545,

Children under the age of fourteen must be accompanied by a parent when
using the Recreation Room facilities. Children fourteen or older may use the
facility, however, they must present their parent's University ID card.

The preceeding policies have been established to insure a safe and pleasant
atmosphere for those using the facilities as well as to insure the University
Community priority in utilizing the Rec Room.

For those of you not familiar with the Student Center Rec Room, there is
pool at $1.00 per hour, bowling at 45¢ per line plus 15¢ for shoes, pinball
machines, and outdoor recreation equipment rental. Rental equipment includes:
canoes, bicycles, tents, camp stoves, lanterns, backpacks, and coolers. The
recreational resource center is also located in the Rec Room.

Recreation Room hours are as followst

Monday through Thursday - 1:00 p.m. - 10:30 p.m.
Friday - 1:00 p.m. = 12:00 midnight

Saturday - 12:00 noon - 12:00 midnight

Sunday - 12300 noon - 10:30 p.m.
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TRANSFER OR MOVING OF EQUIPMENT

The moving of equipment from one department “o another and from
H { I
one building to another should be accomplished by use of the de artment
! by
requisition.

No equipment or property belonging to University of Wisconsin-Stout
shall be taken from the premises by faculty members or other employees,
nor may permission be granted by faculty members of other emplovees for

students or "'outside' persons to take such property from the lUniversity
premises. One exception te¢ this policy 1s in the use of audio~-visual equip-
ment for community service. Prcjectors, screens, or other equipment may

be taken for community service use by a faculty member who assumes full
responsibility for their proper use and prompt return. Such arrangements
must be made by the faculty member with the head of the Media Retrieval
Services.

UNIVERSITY FLEET CARS

The University of Wisconsin-Stout maintains a fleet of cars for use
on official university business. A charge of 11l cents per mile will be
billed to the using department.

1. Cars are available on a first-come first-served basis.

2. Vehicles are assigned on a trip basis, not for periods of time.

3. Fleet vehicles wiil be used only for official universityv business.

Drivers of Fleet Vehicles

1. Only individuals on the university payroll or with an approved
Student or Volunteer Driver Authorization form will be permitted
to drive.

2. Passengers will be restricted to university staff, employees, and
students, or employees of uther Aagencies or crganizations on common
university or state business.

Exceptions are permitted but must have prior specific individual
supervisory approval plus the appreval of the university insurance
coordinator.

3. Any incident involving a university vehicle, no matter how minor,
must be promptly reported to the university insurance ccordinator's
office. Failure to report an accident promptly may cause ccverage
to be excluded tn the point that any monetary payment may become
a personal respor sibility of the driver. Arn accident claims packet
is kept in each vehicle for the driver tc record information at
the scene of the accident.

4. When vehicles are used by a group, each and every driver wiho is

expected to drive that car on a trip must be qualified (as stated
below and listed at the fleect desk before the vehicle is taken.
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Qualifications to Drive

' 1. Faculty and Staff

Faculty and staff must be granted "authorization to use' a university
vehicle prior to such use according to the following procedure:

as The individual's supervisor must complete a university form en-
titled "Staff and Employee Driver Authorization" and submit it
to the university insurance coordinator's office, Room 325,
Administration Building (extension 2559), two weeks prior to
the anticipated use. (Forms are available from that office).

b. The insurance coordinator's office must check driving records
with the Department of Motor Vehicles in Madison and insure that
the records meet the criteria for qualification outlined by Central
Risk Management.

c. The supervisor will be notified within the two week period if an
individual is disapproved for driving a university vehicle due to
his driving record. ’

de All drivers of university vehicles shall complete or be scheduled
to complete the Defensive Driver Training Course prior to op-
erating a university vehicle. The course may be scheduled
' through the university personnel office (extension 2151).

2. Students and Volunteers

Student and volunteer drivers must be approved for driving a university
vehicle via the following procedure:

a. A 'Student or Volunteer Driver Authorization Form'' must be completed
by the person requesting that the student be allowed to drive and
submit it to the university insurance coordinator's office at least
two weeks prior to the date the individual is to drive the vehicle.

b. All the above provisions for faculty and staff (b through d) also
apply to student or volunteer drivers.

It is extremely important that the above guidelines be strictly adhered
to in order to be assured of insurance coverage in case of an accident.

Arrangements for the Vehicle

The fleet vehicles and the fleet desk are located at the General Services
Building and all arrangements will be handled through the fleet desk, telephone
extension 2356.

1. For reservations call the fleet desk, extension 2356, and supply
, the necussary information including your departmental account number
s . to which charges will be billed. Personal billings are prohibited.
All charges must be applied to an official university account number.
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Keys, credit cards, and permit card must be picked up at the
fleet desk between 7:30 a.m. aad 4:30 p.m. Monday through Friday.
These items must be obtained on Fridays for weekend departures.
For earlier pickup Security personnel are on duty at 7 a.m.;
however, since tlheir duties may take them away from the desk,

it is advisable to telephone the office before picking up keys
prior to 7:30 a.m.

This service will not be provided at any other time. If for
some reason you should fail to obtain the keys, please arrange to drive
your personal auto.

In cases of real emergency the on-duty security officer can be
reached through the Dunn County Sheriff's Office, telephone
232-1348.

Spaces are provided so that the driver only of a fleet vehicle

may park his personal auto in one of the reserved fleet parking
stalls but must make prior arrangement with the reservation

clerk. The parking of other personal vehicles in these stalls could
result in a parking citation.

During winter and colid weather periods block heaters have been
instalied for fleet vehicle use. Please use caution to unplug
the cord before moving the car.

When returning the fleet vehicle, park in the lot south of the General
Services Building, complete the informatin on the permit card, and
immediately drop the permit card, credit cards, keys, and all charge
slips into themail slot on the south side of the General Services
Building between the two garage doors. A telephone is availabie at
this location to permit local telephone calls.

Because the fleet vehicle parking spaces are extremely limited,
please move your personal auto from the fleet parking lot
immediately so that other returning drivers may have a spaca

in which to return their vehicle.

The fleet parking spaces will be marked "State-Owned Vehicles."

Various credit cards will be issued with the vehicle. Because

of the pricing arrangements, Standard 011l credit cards should

not be used except for cases of emergency when no other service
station is available. (redit cards may be used only for gas

and oil and normal service. All other purchases are discouraged
except for emergeucies. Report any lost credit cards immediately.

If the vehi:le develops mechanical difficulties outside of
Menomonie, (1) ask the State Police for help or use the
credit card to obtain help or (2) if repairs will cost more
than $50, call Mr. Lehmann at extension 2453, the Security
Nffice at extension 2356, or your department head for further
authorization.

tvery effort should be expended to return the vehicle at

your estimated time of return because the vehicle could be
signed out to another individual for immediate use. In prac-
tice it would be advisable to over—-estimate your return time
s0 that scheduling conflicts will not arise.
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UW-STOUT

1974-75 :
PARKING REGULATIONS AND MOTOR VEHICLE
REGISTRATION PROCEDURES -

Provision of off-street parking on the UW-Stout campus is essential to
the keeping of roads, fire zones, and loading zones clear for the safety
and protection of students, faculty and staff, and visitors.

UW-Stout Parking Regulations and Registration Procedures conform to the
June 1970 Parking Resolution as adopted by the Board. They shall apply
to all students, faculty, or other personnel of the university and are
deemed a part of the terms and conditions of the admission and enrollment
of students and the employment of faculty and stafi members.

All fees collected by UW-Stout for and on account of off-street parking
provided at the university shall be used for the development of parking
facilities (including interest and debt amortization costs) and for en~-
forcement of parking rules and regulationms.

General Vehicle Registration. Registration of all motorized vehicles is
requested but not required of all students affiliated with UW-Stout attend-
ing classes on a scheduled basis. The exact number of vehicles operating
within the campus proper is needed by the university and is utilized in
determining and projecting our parking needs. There is no fee associated
with this registration.

Parking Registration. All students, faculty, or staff who as owners or
operators of a motor vehicle(s) intend to utilize university owned or
controlled parking areas must register each vehicle that will be parked
in these areas. A fee for this privilege will be assessed at the time
of registration. Each registrant must have a valid driver's license and
be able to show proof that he carries liability insurance on the vehicle
being registered.

Definitions. The term "motorized vehicle" includes automobiles, trucks,

and motorcycles (motor scooters, motor bikes, and mini-bikes). Snowmobiles,
sandbuggies, and other non-licensed vehicles may not be used on university
owned property.

Liability. UW-Stout or any of its employees assume no responsibility for
loss from theft or damage to cars registered and parked in university
owned or controlled areas.

Registration Procedures. The general vehicle registration and parking
registration must be completed at the time a student registers for classes
or begins operation of vehicle on campus. This registration is valid for
one academic year and/or summer session. Late registrationm may be com~-
pleted at the Security Office. '
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or ©o properly display
acquirimg a new
i to the registration
of z vehicle registrant to noclgy the
ia statuz {e.g., new license plates,
intorwarion oa the registration card,

Faflure to regiscer a vehicle for
the parxing regiscracion decal wi
venlcla will resulc
fee. It shall be th
om
ura

Security Qffice pr
vehicle sold or wu
etc.).

The vehicle may be registered For one coded varkineg area only.
o H [

Mounting of Parking Registration Decal. The university motor veh:icle

parking identification decal will be issued upon payment of the parking

fee and must be properly di splayed to the left of the center on the rear
bumper as viewed from outside and from the rear of the car. Motor hike decals
are to pe affixed to the rear fender. Taz ping or clipping on of a decal is

not considered permanent or proper display. Registration is not complete

until the decal is vproperly displayed.

Outdated and obsolete decals should be removed from the bunmpers.
Identification decals are not trauns? 195 They must be removed under the
tollowing condiivious: (1) change of ocwners 1in of vehicle, (2) termination
of association with the university, or {3) :‘rﬁinazlnn of authorized period
of parking.

A lost identificacion decal may bz revplaced by applylng to the Security
Office and presenting a wricten statement of loss and evidence of payment
of registraticn fea.

Decals wnich are removed from a vehicle peing reicased for the purpose of a
new vehicie may be replaced =i no cosc upor avpiication to the Security
Office. Identifiable portions of the old Jecal must be turned in at the
time of applicaction.

The decal will be honoved oniy il it is readanlz. Should a decal become
mutilated or obliterated, a riew one mucei be obcained from the Security
Office without charge.

If a borrowed venlicle is used when the rog
inoperative ol sume other £ eve ]
not to exceed a period of T
Office for that purpose withot

stered vehicle ls temporarily
pmant occurg, temporary permits,
e obtainec frem che Security

Visitor Permits. Visitor peraits are availabie - the Security Office.

Visitors are aany persons who are not students, faculty, or staff members
of the university. Visitors with a visitor permit ere entitled to park

in university parking Jots designacted as red, vellow, blue, and orange,

or areas posted as visitor parking only (but not reserved lotg).

Parking Regulations. The properiy vegistered vehisclz must be parked in
Lompl}anue with ol parcing vesuiarions as dey: Zoped by the University
Security. All lors are identified by color ceds which corresponds to
vehicle registracion decal color. ‘ t
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ALl vehicles using university parking lots must ve properly registered and
display decadl.

The identification decal entitles the vehicle on which it is affixed to
be parked in the appropriatcely identified university parking area if there
is space available; it does not guarantee that space will be available.

Owners of vehicles assigned to blue or yellow lots are requested

to leave their vehicles in the parking areas from 7 a.m. to 5 p.m. on
Monday through Friday con days when c asses are in session. Driving to

and from class is highly discocuraged.

Red lots (commuter lots) are restricted for only staff and commuter student
parking from 7 a.m. to 7 p.m. on Monday through Friday on days when classes
are in session. Red lots may be used for open parking from 7 p.m. until

i2 a.m.

Other lots are restricted as posted.

Parking lots are to be used for motor vehicles only.

Motorcycles must be parked in designated areas ia each lot.

Yehicles must be moved when required for snow removal.

The Security Office is to be notified of any change in address.

This procedure will help solve scme oi the parking problems on our city
streets for commuting students and local trade traffic.

In parking lots where stalls are indicated, vehicles must be parked within
markings, thus providing maximum lot uvtilization.

Vehicles nmust be driven into parking stalls so permit decals are visible
to pagsing traffic.

All vehicles must be removed {rom the university lots during vacation periods
unless permission to leave the vehicle has been granted by Security. The
lots may not be used as storage lots for vehicles. Violators may be towed
away at cwner's expense.

Abandoned vehnicles (drag racers, junkers, ice racers) may be disposed of
or towed awav at owner's expense.

Classification of Parking Space. Parking lots and spaces are posted by color

to correspond with colored bumper stickers as follows:

Blue Lots ~ Blue Stickers - JTC, Wigen, Fleming

Yellow Lots ~ Yellow Stickers - AFM, CXTO, HKMC, North, South

Red Lors - Red Stickers - Commuter students

Violet Lot - Violet Stickers - Reserved paid parking, students, faculty,

staff

White Lots - White Stickers -~ Reserved paid parking, faculty, staff

Green Stickers - Faculty, staff - valid in any lot except
reserved paid parking lots and spaces.
Violet and White Stickers are valid only in the specified numbered re-
served space.
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Vehicles which nava vang green auecais can Yy Lot except
E P ot e -~ - e 17 s
raserved 1ufs as poscad,  StleRkers Lsésdaad parking scalls

C’
(white and violet) are valid ouly in the deszignated resevved stall. While
reservad stickers are valid for a 24-hour period, the specific parking
stall maintains ivs reserve status omly from 12 a.m. to 7 p.m. Reserve
stalls are availahle for open parking from 7 p.m. until 12 a.m. to facili-
tate various campus activities.

3. The #Motor Vehicle Laws for (he State
ity of Ma ouvn*e, and university parking
a i ffect on univarsicy properiy.

Traffic Regulacicnz and V
of Wiscousin, Ordinance of e
and traftic regulations arz the

(S
i

g

i

*‘

ot

r'r

Sperd on campus property is 15 miles per aour unleas otherwise pested.

All motor vehicle zcojdents on university properiv must be reportaed to the
Secuvity Qifdice within 24 hours on forms issucd from that office. If
damage to eitaner or both vehicles is $200 oy wmore, or i1f there 1s personal
injury invoived, a rapert must be filed with the Wisconsin Motor Vehicle
Department within ten days.

el
2
S
.
=]
]

Parking summonses may be issued av aill times when any of the foli
violation{s) wuist:

L. Taiiure to rogi ter vehicle for parking on university ionts or
improper vegistraction of the wmotor vehicle.

O+

Z. Improper diﬁplay or the identifdicacion decal

of tpe university
3. Tarking in an area
4, Driving or varking « ervi walks, lawns, playing filelds, courts,
or patio 4areas.

5. Failure to obey

0. FParking on stall lines or on tihe croses Lines.

7. Backing dvnto & parking spa:ze.

8. Farking cf any vehicle in the same 22811 over a nericd of seven
days, oxecept in designated areas by peruissicn of the Securicy

Dffice.

Repairing of venicles or chauging of oil ia any university parking
<
10t,

Va)

The above regulations are necessary for the maintenance of health, safety,
and welfare of Stout students and persomnel and to permit the normal
operations of the campus to procead.

Revocation of Privileges - Falsification of informacion when applyinyg for vehicle
registration, repeated violations, or aoncompliarce with paymeni »aving summonse

may rasult in the ruvocation of registration pyivileges and kmpownding of the

behicle involived or removal from state propeciy at the owner's expense. The
university is wot responsible for any damage or claims as a result of the above

action.
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When a student, faculty member, or staff member is no longer associated
with Stout, all parking privileges are cancelled as of the date of spara-
tion and refunds will be made in accordance with university policy.

Enforcement and Penalties. Traffic regulations will be enforced on all
university owned or controlled parking areas by personnel from the campus
Security Office. The Menomonie Polic Department will patrol all public
streets and citations for violations of regulations on public streets
will be issued and collected by that department.

University violation tickets notify vehicle operators that a penalty fee
assessed is payable within seven days unless any appeal is filed. Payment
of citations issued by campus Security may be made in person at the Campus
Security Office or placed in the Fine-0O-Meter Box located at the East
entrance of the Administration Building. An additional fee will be assessed
for late payment. All penalties must be paid before an expired permit
(decal) may be renewed or application to register another vehicle can be
made. If five violations are recorded during one term, the violator will
be required to remove his vehicle from the university owned or controlled
parking area.

Citations not paid within 30 days will be prosecuted in the local county
court under civil action. Warrants will be issued for unpaid violations
under the provisions of the City of Menomonie ordinance and under 346.55(3)
of the Wisconsin Statutes. Fines may be appealed.

Traffic Appeals -~ Appeals may be channeled to the Chief of Security, then to
the Director of General Services, and then to the Assistant Chancellor for
Administrative Services.

Anyone wishing to appeal a parking summons must do so within two academic days
of the alleged violation by contacting the Security Office and presenting a
written memo of explanation exjplaining the reason for the appeal.

The appellant will be notified of the appeal action. Should the appeal be denied,
the penalty assessment is payable within 48 hours after the violator receives
notification.

The following registration fees, fines, and penajties are recommended for the
academic year 1975-76:
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Registration Fees, Fines, and Penalties

General Vehicle Registration . . . + + « + + « + » « + » « » » No charge

Parking Registration - Academic Year

Residence Hall Students:

Automobile (expires May 31) + « « « o « « + o « « o » « $20.00
(expires August 31). « « + « « « » « + » « » 25.00

Motorcycle (expires May 31) . +. + « ¢« + « « + +» » « . . 10.00
(expires August 31). . . « « +« « ¢« « . « . . 13.00

Commuting Students, Faculty, and Staff:

Automobile (expires May 31) . . + + « « + « « + « +» » » 10.00
(expires August 31). . . « « . « « + « . . « 15.00

(9]

Motorcycle (expires May 31) e e s e e e s e s .00
(expires August 31). . « o « + ¢ ¢ ¢ o o o §.00

Parking -.egistration - Summer Session 1976

All registration on all vehicles. « « + + ¢ ¢ ¢ ¢« ¢« o ¢ o« & 5.00

Short-term parking permits may be obtained for a

period not to exceed two weeks for $2. This type

of permit will be valid only in the lot as desig-

nated by the Security Department. . « « « « ¢ ¢ ¢ o & o o & 2.00

Failure to Register Vehicle (for parking) . . « « « « « ¢ + + & 2.00

Violation of Parking Regulations:

First or second violation . 2.00
Third violation « « « v ¢ ¢ & o « ¢ o o o o s o+ s o o o o o 3.00
Fourth violation. « « o o o o o o o o o s s o s o o o o o o 4.00
Fifth violation . « « « « « o ¢ v v v v e e e e e e . 5.00

Failuré to Pay Fine Within Seven Days an Additional . . . . . . 1.00

Reserved Parging:

White Lot (85 per month) . . . . . . 15.00
Violet Lot (avallable for the full summer session only)
Students . . . e 8.00
Faculty and Staff e e s e e e e e e e e e e e s 12.00
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Policy Accepted By Chanccllor
FACILITY USE POLICY October 14, 1975
UNIVERSITY OF WISCONSIN-STOUT
(Everts, Temporary, Ad Hoc, Meetings, etc.)
Prctace .

The University of Wisconsin-Stout recognizes its commitment to the requests
for facility use by university community members and residents of the statc tu
the extent resources permit. This document sets forth the policies governing
the usc of all campus facilities (buildings and surround and connecting grounds).
The policy statement is prepared within the scope and authority of State
Statute 16.845:

"Except as elsewhere expressly prohibited, the managing
authority of any facility owned by the state may permit its
usc for free discussion of public questions, or fer civic,
social, reercational or athletic activities. No such use
shall be permitted if it would unduly burden the managing
authority or interfere with the prime use of such facility.
The applicant for use shall be liable to the state for any
injury done to its property, for any expense arising out of
any such use. All such sums are to be paid into the general
fund and to be credited to the appropriation for the operation
of the facility used. The managing authority may permit

such use notwithstanding the fact that a reasonable admission
fee may be charged to the public. Whoever does or attempts
to do an act for which a permit is required under this
section without first obtaining the permit may be fined not
more than $100 or imprisoned not more than 30 days or both.
This section applies only to thosc buildings, facilities,

and grounds for which a procedure for obtaining a permit

has been established."

Space Assignment Usage

Each facility on the University campus has been designed for a primary
function such as: instruction, rclated programs, rcscarch, activities, and
public service. The initial assignment of space by function is the responsi-
bility of the Director of Campus Planning. The Director of Campus Planning
also will continue to evaluate space use after initial assignments. The Univ-
crsity regulates the use of space to insure it is being used for its function
and to aid in assuring overall development of program and activity planning.
Activities which require franchising must be scheduled through normal franchising
procedures. iwnaging authorities responsible to coordinate the scheduling of
space utilizat.on are:

Category of Space Managing Authority

Instructional Space (classrooms, laboratories~ ------- Registrar
consultation with appropriate department
chairperson, ctc.)

Health § Physical Education Building ---------=----=--~

Department Administrator
of Physical lid.

Department Administrator
of Specch

Athletic Dircctor

Student Center Director
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Category of Space Managing Authority

Housing and Food Service Facilities -------------=--o-oe- Director of Auxiliary
Services

05 300 10 111 LT Director of Gencral Servic

Resedrch Areas—------cecmmem e cmmc e m e e - Director of CREI .

Policy Revicw and Development

Policy review and development shall be handled by a Facility Utilization
Committee, ‘The committec shall consist of: two faculty members chosen by the
faculty scnate, two students chosen by the student senate, two managing authori-

tics chosen by the managing authorities, the assistant to the Assistant
Chancellor for Administrative Services, one administrator from Academic Affairs
chosen by the AAAT, one administrator from Student Services chosen by Student

Services, and a representative of the Chancellor. The committee shall be
advisory to the Chancellor and his staff, The group shall clect its own
Chairperson. Committec Supervisor: Assistant Chancellor Administrative Scrvices.

The group shall also be advisory to the Chancellor and "Managing Authorities"
when needed relative to program appropriatecness and use of funds generated by way
of GPR space rental revenue. Later portions of the policy clarify these roles.

The "University of Wisconsin-Stout Application for Facility Use Form"

"The University of Wisconsin-Stout Application for Facility Use Form"
must be used by University and non-University groups or individuals to initiate
their scheduling of a facility. Activities scheduled during non-open and/or
non-staffed times require special coordinative efforts with thc appropriatc
General Services personnel involved as specified on the Facility Use Form.

Non-University affiliated groups or individuals requesting to use University ‘
facilities should contact the Student Center Director's office for referral to
the appropriate managing authority.

Charges for Facility Use

Charges for facility usc will be made in selected circumstances as
illustrated in this policy statement. Organizations sponsoring activities must
designate a person in charge of finance. Funds covering the cost of facility
use must be deposited as designated by the scheduling officer generally one
week prior to the event. All checks must be made payable to University of
Wisconsin-Stout. The Assistant to the Assistant Chancellor for Administrative
Services shall serve as the University contracting agent for facility rental,
in consultation with the user and the Managing Authority.

Variables which will determine charges include the following: 1) University
vs. non-University sponsored, 2) Community service vs. non-community service,
3) University instructional and/or operational vs. non-University instructional
and/or operational, 4) number of hours involved, 5) facility involved, 6) set-up
costs, and 7) hours and day of the week involved.

Program Appropriateness and Facility Appropriateness

Program appropriateness and facility appropriateness are primary considera-
tions which should be made in scheduling. Ex: 1) High cost admission programs
should be sprecad out during the year; 2) the auditorium, rather than the gymnasium
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should be used for lectures in most cascs; 3) facility scheduling should seldom
result in "bumping'other scheduled activities. The Activities Coordinator and
other program developers must consider the question of appropriateness. Managing
authoritics may individually determine appropriateness at times, or they may
consult with the Facility Utilization Committce on appropriateness.

Non-university groups may use facilities only upon the invitation of or under
the sponsorship of a University department or organization (Regents resolution -
December 1974) .

The Facility Utilization Committee shall review, at least annually, the

concept of "program appropriateness" in an effort to maintain the highest possible
degree of common thought and mutual understanding between managing authorities.

Activity Scheduling Guidclines

Activity scheduling within buildings will be allowed according to priorities
designated for cach individual facility. The managing authority will have
¢stablished priorities and policies for cach faciiity for which he or she is
responsible.

Instructional Spaces Health § Physical Education
1. Instruction - Lectures § Labs 1. Physical Education Classcs
2. Open labs & Independent Study 2. Varsity Games § Practices
3. Lducational Programs,i.e. Intramural Athletics

Open Recreation
Administrative Events
Other Events

Conferences, Workshops, etc.
Campus Organizations
5. Non-University Organizations

Py
(o NI RPN &2 |

Auditorium Athletic § Recreation Fields
1. Spcech § Drama Instruction Instruction in Physical Ed.
2. Plays § SPecech Activities - Athletic Practice § Games
Part of University Program Intramurals
5. Other Instruction Open Recrcation
4. University Activities Other Events
5. Lectures
6. Non-University

1SN -

Student Center Housing § Food Service Facilities

1. Food Service functions hayg. I. User Fee Students-students
priority in what is generally’ under contract for use of
a food service facility. residence halls and dining

2. University recognized student facilities.
groups and Organizations. 2. University groups paying

5. University and Administrative for use of facilities.
iroups and/or Organizations. 3. Non-unjversity groups

4. Non-university recognized student paying for usc of facilities.
Jroups. 4. ‘Jniversity groups not paying

5. Non-university groups and/or for use of facilities
organizations. 5. Non-university groups not

paying for use of facilities.

Grounds
i. Normal Traffic § Lounging
2. Open Recreation
3. Instruction Related Activities
4. Other Activities
135 | |
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In regard to Youth conferences, workshops, and institutes using the
University facilities, the Uuaiversity of Wisconsin-Stout recognizes the
importance of youth groups being invited to campus, therefore the facility
usage fec may be adjusted.

tuidelines for Facility Usc Charges

. Gvents rclating specifically to classroom instruction and/or University
administrative opecration will gencrally be allowed without charge for use
nf state funded facilities. Self-sustaining facilities generally arc not
to he used for specific classroom functions.

o

bvents scheduled by associuted, affiliated, or other University groups
for that groups own function specifically relating to ther program
purpose will not result in charges unlcss special set-up, clean-up,
staffing, and/or off-hours are involved.

University groups sponsoring events open to the student body and faculty
at no charge or if the event is part of the regularly scheduled program
scrics of the University, are not charged the rental fce. Set-up,
clean-up, and other special charges may be assessed.

("9

4. University groups scheduling profit-sceking cvents {including those
established for charity, scholarships, ctc.) regardless of funding
techniques, will be assessed rental charges in addition to set-up and
other necessary charges.

(92
.

University groups or individuals sponsoring events which result in salary

or consulting fees to University Personncl or non-University personnel

will be subject to rental and other necessary charges. A person or group
being used as a vehicle for a non-University person or group seeking

profit including fece payment shall pay a rental and other charges unless

the activity is scheduled as a regular budgeted prime thrust of the sponsoring
university group.

6. Non-University groups sponsoring events will be charged rentals, set-up
charges and other fees, except when the activity is defined as a community
service by the scheduling functionary, a Division Admin., or the Chancellor.

Facility Rental - Fee Schedule

A. Rental charge--only those groups fitting categories 4,5 § 6 under guide-
lincs for facility use charges will be charged this fee. Thesec rates
would be charged for typical half-day or cvening sessions--lights, heat
maintenance, insurance, etc.

Univ. Non-Univ. Summer
Spon. ~_Spon. Rental
1. General ClasSToomS==-=cecmmmemcn camecean 5.00 10.00 50%
2. Auditorilm-----meem e e 15.00 30.00 50%
3. Small Auditoriumg----==-ceecccmcaaananan.- 10.00 20,00 50%
* 4. Ficld House
a. (ymnasium----=-=-=cemcoccmooccanaaa-- 100.00 200.00 50% or
b. Pool (per hour) ---=--c-emcmcuman-an 15.00 30.00
¢. Gymnastics Room, Wrestling Room----- 15.00 21.00 Special
x d. Other Health § Physical Education Plan
Y AT@aS===-====cmmcmmmmm oo meamee 5.00 10.00
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* NOTE: The utilization of the fieldhouse during the summer allows special
rates when the gymnasium, pool, gymnastics, and wrestling rooms
are involved. The rate for each shall be $1.00 per head per day
until 50% of the regular half day or evening yearly rental has been
met for either University and non-University sponsored groups.

%)

Student Center

a. Presidents' Room, International Room- 10,00 20.00 50%
h. '3 Ballroom ------- T 15.00 3¢.00 50%
¢. Full Ballroom --—---ccmomm e 30.00 60.00 50%
d. Snack Bar ------eomommo el 30.00 60.00 50%
€. Other RoOOmMS -----c--mmmmm e 5.00 10.00 50%
6. Commons - Tainter Food Service Areas
a. Specific Small Area ------=---moouuo- 5.00 10.00 50%
b. Large Dining Area ----=--=-w-meoeoa_- 15.00 30.00 50%
7. Resident Hall Spaces --=--mecceccccncana- 5.00 10.00 50%

8. Other Charges To Be Determined As Required

B. Set-up charge -- groups\fitting categories 3-6 under guidelines for
facility use charges will be charged this fee. Those in category 2 may
be assessed these charges. These rates would be charged for staging,
chairs, tables, etc. -- to reflect man/hour costs of actual setting up/
+aking down.

1. Auditorium ~---emmm e e e el 6.00 - 18.00
2. GYMNASIUM =~ - e e e e e 24.00 - 120.00
(Bleachers Out to Full Asscmbly)

50 BAllroOm =me-mm o e e e e 12,00 - 60.00

4. Food Scrvice (To be part of meal charge)

5. Other Areas (If function changes are required) --- 6.00 - 18.00

C. Other charges -- could pertain to groups fitting categories 2-6. These

rates are charged for days of week, hours of day, etc. -- to cover personnel

costs not existing because of set-up charges.

l. Groups sponsoring activities which require above normal staffing
(maintenance, security § other) during or outside of regular operating
hours will be charged a flat $6.00/hr. for each extra man needed to
complete the requirements. Managing authorities should avoid this
use of manpower to the extent possible. Group scheduling should be
done during normal operating hours if at all feasible.

2. Special insurance fees may sometimes be assessed.

3. Lach managing authority may find it necessary to assess special charges
in selected circumstances.

A, bircct pay to custodial, maintenance, or sceurity staff members is not
allowed.
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Use of cquipment which vesults in movement of such equipment to
facilities other than sherz houscd may result in special charges.

[Fn]

6. Audio-visual requirements for any facility must be arranged for
through the University Media Retrieval Services by the sponsoring
group.,

7. Charges for unrcasonablc damages may be asscssed by the managing
authority if they occur.

Funds Collected

Funds collected through the implementation of this account are to be placed
in the appropriate general ievenue self-sustaining facility account or for
non-sclf-sustaining facilities shall be placed in the central Facility
litilization Account. The account shall be administered by the Assistant to
the Assistant Chancellor for Administrative Services. Funds from the central
account should be used in the following ways:

. Direct personnel support charges which were involved in the rental
should be made against the account. The Director of General
Services shall initiate such charges.

2. Facility managing authorities (non-self-sustaining) and/or the
Director of General Services may initiate requests for funds

to replace equipihent, repair damages, make renovations, etc.

The requests may be submitted semi-annually to the Facility
Utilization Committee. The committee will pass all requests on
with recommendations to the Chancellor and his staff for action.

Appeals Concerning The Policy or Facility Scheduling

Appeals relative to the policy may be acted on by the Chancellor and/or
his staff. Action of a managing authority in scheduling gencrally is
considered final; however, i¥ a serious challenge is made the Facility
Utilization Committee or the University Positive Action Committee may serve
as an appeal agent.
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§{LTEJ POLICY ON USE OF UNIVERSITY FACILITIES BY OUTSIDE GROUPS - 7/16/74
Resolution:

That, upon recommendation of the President of the System, the follow-
ing policy on use of University facilities by non-university groups,
governmental and public educational groups and political parties or
candidates be approved: R

Use of University Facilities by Non-University Groups. Facilities

of the University are primarily for University purposes of instruction,
research and public service; they are not available for unrestricted
use by non-University groups. If, in the judgment of a University
department or organization, the meetings or activities of a non-
University group will contribute to and serve the University's
purposes, University facilities, when available, and subject to
necessary routine procedures administered by the chancellor or

his designee, may be used by that group, but only upon the invitation
of or under the sponsorship of a University department or organization.

Use of University Facilities by Governmental and Public Educational
Groups. University facilities may be used by governmental and public
educational agencies when they are available, subject to necessary
routine procedures administered by the chancellor or his designee.

Use of University Facilities by Political Parties or Candidates for
Public Office. Leaders of political parties and candidates for

public offices may hold pub.ic meetings on each campus, if facilities
are available, and subject to necessary routine procedures administered
by the chancellor or his designee. During any election campaign a
University auditorium may be made available for one public meeting

on behalf of each recognized candidate for public office. In a
general election year, each political party may use a University
auditorium for one public meeting on behalf of its candidates for
national off{ce, and for one public meeting on behalf of its candi-
dates for statewide office. State conventions of recognized political
parties may also use University facilities. Members of the audience
should be given a reasonable opportunity, in appropriate situations, to
ask questions at the end of the presentation.

Use of University Facilities for Political Solicitations. The use of state
facilities for the purpose of making or receiving political contributions
is strictly prohibited by state law.
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UW~STOUT 8/9/75
GENERAL SERVICES

MATI SERVICE

The following schedules and practices are in effect:

1.

5

The purpose of the univercity mail service is to:

Qe

b.

Ce

Pick up mail from city post office, sort, and distribute to the
various locations on campus.

Pick up mail from the various locations on campus, bring to the
mailroom, run outgoing mail through the posting machine and
deliver to the city post office.

Gather, sort, and deliver all intra-university correspondence.

The university mailroom will establish and maintain the following
work schedules and practices:

e

b.

Mailroom service will be limited to 8 hours per day ‘(7:30 a.m.
to 4:30 p.m.), 5 days a week, Monday through Friday.

Delivery and pickup of mail for the various locations on campus
will be:

Morning:
The morning mail run will be for the delivery of
first-class mail only and the pickup of all
interdepartmental and outgoing mail.

Afternoon:

A1l off-campus mail will be delivered to the city post
office in late afternoon.

Mail will be sorted and delivered according to departmental and
individual groupings to various delivery points on campus.

Mailbags will be delivered to these points twice daily during which
time mail will be dropped and an outgoing mailbag will be picked up.

The building delivery schedule, the delivery points, and specific
drop points (secretarial desk, room number, building location) as
established prior to the opening of the fall term will be revised
periodically.
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9-

10.

The mailroom will sort by delivery points (one location per
individual). TFurther sortings by departments or individuals is at
the option of those grouped to a delivery point and will be
performed by departmental personnel.

For the purposes of efficiency in handling and to avoid the
necessity for opening returned mail, the name of the department and
individual who originates the letter must be placed in the upper
left-hand corner along with the return address.

Determination and accbunting for mailing costs:
a. Each mailbag will be identified with an account number.

be. All GPR letters (mail which relates to 102 appropriation
accounts) placed in the mailbag will be recorded to that
account number.

c. All non-GPR account mail (self-sustaining, grants, athletics,
student activities, etc.) will be processed on a chargeback
basis. Consequently, such mail should be bundled and rubber
banded with an IBM card attached showing the specific non-GPR
account to be billed (blank cards will be initially supplied by
the mailroom and will be available upon request).

The following would facilitate more accurate and efficient handling
but is totally optional by the departments:

a. ILocal (Menomonie) mail can be processed much more quickly if it
is grouped and rubber banded.

b. To assure prompt handling of foreign mail, it would again be
convenient to have a rubber band around such letters.
Otherwise we are dependent on mailroom personnel to scan all
addresses and to pick out foreign mail which requires special
handling.

General information:

a. First-class mail will be picked up from the city post office at
8 a.m., Monday through Friday.

b. Normally all mail will be delivered to the city post office at
1 p.m., Monday through Friday.

c. Second-, third-, and fourth-class mail (which is delivered to
the mailroom by the city post office at 8 a.m. daily) will be
sorted during the morning hours and delivered during the
regular afternoon schedule.
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d. Inter-campus mail and all items classed as notices, general
information, etc. which are received in the mailroom by 9 a.m.
will be sorted and delivered that day.

e. Special mail (packages, certified letters, registered letters,
etc.) will be delivered on the daily afternoon mail run only.

f. The mailroom does not process ,-ivate circulars such as house
for sale, auto for sale, apartment for rent, Christmas tree
sales, general advertising, etc.

g. The mailroom does not process political circulars.

h. Urgent mail which has missed the delivery schedule to the post
office may be taken to the mailroom, run through the postage
machine, and delivered directly to the city post office by the
sending department personnel.

A bulk mailing operation will be established in the new General
Services Building mailroom. At the same time a second bulk mailing
room will be maintained in the basement of the Administration
Building for the convenience of the Administration Building
departments so that bulk mailings may be sorted, sealed, and tied.

a. Preparing and sorting bulk mailings:

Bulk mailings consist of 200 pieces or 50 pounds of mail which
is identical in content and weight, and each pilece cannot weigh
more than 1 pound. Each piece of mail must display the bulk
mailing permit in the upper right-hand corner. This may be
done either by hand stamp or as part of the printing. ZEach
piece must display a zip code. All pieces of a bulk mailing
must be put in numerical order as to zip code.

Bach department must provide personnel to do the above operations
and can be performed either at the individual department or on
mailroom premises under the supervision of the mail clerk. The
mailroom will then deliver the bulk mailings to the post office.

b. Preparing certified mail:

A certified mail form must be prepared by the senderj; the
bottom of this form is detached and pasted to the front of the
envelope. The envelope is then stamped "return receipt
requested.” A second certified mail form which is the return
receipt, is attached to the back of the envelope. Forms and
information is available from the mailroom.
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Each sending department must rrepare the above forms, maintain
a log so that delivery can be verified, and deliver the mail to
the mailroom. The mailroom then runs the letter through the
postage machine and delivers the mail to the city post office
according to normal schedules.

The mailroom supervisor will provide information and training to

departmental personnel involved in either bulk mailings or certified
maile.
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TELEPHONE SERVICES - 8/18/75

Long-Distance Calls

UW-Stout is tied into the state DAIN telephone network. All long-distance
telephone calls placed over the tie lines from Stout to Madison cost approxi-
mately one-half the rate for telephone company operator~placed long~distance

calls.

Tentatively on Monday, August 18, 1975, an automatic dialing system will be

in operation at Stout whereby all long-distance calls will be dialed by the

user. Stout telephone operators will no longer be necessary. The following
- procedures will be in operation at that time:

1. To dial a campus number or any number with the 232 prefix, simply dial
the last four digits.

2. To dial a local Menomonie number with the prefix 235, dial 9 and the
seven-digit telephone number.

3. For long-distance telephone calls:

a. The Stout telephone system is considered as part oi the Madison
area cost (608).

b. When dialing any telephone number (Madison area--608 area code),
dial 8 to gain access to a DAIN line and the seven-digit telephone
number .

¢. When any other long-distance telephone call is placed, dial 8
to gain access to a DAIN line, the three-digit area code
number, and the seven-digit telephone number.

d. Long-distance dialing is possible 24 hours a day, so caution
and control of your telephone instrument is necessary.

e. All long-distance DAIN calls will be automatically recorded and
billed to your telephone number.

4. Placing of long-distance calls through an outstide operator is not
permitted unless a dire emergency exists. It is possible that
individuals may be billed personally for this type of long-distance
call.

5. Personal long-distance calls are not permitted.

6. Please avoid calling the outside information operator for telephone
number information. The university is now billed for this service
on a per-call basis.

Historically, the busiest time for long-distance calls has been between
. 7 e - = “ s
10:30 aem. and noon and between 2:%0 p.m. and 4 p.m. A more satisfactory
long-distance service would result if more calls were placed during the
d during

least busy periods. ~2ce the
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Reporting Telephone Malfunctions

Malfunctions of teclephone equipment should be reported directly to the tceleplione
company 'trouble repair" by dialing 9 to galn an outside line and the numbers 418.
For gathering historical information, malfunctions should also be reported to

the Stout operators. For continuing malfunctions or poor service, please notify
the Stout operators in writing.

Emergency Telephone Numbers

In all cases of emergency which involve the Menomonie Fire Department,
Police Department, or ambulance service, please make direct contact by
telephoning:

1. Menomonie Fire Department - Telephone No. 235-2345
2. Menomonie POlice Department - Telephone No. 235-3456

3. Ambulance Service (Memorial Hospital in Menomonie) - Telephone
No. 235-5531

All campus situations involving building emergencies (plumbing, electrical,
building damage or danger) occurring during the normal workday of 7:30 a.m.
until 4:30 p.m., please dial extension 1414.

All campus situations which involve the university security force during the
normal workday of 7:30 a.m. until 4:30 p.m., please dial extension 2356.

At all other days or hours, the security personnel may be reached by
dialing the county sheriff, telephone no. 232-1348. Leave 2 message and a
call-back telephone number. This route should be used only in times of a

real emergency (danger of life, limb, or property.)

Following are the Department of Administration approved guidelines for
telephone changes:

1. At léast two faculty members per instrument and line.

2. lighted buttons on any instrument which has only two lines are not
provided.

3. Back-up answering service for faculty phones is not provided (no
extensions to a central answering point--faculty should answer
their own phones).

L, Telephones are to be provided for faculty members at their desk,
office, or permanent work place, not to several locations for
convenience sake. ‘

5. Convenience-type or occasional-type service is not provided.

6. Telephones at public locations simply for the convenience and use
by students are not provided.

7. Telephones for classroom and/or teaching stations are not provided.

8. Telephones for resource centers are not provided.

1.4:? 9. Teleph9nes for low-us? a?eas such as sto?erooms and more than one
J custodial room per building are not provided.
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10. Chan§e§ Fo tnf'mnztlal system as approved by the State Department
of Administration carnot be made unless there has been a
significant change or sdditionai type functions within a
department.

11. Generally, private line2s are not installed for faculty members
unless due to gpecial assignments wnich necessitates heavy use of
telephone services (heavy use is defined as the receiving or
pla;%ng an average of 80 or more business telephone calls per
week ).

12. Service for non-state connected and funded activities is not
provided,

13. Back-up answering service to secretaries or clerical~type
operations is not provided,

Requests for Telephone Changes

1. Department chairmen or heads will submit a memo to the Director of
General Services describing the requested change in telephone
service.

2. The Director of General Services will apply notations when
necessary and forward the request to the telephone office.

. e telephone coordinator will ansiyze an iscuss the request wi
The teleph o dina 1 Z d discuss th t th
the individuals involved.

L, The State Department of Administration reserves the right to
approve all telephone changes.

5. All changes must be justified in terms of changing program, added
positions, departmental meves, etc.

6. Processing requests for change--the telephone coordinator will:

a. Analyze each request and determine the installation charges and
monthly rental costs.

b. Analyze the requesting depaciment's entire phone system and
costs.

c. Discuss with the department chairman or head involved and
determine what additional changes could be made departmentally
to offset the costs of the additional requests.

¢

de Submit a memo to the Direcitor of General Services with the
following information:

1) Describe what is involved with the change, installation
charges, and monthly rental.

2) The total departmental monthly rental charges.

%) Recommended additional changes to offset costs.

E i?:« L) Total monthly increase or decrease in rental charges.
T
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e. The Director of General Services will:

1) Coordinate the change with the State Department of
Administration,

[y

2) Notify the :hange requester by memo whether the request has
obtained affirmative or negative approval.

3) Notify the telephone coordinator to proceed with the change
as approved.

SMOKING REGULATIONS (7/3/73)

No smoking is allowed in those posted areas in University buildings.
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G. PROCURIENT OF SUPPLIES, MAWERIALS AND EQUIPMENT

SOURCES
Materials may be obtained from three sources:

1. University Stores
2. Another department of the University
3. An outside vendor, not a part of the University

Specific forms are furnished for procurement from each source.

UNIVERSITY SOURCES

University Stores Schedule:

The University Stores Department will maintain delivery schedules to
each building once per week.

To assure delivery on your scheduled day, your requisition should be
processed and received by the Stores Department by noon of the day preceding
your deliverv day. Other requests or emergency needs for supplies may be
picked up personally at the stores warehouse located at the northern-most

building of the Langes warehouse complex.

Business Office "fund approval' must be obtained on each requisition
before the Stores Department may issue materials or supplies.

The following is the 1973-74 school year building delivery scfedule:

Monday Tuesday
Security & Student Health Center Administration Building
Hovlid Hall Bowman Hall
Fleming Hall Ray Hall
JTC Halls Communications Center
Fichelberger Hall Harvey Hall
Wigen Hall
Art Center
Wednesday Thursday
Student Center North Hall
Fryklund Hall AFM Halls
Power Plant Graduate College
Child & Family Study Center CKTO Halls
Child Study Center Building Modulux
Home Management House Mobile Units
Robert L. Pierce Library Science & Technology Building

Home Economics Building
CVD (Farmer Store)
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Friday

Commons

South Hall

HKMC Halls

Physical Fducation Building
Butler Bullding

Fair Oaks

Applied Arts Building

When materials are procured from (1) University Stores or (2) another
department of the University, the Department Requisition form is used.
This form is in quadruplicate: Original - white: Duplicate - yellow;
Triplicate - pink: and Quadruplicate - blue.

The routing of the Department Requisition form to stores is as

follows:
Original To Business Office, after approval by
and department head.
Duplicate
Triplicate Retained by person requesting material.

The routing of department to department requisitions is as follows:

Original Directly to the department from which you
and are ordering, after approval by department
Duplicate head.
'Triplicate Retained by person requesting material.

All Departuent Requisitions to Stores are processed through the Account-
ing Department for funding; therefore, requisitions may go directly to the
Accounting Department, requisitions to other departments go direct to the de-
partments.

When materials are to be procured from outside sources, the Purchase
Requisition (long form) is used. This form is in triplicate: Original -
white: Duplicate ~ yellow; and Triplicate - pink.

The routing of the Purchase Requisition form is as follows:

Original To the Business Office Accounting section,
after approval by department head and Dean
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Duplicate (Yellow Copy) Retained by Dean
Triplicate (Pink Copy) Retained by person requesting materials

Some of the broad consideratiors applying to state purchasing are as
follows:

1. Purchases valued in excess of $3,000 can be made only through
sealed bids placed by the Bureau of Purchases, or by waiver of the
Governor.

2. Building or renovation projects in excess of $2,500 must be
processed by the Bureau of Engineering.

3. Requisitions for outside purchases are sent to the Office of
the Board of Regents of State Universities by the Business
Office (1) Purchasing Department, for issuance of purchase
orders. (2) by the Board Office. Please be sure to allow
sufficient time for processing.

4, Orders are issued locally by Stcut's Purchasing Department instead
of by the Madison Office only when the firm price of the total order is
under $500.00.

GENERAL COMMENT CONCERNING PURCHASING PROCEDURES

To provide adequate services to all departments, each Department Head
should consolidate and coordinate procurement of materials for his department
by planning and anticipating requirements. Many small separate purchases
indicate poor planning, and cost much more than the same items consolidated
in one order. Procurement should be through University Stores where possible.
Special care should be made to set up adequate pyt realistic departmental
budgets, and ordering should be done in harmony with the budget.

RECEIVING MATERIALS

Use report of materials received form to report receipt of _oods and
services on all outside purchases.

1, White ~ Original ) o
2. Yellow-Duplicate ) To Business Cffice

3. Pink - Triplicate ) Retained by user

All materials are to be reported immediately to Accounts Payable Depart-
ment upon receipt. Do not wait until order is complete before reporting.
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PURCHASE ORDERS ARE REQUIRED FOR:

1.

All official University departments:

Administration

Student Services

University Development
Academic Departments

Physical Plant

Dormitories

Student Union and Food Service

Student oriented groups which are a part of the official University
group such as:

Stout Student Association

All classes - (Freshmen, Sophomore, etc.)
Inter-collegiate Athletics

University Theatre

Assembly Lyceum

Band

Cheerleaders

Forensics

International RElations Club

Stout Film Society

Student Senate

Stoutonia

Student Health

Symphonic Singers

Tower Yearbook

Any other group whose funds are disbursed by the University
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07/10/73

TO: Staff Members

FROM: Asst. Chancellor for Administrative Services
Purchasing Agent

To reaffirm our procurement policies and procedures, a letter is being
sent to vendors: with whom UW-Stout has dealt in the past. A copy of that let-
ter is attached.

This is being sent to the vendors and to you at this time because there
has been considerable abuse of the procedures which has made this notice ad-
viseable. It might be noted here, also, that under our present, stringent
austerity program all segments of our State Administration are demanding man-
datory compliance with the Wisconsin State Purchasing Statutes.

It is therefore imperative that extreme caution be exercised in making any
purchase until same has been authorized by Stout's Purchasing Agent. Any pur-
chases not so authorized may categorically fall under Wisconsin Statutes, Chapter
16.77, which states in part:

"whenever any officer or any subordinate of such officer
shall contract for the purchase of supplies, material
equipment or contractual services contrary to ss. 16.71
to 16.82 or the rules made pursuant thereto, such contract
shall be void, and any such officer shall be liable for
the cost thereof, and if such supply, material, equipment
or contractual services so unlawfully purchased has been
paid for out of public moneys, the amount thereof may be
recovered in the name of the state in an action filed by
the attorney general against such officer or subordinate
and his bondsmen.'

Paragraph three (3) of the following letter indicates that Stout Personnel
may pay cash to the Vendor for his purchase and then be reimbursed from the
University upon presentation of a paid receipt to the Accounting Department
within a 10 day period from date of purchase. This holds true only if it is an
authentic purchase according to the qualifications of the Wisconsin Statutes.
For your own protection, it is very advisable to contact Stout's Purchasing
Agent before making any cash purchase. Failure to do so could result in a 'per-
sonal-purchase' without reimbursement as outiined in paragraph above under Wis-
consin Statute 16.77.

If you have any questions with regard to purchasing procedures, kindly call
Mr. Lehmann at extension 2453.

Your continued cooperation is appreciated. Our Purchasing Department is
constantly at work to facilitate and expedite the procurement of materials and
services.,
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A iist of organizations which are a part of the university for which a
purchase order is necessary is attached. (See II-G-4)
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THE UNIVERSITY GOF WISCONSIN SYSTEM L7

I

GENTIRAL

This booklet sets forth the Uriversity of Wisconsin Sysiem policy with respect to travel
regulations.

The information presented 1s bascd upon the provisions of the State of Wisconsin travel
regulations as set forth in the Wisconsin Statutes, and rules and procedures established by
the University of Wisconsin System.

The following quotalions from the Wisconsin Statutes provide the basis for the author-
ity and responsibiitty o renmburse empioves {or travel expenditures.

Section 16.53:

Al state denariments shall ditigently review and supervise the travel expendiiures of
their empioyes and are avthorized to adope reasonabls rutes governing such expendi-
tures. Fach claim shell be approved by the cmploye’s department head or his author-
ized representatve. The approval shall represent the concurrence with the accuracy,
necesstly and reasunabliencss o) cach cxpense. Claims so approved shall be audited
by the department of adminisiretion on a sample basis ut accordance with accepted
accounting siandurds,

Section 20.916-
Traveling eapenses. BEmploves to be seimbursed. State officers and employes shall
be reimbursed tor actea!. reasonable, and necessary traveling expenses incurred in

the discharge of their duties.

Employes travelnz on official busimess should have sufficient funds to pay for all ex-
penses and should not charge expendiwres to any Uni of the University System. However,
transportation arranged through a travel agency or carrier may upon Unit approval be
charged. (See Section VI for travel advances.) ’

Fimployes are expected to be reasonable wnd economical in selecting hotels and meals.
They should cxercise the same care that a prudent person would o travel expenses were
pard from personal funds. The University will reimburse the traveler for only those ex-
penses which are actual, reasonable, and necessary in carrying out official University
business.

AUTHORITY FOR TRAVEL

A, Within lhe State
Necessary travel for University business shoud be authonzed in accordance with rules
of the traveier’s departmient.

B. Outl of State

“A Request for Out-of-State Travel form shoutd be prepared by the traveler and sub-
mitted to the department head at least 13 davs before the departure date, after which it
should be forwarded through appropriate channels for approval. The original of the Re-
quest for OQut-of-State Trave! should be attached to the Travel Expense Report.

C. Individuals authorized to travel incjude those who:
1. Have been designated to be ofticit] represemanves at meetings.

2. Attend mectings of orpanizaticns to which the University holds memberships.

o

Travel in connection with extramurally sponsored programs, but subject to any lim-
itations imposcd by the sponsor,
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4. Travel on Uriversity bustiess where sach is a norma! part of the services required
ol thie traveicr.

5. Are swdenty representing authonized student aroups.

MGDE OF TRAVEL

All travel should be by the most expeditious route. If an individual, for personal con-
venicnce, travels circwitousiy oranterrents travel by dircct route, thereby incurring addi-
vonal expense. such addinonal expenses must be considered personal with reimbursement
himited accordingly. Expenses will be reimbursed within the following limitations:

A, Air Travel
1. Shall be hmited to the fare for the lowest jet class available.

2. If other clusses are not avarlable. or on the approval of the Dean or Director, an
emplove may travel first class. 1T only first class accommodations are available,
the employe should obtain u curroborative statement from the carrier, or a travel
agency.

3. Insurance coverage for employes traveling by air is not allowable as a reimburs-
able expense.

4. Where appropriute, urd when a price differential exists, round-trip tickets should
be purchased.

5. Toreduce the cash outloy for traveliers, tickets may be charged directly to the Uni-
versity by the trave! agerncy {make reference o aay direct charges on the travel ex-
pense reporz). The dates and purposce of the trip should be indicated on the inveice

or a copy of the Request for Qui-of-Siate Trave! should be attached.

6. Receipts are required and are to be atiached to the travel cxpensc report.

B. Travetr hy Train
1. Travei by train shall be himsited to couch unless overnight, where accommodations
should be himited 10 roomette. ;

2. Receipts are required and are 10 be attached 1o the travel expense report.

C. Travei by Bus
1. Should be utilized for one-ston trips betwern cities.,

Receipts are required and are to be attached 1o the trave cXpense report.

D, Taxis and Airline Limousines
i, Tips mav be inciuded up e 15% and should be inciuced in the amount of the fare in
the travel cxpunse report.
2. The destination and purpose should be indicated.
Normally cab fares to and from restuurants are not a reimbursable item.
4. If the number or amount of cab fares is unusually high, an explanation should be
provided.

S. Receipts are not require

o,

E. Automobile Transportation
When transportation by actomabile s aunihonz. *, anpropriate mileage rates may be
+ B i (=
charged together with reasonable lodging and .cals costs. The following situations
nonneily justdy the use of an automobile:
Common carrier service is not available without excessive costs or undue joss of
time.

b
o1
<N
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The use of an wuiomobiic would sitow the traveler Lo make necessary intenmediary

stope tore etfectively.

When two or more persons are iroveling 1o the same destination, the use of one

vehicie would resutt in an overali suvings o the University.

The use of & vebicle 15 necessany te transport delicate mstruments or bulky mate-

rial not read:ty adapied to common carrict transportation.

All passengers should be histed,

Use of University Fleet Carg

Fleet cars should be used whenever an automobile is required for conducting Uni-

versity business. A flecet car authorization form should be prepared by the traveler

for approval by the Department. Appropriate University officials as designated by

the Chancellor’s oifice must give specific approval for any use of University-owned
vehicles for out-of-state travel except usual nearby destinations such as Minneapo-
lis, St. Paul, Chicago and Dututh. The approvai form{s) must accompany the trave!
expense report. Authorization fornns arc avarlable at the appropriate Unit locations.

Only employes of the University with a valid driver’s license are permitted to drive

University vehicles. Students or nonemploves may drive only when a driver author-

1zation form 1s filed 1 advanec of the uip with the designated Unit representative.

All drivers of Universiity vehicles should complete the Defensive Driver Training

Course prioy to operating a Unmiversity vehicle. Credit cards are provided with each

car and should be used when any expenses are incurred. The only expenses in con-

nection with flect cars which can be ¢claimed as reimbursable are:

a. Storage and parking chuarges.

b. Emergency expenditures related to the eperation of the vehicle, such as gaso-
line purchased where eredit cards provided are not accepted. Receipts are
required,

All charge slips for fleet car cxpenditures shouid be given to the fleet car office.

The University carries bodily injury liability and property damage liability in-
surance that protects the Uraversity and drivers of University vehicles. Only per-
sons on official Umversiiy business are permitted to ride in fleet cars.

Personally Assigned State-Owned Vehicles

An employe who has been assigned a state-owned antomobile may use such auto-

mobile for personal use, but must reimburse the State for such use at the current rate

of 8¢ per mile plus 45t Wisconsin Sales Tax.

Use of Privately Owned Vcehicles

a. Privately owned vehicles may be used when fleet cars operated by the Unit arc
not available. The {leet car office should maintain a record of requests for cars
which are dented. Such record supports a traveler's request for {ull reimburse-
ment for usce of a personal automobile.

b. When the use of a privately owned vehicic is authorized, reimbursement will be
at the appropniate mileage rates.

c. When a privately owned vehicle is used in lieu of air transportation for personal
convenience or preference, reimbursement is limited to the lesser of the lowest
class air fare available or the appropriate milcage rates.

d. When a privately owned vehicle 1s used 1n lieu of air transportation, reimburse-
ment for meals, lodging and expenses other than for transportation are limited to
those normally incurred for the period of time applicable to commercial air travel.

e. The budget recently signed into law contains provisions whereby the reimburse-
ment rate for employes driving their personally owned automobiles on official
state business 1s made flexible to reflect changes in the price of gasoline. The

156



O

ERIC

Aruitoxt provided by Eic:

II-H-4

Change tnoremmbarsen.ent Lactor s pesed on dhe poce of pasoline in e ety of
Miwdanee os reporied by e U5 Department of Labor. Boreau of Labor Statrs-
ttes.  The conversicn table 0 be wsed by the Depanment of Administration on a
monthiy basts in determirang the reunbursement rute, and the change in

5. 2091603 ratsing the base altotnent from SO0 to 600 miles is indicated

below.

The State Pleet Manegement Umit, Department of Admimnistration will obtain the
current Gas fndes aure oo a mianthiy basms, as quickly as it becomes avatlable
(around the 256 of the succeeding month). and will compute the appropriate re-
imbursement rate. This information on reimbursement rates will be furnished in
writing to all agencies prior to the end of the month and to the Bureau of Finan-
cial Operations. Ceniral Pre-Audit will, upon receipt of the information oa the
current reunbursement rate, make dissemmation of the figure to all Umits.

NOTE: Employes preparing travel eapense reports should combine the current
add-on factor with the base rate when computing reimbursable mileage.
For example, the current add-oa factor for July, 1974 15 1¢ (due to a
Gas Index rate of 33,20 1n Muy). The travel expense report would then

be prepared to show:

XXX Miles not over 600 ai .32 permile. ... .. S
XXX Miles ever 600 at 08 permile .o .. oL S

It 1s emphasized that the flexible rate procedure became effective with mileage

driven beginning July 1, 1974,

SECTION 61b. 20.916(3)() of the statuies, as affected by chapter 51, laws

of 1973, is amended o read:

20.916{4)(a) Whenever anv state agency determines that the duties of an
emplove require the use of an automobile, 1t may authorize such employe (o
use his personal automobile in s wotk for the state, and reimburse him for
such ata rate of 11 cents per anle for the first 500 miles per month and 7
cents per mile for cach mile over 500 miles per month. FEffective hwby—=
383 the first day of the first 2onth cccurring after the effective date of this
act (1973). the reimbursement rate shail be 11 cents per mile tor the first
600 miles per month and 7 cents per maoe for cach mile over 600 miles per

month.

SECTION 199 Mileage Reimbursement. (1) A reimbursement factor, in
addition to that granted under section 20.91604) of ithe statutes, based on the
price of reguiar gasohine o the City of Milwaukec. as reported in the 1U.S.
department of labor, bureau of fabor stutistics, "Reegutdr and premium gaso-
line indexes for the United Stazzs and scizcted arcas,”” shall be applied to
emiploves’ total mileage of the month as an add-on or deduction from the pre-
vailing formuta. Determinaton of this additional reimbursement {actor shall
be made on a monthly basis by the department of administration in accord-
ance with the U.S. department of fabor gasoline price index applied to the
following table:




ERIC

Aruitoxt provided by Eic:

 ON

G.

CONVERSION TABLE

Gas A un Gus Add On

Indes Range (Cenis) ractor Index Range (Cents) [Factor
41.1-47.3 s 003 72.4-78.5 $ 030
47.4-53.5 A0 78.6 - 84.8 .033
53.6 - 549.8 RS $4.9-9i.0 .040
59.9 - 66.0 024G 91.1-97.3 045
66.1 - 72.3 025 97.3 - Above 050

(2) This additional reimbursement under sub. (1) shall be in effect until
July 1,197

amount specitied unuer section 26.916(4)(a) of the statutes.

d
5. Imany case, no eimpiove may be reimbursed less than the

In addition, charges for parking, road and bridge tolls, ete., are reimbursable.
An additional reimbursement at the sate of 1 cent per mile may be paid to an
employe for the use of personal automobile when the installation of special
equipment is required or under conditions which may cause excessive wear or
depreciation, such as the puiling of traiiers, etc. When a privately owned vehi-
cle 15 used on official busmess and 2 University automobile is available and
tendered the current reimburscment rate is eight (8€) cents per mile.

f. The starting point und destination should be stated daily. An explanation should
be provided for reimbursement of milcage in excess of the normal highway dis-
tance.

g. Charges for repairs, tow services, lubrications, ¢ic., are not reimbursable items
when privateiy owned vehicles are used.

h. iIn the event 4 privately owned vehicie is involved in an accideai while on of-
ficial University business, the dever ias cncess coverage from the University
automobile liabihity poticy. However, the Unuversity policy does not provide
any protection to a privately owned vehicle for physical damage or collision
damage.

Private Airplanes

University departments may authorize staff raembers to charter an airplane or authorize
them to use their personal wirplane when such airplane use is the most efficient and
economical. Reimbursernent rates for use of a privately owned airplanc are 10 cents
per mule for arrplanes capable of carrying 2 nassengers, 20 cents per mile for aliplanes
capable of carrying 3 or 4 passengers, and 30 ceats per mile for airpianes capabie of
carrying 5 or 6 passengers; except that such reimbursement shall not exceed 10 cents
per mite for cach passenger carmicd. When .ubmitting the travel expense report, include
the passenger capacity of the plane. The piloiis considered a passenger when deter-
mining the size of the plane f{or rate of reimbursement. .

Rent-A-Car Service

1. Certain rent-a-car comprnies have made available to the University System and its
employes charge cards entitling the holder to the current applicable discount which
1s generally 20%. Employes who have occasion 1o utilize car rental service may
apply for a charge card by contacting their Unit Business Office. Emploves who do
not have charge cards can obtain the discount by indicating their University affili-
ation and requestng the discount. Charges from the rent-a-car companies will be
billed dircetly to the card holder. The Unrversity will reimburse the card holder for
official usage upon-submission of the Kenta!l Agreement with the regular expense
report.
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2. When o chdepe card Sellor leses the copiovinent o e University or foses a charge
card, nolifcaiton showad e tatde o the Pint Busine s Office. '
3. A traveler, when using renl-u-vars, shoul! purchase the collision damage watver -
surance for the hirst S106.00 damage 1o the car.
4, Personal Acondent insiramce purchass . broan indiviiual s not reimbursable by the
University,
5. An adeguate explanation and cost justiiteation chould be provided for the use of u
rent-a-car in hew of other transporiation. The basis of need should be indicated and
“starting point and destination provided to support milcage diiven.
IV. MEALS AND LODGING
A. Determination of Reasonableness
Travel expense must he deterniined to have been necessary, aciuslly incurred, reason-
able and not otherwisc reimbursed. The hmmedizte supervisor is in the best position
to make this decision. By signing the travel expense report the immedia e supervisor
indicates thut the cxpenses are reasonable, A general rule for determining reasonable-
ness of meals is that meal expenses should reflect the average meal costs of a prudent
person purchasing meals in the particular arca.
It is the policy of the Stare, as an ewonloyer, that ite cployes live in moderately
priced hotels and moteis when travaiing on State business.” itis reeognized that
the cost of a moderately priced hotei or motel wiil depend on the toculity. Units may
dCVeIup further :',J‘l.lk.xlns«\ for determaning 1easenableness of travel expenditures.  How-
ever, establishing maximum deliar anounts {or any item does not mean that amount
shoum be char;gcd. Faployes should be aware that they are cerufying o actueal and
necessary expenditures.
B. Meals
1. Reuasovnable amounts for meais will be uliowed wiih no receipt required. The cost
of alcoholic beverages 1s not reigbursable. \.,ce local meal reimbursement pol
2. If the amoant is extreme or ¢xcessive, o receipt will be required along with a full II-
explanation of the reasonableness of such expense.
3. Tips may be included up to 1550 of the weiual meal charge. “The cost of the mzal and
tip should be entered as one aincuat on the «1 expense reporl.
4. Meal costs of resident cmploves for organized business meetings may, snder certam
circumstances, be paid by the University. (see Section V for Organized Busines
Meeting Expense.)
5. When the time of departure fram the headquaiters city is prior to 6:30 AM., the cost
{ breahfast may be reimbursed.
6. Lunch will be clivwed when the traveler is away from s home base city for a rea-
sonable time before and alter the lupch hour.
7. When the time of return is after 6:00 P AL, the cost of the evening meal may be 1e-
imburscd.
C. Lodging
1. Machine-printed ledger-type receipts are required from hotels and motels. When a
traveler stavs in an establishment which does not use machine-printed receipts, a
handwritten reveint it the name of the hotel o ot indicated is allowed. Du-
, plicate copies are nut aliowea as reccipls uniers wi vderuate explanation iy pro-
' vided. Credit cand invoices are not accepted as receipis “or lodging. 1f the cherge
: may appear cacessive or unrcosonabic, an explanation sheuld be provided. When
]
:
O
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a Urveratiy emniove shares bedgioz favinties with @ person who is not e be re-
prbarsed by Lhe Lreversaity, resnbursernent to the treveler s imited 1o the sigie

rate Tor o singee Tos,

(2]

Many hoiels grant roons rental discounts upen request of University personnel,
ldentification w11l usually be required to obtain this discount. When attending o
convention the fraveler shouid tiuhe advantage of convention rates offered.

3. An cmploye who is required to rematn in one location for an extended period of time
should attempt 10 find todging at weekly and/or monthly rates.

4. A reasonablencss test will be applied in those instances where a traveler claims
reimbursement for lodging when a business meeting is attended during normal work-
ing hours and require., travehing of only a relatively short distance. Except for cx-
tenualing circumstances, o traveler will be expected to travel to and from such
meetings durtny the same day. I extenuating circumstances are present, advance
agreement should be obtuined from the administrative office whose budget wili bear
the expense of the travel.

o

f.odging cypenses should be paid dircetly by the traveler. Travelers may request

travel advances through their department or use a personal credit card to minimize

cash outfays. An exception may he made when group travel is involved, i.e., ath-

letic team travel or organized business meetings where the costs are to be charged

1o one budget. .

V. ORGANIZED BUSINESS MEETING EXPENSE **(see II-H-13 local policy-Meal Costs

A,

B.

, _ ' i refreshments in Menomonie)
Under certain conditions, deparlments may pay meeling expenses of State employes

when they are at their headguarters city and therefore, not in travel status. These ea-
penses should be necessanly incurred i the performance of duties required by the
State service.” A few examples will serve as illustrations.

1. Aucndance at business meetings where the meal period was the only time when all
participants could be brought together and the business at hand accomphished. For
example, an official meeting called by the Center System Chancellor requesting the
attendance of the nonresident deans of the various Center System campuses along
with the resident staff members.

2. The various cducational programs which arc essential to the continued effective-
ness of department operations sometimes have the meal period scheduled as part of
the overall program in order 1o provide a ume for discussion. For example: Uni-
versity of Wisconsin—Extension Management Institutes where the resident programs
coordinator and the instructors are required to attend the luncheons and banquet
dinners with the participants.

3. Meetings with people from within the state of Wisconsin and outside the state.
Sometimies @ vistl by mterested parties to the deparument headquarters office pro-
vides the only means for an effective exchange of viewpoints or knowledge. When
visits cover an extended period such as an entire day, the agency may feel a just-
ifiable obligation to entertain the visitors at lunch. For example: A site visstation
team or a visit {from an accreditation team.

4. The majority in attendance should be employes fromn other than the city where the
meeting is held or nonemployes

The prior approval of the Unit Chancellor’s Office should be obtained. The request for

approval should include the foilowing information:

1. Type and purpose of nweting.

2. A hist of the individuals who are to attend including their home-base city.

3. Estimated length of mecting, place and date.

16V
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O Vendervoices shonld be wrrreved by e departieent hewd and subnitted through Teg-
olar CRanhelbs, wWith a copy o e approved request referred w in £ above modificd 1o

indicate any changes i atteidonce,

*k ’
VE EXPENSES IN AN FMPLOYCS HEADGQUARTHRS CFTY (See local policy-Meals Costs

Refresiment Costs in Menomonie)

A, Employes who are headquartered g crivoan wiich the expense occurs shall be reim-

bursed Tor their actual, necessurs and reasonable expensces incurred 1n the discharge

of official dutivs. Travel between emplove's residance and headquarters city is not
reimbursable.

B. This type of expenve is specitically covered by State Stetute and applies primarily to
Sdadividuals who are reginred 10 pay expenses while attending a business meeting, con-
ference, training institate, et Approval is required of the Chancellor or his desig-

nated business representative. A complete explanation should be provided on the travel

cxXpense report.

C. The procedure vutlined it Secuon V should be followed. for a group of individuals in
attendance at an U Orgamized Business Meeting” when the deparument has obtained
University approval to pay the exnenses directly.

VH, MISCELLANEOUS AND SPECIAL ALLOWANCE EXPENSIS

A, Telephone
Charges for official business calls are al'owable. A description of cach long distance
cali should be included on the travel expense report.

B. Reuistration Feoes

Receipts are required for regisiration fees for conferences. conventions., seminars, ete.
The agenda or schedule and a breakdown of convention costs should be attached to the
travel expense report, indicating the following: ’

1. Dates of the conference, conveniion, seminar, ete.

2. Specific meals which were included in the registration fee,

C. Special Ailowance Eapenses

1. Laundvy, cleaning or pressig service. If away from home more than three consccu-
tive days. one charge for cach type of necessary and actual service may be claimed
per calendar week, Recoipts are ned 1equired.

I P te P A A ,_,,,!l“: N .13‘,“ o W ety a ] \l - \l

- orterage. 1ps ae adowed not to exceed 51 for each stay at a hotel or motel.

Receeipts are rot required.

3. Allof the “Special Allowance Lxpenses’ should be separately identified and re-
ported on the travel expense report {orn.

D. Other Incidental Expenses
A complete description shouid be included in the travel expense report.
VIIl. TRAVEL ADVANCES
A, Advances way be made when eshmated tavel cepenses are expected 1o exceed $50.00.

The advance v hoied 1o a0 of the eagi tted expense to be pand by the traveler and
should be rounded to the nedarest $1.00 multpie befow 800,
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B, Troveters shoatd sobimit triover gapense reports as soon as they seturn front the trip.
The amount due the traveler wiil be reduced by any advance reeeived, and a check will
be issuced for the net amount Jdue. In cases where the advance exceeds the eapenditures.
a check payable to the University should accompany the travel expense report.

C. Travel Advance pavments may be aade from the Unit Contingent Fund,

D. Travel Advance forms are available from Unit Business Offices,

SPECIAL TRAVEL ADVANCES

A. The following departments may request travel advance funds for group travel:
1. Forensics.
2. Athictics.

Music.

Drama.

VAN S VS ]

Others with approval from Central Pre-Audit.

B. Expenditures of such funds shouid be submitied on a travel expense report and sub-
mitted promptly upon return from tice trip.

CASH ADVANCES t+'ROM CONTINGENT FUNDS

Cash advances may be authorized to individuals for special projects which require the
expenditure of funds in the field for other than hiving ¢osts. Expenditures made from funds
advanced for other than travel should be fully accounted for including receipts for all items.
Any unuszd portion of an advance and the travel expense report should be submitted
promptly to the Unit Business Office.

FIELD TRIPS

Tmiversity funds may be used to finance student field trip transportation in connec-
tion with academic instruction for those courses that are listed in the respective catalogs
and for which a requirement exists to travel off-campus. Gift. grant, or contract funds may
be used if specifically provided for in the terms of the gift, grant, or contract. Transpor-
tation for field trips may be provided in Untversity fleet cars or public bonded carriers.
Normally, the driver of 4 fleet car should be a University employe with a valid driver’s
license. Students or nonemploves may drnive only when a driver authorization form is filed
in advance of the trip with the proper University Office, Normally, passengers should be
limited 1o state employves or such other persons whose presence is necessary for conduct
of official business. It faculty or students use private cars for field trips. they should be
fully aware of their hhability and should carry adequate insurance.

MOVING EXPENSES

The University of Wisconsin System regulations on reimbursement of moving expenses
are set forth in Financial Policy and Procedure Paper #19.
APPLICANT INTERVIEW EXPENSES

A. Unclassified Service Academic Staff
1. The emploving department should submit a request for authorization to reimburse ap-
plicants for their interview expensecs through appropriate channels to the Chancellor

or his authorized representative.
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2. The request should include the followmy information:
i Name of apphicart and home address,
b. Exact title of open position and department or school.

c. The basis for determining that reimbursement is a necessary part of recruitiment
process. (Sce 3 below.)

d. Estimated reimbursement,
e. Signature of requestor and the Chancellor or his authorized representative.
3. The [ollowing should be considered in requesting and approving reimbursement,

a. That it is in the best interest of the State and is a necessary part of the effec-
live recruitment process.

b. The prospective empioye 1s one whose skitls are in critically short supply and
reunbursement is usually avarlable from competing employers.

<. Labor market is very tight for the particular position. Reimbursement will be an
incentive for prospective candidates to apply for the position.

d. All candidates will be given the same consideration for the open position through
reimbursement.

¢. Other reasons unique to the department or school.

4. Consideration should be given to partial reimbursement.

5. A copy of the approved request will be returned to the originating department and
should be attached to the wavel expense report when requesting reimbursement for
interview expenses.

6. Travel expense reports requesting reimbursement should comply with the Univer-
sity of Wisconsin System Travel Regulations for employe travet. This requires the
signature of the applicant and the submission of required receipts.

7. There arc occasions when staff members are required to interview applicants while
on a travel status. The Universuy will reimburse employes for the cost of any rea-
sonable meal furnished the candidate. A receipt should be obtained and should
show the candidate's name and title of unfilled position.

8. Quarterly Reports of authorization for reimbursement of travel expenses for appli-
cants in the unclassified service should be submitted by the Unit Business Offices
to Central Administration by the 10th day of the month following the close of cach
quarter. This report should indicate the number of requests by Unit, name, position,
and dollar amount. Two copies of the approved requests should be attached.

B. Classified Service

Review with Unit Personnel Office the procedur to obtain approval for reimburse-
ment of Applicant [nterview Expenses in the classified service.

XIV. HONORARIUM PAYMENTS - Special Services Nol On Payroll

Payments of fees and expenses to individuals who provide a service to the University
System, such as speakers, lecturers, consultants. officials for athletic events, etc., and
who are not employes of the University of Wisconsin System are allowable. If service to
be performed will be 1n excess of $3,000.00. it will be necessary to obtain Governor's
Waiver to Scaled Bid. A breakdown of expenses and the fee charged, if any, should be pro-
vided. A bricf explanation of the type of service is required, and in the case of a rela-
tively high fee, an explanation of how the fec was dztermined. Whenever possible, the fee
charged and travel expenses should be submitted on nne travel cxpensereport. The Social
Security number and home address mast be provided. “The claimant's signature 1s not re-
quired, but proper approval authorizing payment nmust be provided. If a period of service
provided by an individual is expected to exceed 2 weeks, consideration should be given to
’ placing the individual on the payroll.
|
|
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PREPARATION OF HE CTRAVEL EXPLNSE REPORT

A, Al travel expuense Gans shouid be submitted on the travel expense report at the car-
hiest practicable date Toliowing the tnip. However, in the case of persons making fre-
quent tnps, travel eapense repoits should be submitted monthly. Lach traveler should
account scparately for his expenscs and subant scparate receipls. An exception is
made in the case of student groups.

1. BEach traveler should stemze eapenditures and mileage daily.

2. The purpose of the drip should be speatically stated.

3. Last the dute and tune of departure and return. Show the number of miles traveled
daily, 1f a privately owned or rental vehicle 1s used.

4. Bach ttem of expense should be listed in chronological order.

Required receipts in chronalogical order should be numbered and should be attached

wh

sccurely to the travel expense report,

6. Venfy all computations and indicate travel advances that should be deducted from
the amount duc the traveler. The complete account coding should be indicated.

7. Travel claims of all comployes, other than the President and the Chancellors, must
be approved personaliy by the emplove’s supervisor in addition to the standard ap-
proval by the person delegated 1o sign travel expense reports. The traveler must
nersonally sign the Clammant’s Statement,

8. The mode of travel should be indicated even if the employe is not reimbursed for
transportation expenses,

B. Any cxpenses which are billed directly to the University or paid by another agency
should be wndicated on the travel expense report,
AUDIT OF EXPENSE REPORTS

A. Al travel expense reports should be carefully reviewed and audited by the Unit Busi-
ness Office.

B. Atits discretion, each Unit may reimburse the traveier from Contingent Funds.

C. Transactions will be audiicd by the Central Pre-Audit Office as part of the normal proc-
essing eycle,

TRAVEL INFORMATION

Inquirics concerning travel espense regulations or the submission of travel expense
reports should be directed to the Unit Business Office,
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*
Meal Reimbursement for Stout Employees

Stout employees will be reimbursed for the actual meal costs which includes
tax and tips (not to exceed 15%) up to a maximum amount of $12.00 per day
(i.e. 6:30 a.m. to 6:00 p.m.) without receipts. If the period of travel statu
is less than a full day, the test of reasonableness will be applied within the
512.00 guideline.

1f the total meal costs exceeds $12.00 for a day, a receipt for the evening
meal and a juscification of the total expense must be submitted with the
expense report.

This policy is not intended to authorize the actual costs to become the
maximum allowable without receipts.
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UW-5tout Policy to Cover Employee
Meal Costs and Refreshment Costs in Menomonie 1
1. Meal costs for University personnel may be paid by the University under the follow=-
ing conditions.

A. When consultation with non-university personnel pertaining to the
university business, as approved in advance by the Chancellor or his
designate, must be transacted during a period including normal meal
time.

B. When for the convenience of the University, as approved in advance by
the Chancellor or his designate, university personnel must transact
univeristy business during a period including normal meal time.

The documentation necessary to be included in the request is:

1. Names and participants and their affiliation with the university.

A clear concise explanation of the activity as to the purpose of
the function. A copy of the agenda must be included.

~no

3. Source of funds from which expenses are to be paid. Example-G.P.R.,
Registration Fee collected, Segregated Fees.

4. Full account code to be charged.

S. If the meal time is the only period covered for the meeting, a
starement of justification for that time period must be included.

6. Appropriate approvals.

I1. 2Refreshments may be served during functions of an all morning, all afternoon,
or all day nature which involves university or non-university personnel under
the following conditions.

A. TFor functions where a registration fee is collected.
1. That a registration fee is collected from each participant.
(University personnel, may, through proper approvals have the
registration fee paid by tyeir departmental account if it is

deemed that the function is job related.)

2. That the function information distributed contains:

a. the functions, purpose, and agenda.
b. the amount of the reigstration fee is specified.
c. that the indication "Registration fee paid includes refreshment

breaks' is included. If meal costs are also included in the
registration fee, the meals covered must be specified.
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3. That for such {unctions to occur, as described in Section LI, a
P ‘majority of the participants must be non-university personnel.

B. For workshops, conferences, and related activities, funded by Federal
grants, it is permissible to charge refreshment costs for activities
for all day or half day periods when a majority of the participants
are non-university personnel and such costs are allowable under the
terms of the grant. Specific grants may supersede this provision
because of the award given to the university.

C. For functions where a registration fee is not collected, it is
permissible for a person or persons, on an individual basis, to make arrange=-
ments for, and be personally responsible for the costs of refreshments to
be served. University funds may not be used to finance such functions.

The documentation for these activities except item c require: ’1
1. Names of university and non-university personnel participating.l
2. Source of funding: e.g. Registration fee, Federal Grant. ~
3. Copy of function literature.

4. Full account code to be charged. Applicable to items A and B only.

5. Explanation of function if not clearly stated.

6. Appropriate approvals.

For purpose of definition, "in Menomonie" includes the City of Menomonie and a
15 mile radius.

2For purpose of definition, refreshment costs are those costs which are for food
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The authorization for headquarter city expenses form is to be the basic data form
used with supporting documentation as required attached thereto.
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UNIVERSITY OF WISCONSIN - STOUT

| Authorization for Headquarter City Expenses

‘UNIT ) I 1. Date - ]

(For Food Sexvice Use Only)

2. Date Service to be Provided:
3, Service to be Provided by:}___J Snack Bar i lCommons [:::1Tainter
i [Other (Give Name of Establishment)

4. TLocation:

If on campus

54 iist Participants:

*Asterisk Stout Employees

o

Total Number of Persons 7. Estimated Cost

8l.  Accouat Humber to be Charged

(&l

D ey e & e =i e
Requestad BY:

n

10 aApprovals: Division Administrator MUST Approve:

11}, Purpose:

12]. Source of Funds:

13, STATEMENT OF CERTIFICATION MUST BE SIGNED WHEN MEAL PERIOD IS THE ONLY TIME FOR CONDUCTIN
MEETING,
I certify that the meal period is the only time the participants listed could be

asscembled for the purpese of the meeting.

Signature

Distribution oi Copies:

Ofiginal and Znd Copy to:

Al. Food Service Unit Providing Service, or

Bl. to Business Office with receipt for occasion if not catered by Stout Food Service.
Third Copy:

Departuental Cbpy.

nstruction for Completing Form on Back of Department Copy.
A

DVANCED APPROVAL IS REQUIRED.
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STOUT STATE UNIVERSITY
Menomonie, Wisconsin No.

AUTHORIZATION FOR TRAVEL

(To be submitted to immediate supervigor ten days before date of travel)

NAME

AREA WHERE COSTS WILL BE CHARGED

TRAVEL TO: City State

Departure Date Return Date

Purpose of Travel

Estimated Total Cost:

How much of the reinbursement is to be paid by the University

University functions will be covered in the following manner:

Signed Date
APPROVED BY: COPIES:
Department Chairman 1. Individual
2. Department Chm.
Account No. to be charged 3. Dean(s)

Dean(s)

(If the initiator reports to more than one dean, each
should sign.)
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AIR TRAVEL

To facilitate staff members' air travel for the University, the Ac-
counting Office will, if requested, provide service to arrange flight
reservations. In this way, on approved trips, billing is made to, and
payment made by the University, so that the staff member is not required to
advance funds for this portion of cost of the trip. All state air travel as
of 7/1/70 is subject to :he 8 per cent Federal tax. It is no longer nec-
essary to fill out an exemption certificate for air travel tax exemption.

Air fare is limited to the lowest jet class fare available, unless
approved by the agency head. If no other class is available, the employee
must submit a statement from the carrier to that effect.
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I. CIVIL SERVICE EMP{OYLLS

Most University support staff are Wisconsin Civil Service (classified) employees.

All appointments to classified permanent and limited term positions must be
made from eligible lists supplied by the Personnel Office.

A "Limited Term Rocruitment Request' form and a '"Recruitment Approval Form'
(for permanent positions) are to be processed through your normal administra-
tive channels prior to the Personnel Office beginning recruitment for limited
term or permanent classified positions. Copies of these forms may be obtained
through your department or dean's office.

After being app. inted to a position, a classified employee works directly for
his/her respective supervisor (faculty or classified) who is primarily respon-
sible for the orientation to the job, and for the required performance evalua-
tion during the employee's six-month probationary period and for periodic
evaluations after probation is achieved.

The Personnel Office, through means of an employee handbook (periodically re-
vised), and an informational packet at the time of appointment, informational
memos, and ''communication' sessions, keeps each classified employee up-to-date
on benefits and conditions of employment.

The major conditions of employment relating to classified employees are the
following:

1. All classified employees serve at least a six-month probationary period
before obtaining permanent status.

L3

2. Normal work hours can be flexible to correlate with the services and needs
of the department, but most classified employees work eight hours per day
and five days per week.

3. Most classified employees are entitled to a 15 minute rest break each
half shift, not to be banked for any purpose if not taken. Lunch breaks
range from one-half hour to one hour, depending upon the needs of the de-
partment. The work day is adjusted in accordance with the length of the
lunch break.

4. UW-Stout has an internal promotional policy for any position which it is
felt that at least three interested and qualified candidates are available
within the university.

5. Classified employees are eligible to transfer from one job to another
within the same classification, or to voluntarily demote to any lower
classification for which they may be eligible.

6. First line supervisors have the responsibility to expect acceptable
standards of performance and conduct from a classified employee. 1f
standards are not being met, the supervisor should consult with the Per-
sonnel Office regarding the appropriate action to be taken.

7. C(lassified employees are paid every other Thursday.
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11.

12,

13.

14,

15.

16.

Besides a salary increase after successful completion of a probationary
period, non-unionized classified employees receive annual salary increases
effective on or before July 1. These salary increases usually consist of
a cost-of-living adjustment and a merit increase.

All classified employee fringe benefits such as medical insurance, life
insurance, income continuation insurance, etc. are administered by the
Personnel Office.

Non-unionized classified employees generate vacation at the following rates:

1- 5 years --=-=---=----~ 80 hours
5 - 10 years ------=----- 120 hours
10 - 15 years ----------=- 136 hours
15 - 20 years ------------ 160 hours
20 - 25 years ----------=-- 176 hours

26 years ------------ 200 hours

Classified employees earn sick leave at the rate of four hours per each
two-week pay period. Unused sick leave accumulates from year to year
without limit. Provisionsfor proper use of sick leave are found in the
employees' handbook or union contract.

Non-unionized classified employees are granted 9% holidays each year.

These include the usual holidays of New Years, Memorial Day, July 4th,
Labor Day, and Thanksgiving, a half-day Good Friday afternoon, a day

and one-half at Christmas and again at New Years, and two personal holidays.
An additional personal holiday will be added effective January 1, 1976.

A classified employee may be allowed to take a leave of absence without
pay for medical, educational, or exceptional personal reasons if author-
ized by the department and the Personnel Office.

Non-unionized employees may use the state's grievance procedure if they
are dissatisfied with conditions of their employment.

Classified employees have a civil service job classification based upon
the kinds of duties they perform, the level and scope of their responsi-
bilities, and the degree of independence with which they are expected to
perform. Changes in classification are made based on Personnel Office

studies.

If you feel the level of responsibility of a classified employee has
increased significantly and may warrant a higher classification, you

may want to process a '"Reclassification Audit Request' form through your .
normal administrative channels. A copy of this form may be obtained
through your department or dean's office.

Emplryees represented by a union are covered by a written contract which
deals with most aspects of pay and conditions of employment. Employee
groups currently organized include blue collar, technical, security,
nurses, crafts, professional education and research and statistics.
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J. INSTRUCTIONAL SERVICES

LEARNING RESOURCES

FACULTY AND STUDENT SERVICES

Learning Resources provides services to assist instructional com-
munications and the learning process. Specialists are available for
consultation involving selection, procurement, retrieval, and utiliza-
tion of all media, and for the design and production of audio-visual
media.

Learning Resources are organized into three (3) units located in
three buildings:

1. Media Retrieval Services housed in the Robert L. Pierce Library
Building.

2. Instructional Technology Services housed in the Communications
Center Building.

(oS

Acodemic Computer Operations housed in the Computer Center,
Administration Building.

MEDIA RETRIEVAL SERVICES--PIERCE LIBRARY

Hours Open
Monday through Thursday--- 7:45 a.m. to 12:00 midright
Friday- 7:45 a.m. to 5:00 p.m.
Saturday - 1:00 p.m. to 5:00 p.m.
Sunday--~ ——— 1:00 p.m. to 12:00 midnight

Hours vary during vacations. Check posted schedules during these times.

General Information

The integrated resources collection of Media Retrieval Services =—--
Pierce Library con*ains a wealth of materials in many formats: more than
142,700 volumes; over 850 lémm films; 887 audio and videotapes; 5,482
reel> of microfilm; 251,000 sheets of microprint/microfiche; and 1,848
periodical subscriptions. Faculty are encouraged to arrange for the circu-
lation of all types of media for students to use individuall. Facilities
and equipment are available in the Pierce Library for utilizing packaged
instruction, audio cassettes, audio tape reels, filmstrips, 2 x 2 slides,
16mm films, standard and super 8mm films, tape-slide programs, and all
types of print media including microfilm, microfiche, and microcaids.

Consultation and assistance in designing and producing media is
available from Instructional Technology Services.
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Reference Service

Professional consultants are ready to help you in locating answers to your
questions on a one-to-one basis, or in group study. Formal classroom instruction
in the literature of your field is avallable upon faculty request.

Interlibrary lLoan and computer search services are avallable to students and
faculty.

Coin-operated photoduplication equipment (5¢ per page) is available on each
floor of the MRS~Pierce Library.

A coin-operated machine for producing paper copies of microfiche (10¢ per page)
is available on the first floor.

Paper copies of microfilm are available at 10¢ per page.

Photoduplication services for articles from periodicals not owned by the

i
|
|
|
|
Duplicate copies of microfiche can be produced for 10 cents per fiche.
|
|
University are available.

Reserved Resources

Faculty members who wish to have materials placed on reserve for their classes
are requested to submit completed reserve request forms (author, title, loan, etc.)
to the reserve area at least 48 hours in advance of the time when students will call
for them. Forms are available for this purpose at the circulation desk. Titles with
a low circulation history will be removed from reserve. The requesting faculty member
will be notified in each case. Reserve materials are returned to the general collect
at the end of each term.

Books are available for a four week loan period with renewal privilege. High
general interest books, non-print media and Stout Theses circulate for seven days.
Reference books and periodicals do not circulate.

The public services staff reserves the right to recall a book needed by another
user. Prompt return will be greatly appreciated.

Film Rental Service

Faculty are contacted by memo frequently during the year indicating new procedur
request de <1lines, etc. Film indexes and catalogs are available on the film index
table in the reference area and in room All0, (behind the circulation desk), the EMC,
and in the offices of many departmental chairmen.

Equipment and Loan Location

Various types of audio~visual equipment are located throughout the instructional
facilities on campus. In addition, a limited amount of equipment is available for
short=-term loan (3 days) from the Circulation desk. This equipment may be reserved.
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Media Requests

All requests for books, audio visual media, periodicals and serials to be
added to the Library collection should be forwarded to the Collection Devclop-
ment Librarian on special order forms available from the Library. Faculty are
encouraged to participate in the development of library resources. As part

of its regular procedures, the Collection Development Office routes reviews
and listings of newly published and produced materials to faculty whenever
appropriate. When the requests are placed in the Library, the faculty re-
questor 1s notified.

Media Purchase Policy

Media requested by faculty and purchased from the Media Retrieval
Services budget must be cataloged and stored in the Pierce Library for
the use of all students and faculty. Departments wishing to store media
in faculty offices must purchase such materials from their own funds.

Educational Materials Center (EMC)

The EMC houses a variety of materials that education majors will
find useful in their teaching careers. Resources include textbook samples,
curriculum guides, non-print materials, producers' catalogs, media source
materials, and many periodicals and pamphlets.

Area Research Center (State Historical Society of Wisconsin)

To encourage historical studies and enrich the resources for his-
torical research in the Dunn and Barron County areas, the University of
Wisconsin-Stout and the State Historical Society of Wisconsin have estab-
lished an Area Research Center for the collection, preservation, and ad-
ministration of such resources. The Center is located on the west side
of the Pierce Library Building.

Textbook Rental Service

The Textbook Rental Service is not a part of Media Retrieval Services,
although 1t is housed on the ground floor of the Pierce Library Building.

INSTRUCTIONAL TECHNOLOGY SERVICES

Instructional Development

Consultation services are available to assist faculty in the systematic
development and improvement of instruction through the selection, design,
production and evaluation of appropriate media. Assistance is provided in
working on specific lesson, unit, and course projects, or when writing
instructional improvement project proposals.

Graphics

Complete graphis planning and production services are available to
meet faculty needs for graphs, charts, posters, overhead transparencies,
and illustrations for slides, films, and television tapes.
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Photography

A wide range of black and white and color photographic services are
offered in support of instruction. Typical services include the design
and production of multi-image and sound-slide presentations, studio and'
location photography, copy photography, slide duplication, film processing

and printing.

16mm or super 8mm sound or silent films can be produced on location
or in our studio facilities. Films are produced for university use and
commercial distribution.

Closed Circuit Television

A closed-circuit television system is available for the distribution
or instructional television programs to campus classes. The campus tele-
vision studio facilities are comparable to many commercially available
production studios. In additionm, production services are available for

recording outside the studio.

Teleproduction Center

Responsive to the needs of local, state, and national non-profit
agencies, the Center is fully equipped for the color production of programs
and materials for broadcast TV utilization. The facility provides programs
on Channel 28 serving western Wisconsin and other stations affiliated with
the Wisconsin Educational Television Network. The Teleproduction Center is
a partially self-sustaining service of the University.

Television cameras and videotape recorders are available for short-
term checkout by faculty.

Self-Instruction

Self-instruction programs for the operation of audiovisual equipment,
and limited graphics production equipment are available for faculty and
student use in the Self-Instruction Laboratory, CC 144. The laboratory is
open and supervised approximately 12 hours daily,

Instructional Technology Services staff will also assist others in
programming instruction from simple paper and pencil exercises to multiple
response audiovisual programs.

Public Address Systems

Instructional Technology Services has the responsibility for the
maintenance of the sound system in Harvey Hall auditorium, the Field
House, and Nelson Field. Operators will be furnished for special functions
if necessary. Portable sound equipment is available for university use.

Audio Recording Service

Complete tape recording facilities are available for original record-
ing in monophonic, sterecphonic, and quadraphonic sound. Mixing, editing,
re-recording from records or tape, background music, and synchronizing
slide-sound programs are possible. A library of sound effects and music
is available.
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Equipment Malinlenance

Maintenance se¢rvice for all AV equipment is located in Room 138 of
the Communications Center Building. In the event of any problems with
audioc-visual, television, or sound equipment, contact this section.

ACADEMIC COMPUTER OPERATIONS

The Academic Computer Operation provides hardware and programming
support for all instructional areas of the university. The primary
services performed are execution of instructional and research programs
in both the batch-processing and time-sharing mode of operation, test-
scoring and survey analysis by mark-sense equipment, and provision of
personnel support to operate the existing equipment and perform program-
ming support for faculty and graduate student research.

The present eguipment consists of an IBM 1130 computer for batch-
processing, a Digital Equipment Corporation PDP-11/40 time-sharing computer,
and an IBM 1230 mark-sense reader with associated card punch. Three key~-
punch machines are available for student use in the Academic Computer Center.
The center is open for use 15 hours per day, 5 days a week plus Sunday
evenings. Student lab assistants are present during most hours for equip-
ment operation and program consultation. The time-sharing computer is
available 24 hours per day, 7 days a week, accessed via 14 remote terminals
located in the library, computer center, and classroom buildings of the
campus. A portable terminal may be checked out of the library by faculty
or students to use in their office or at home.

Students enrolled on campus become familiar with the use of the
computer through instructional aspects and research applications. Formal
courses in the Mathematics and Business and Industrial Management Depart-
ments acquaint students with computer applications and prepare them to
write computer programs in high-level programming languages. A minor in
Computer Science is currently offered through the Mathematics Department.
Periodic in-service sessions are held for faculty and students who desire
to use the computing services without attending formal classes.

COPYING AND DUPLICATING SERVICES

Services are pr vided on campus for copying and duplicating.

For multi-copies (25 or more), multilith services are available from
the Duplicating Center in Ray Hall  If one or more copies (to 24) are
required, varied copying equipment (Xerox, 3M, etc.), in various locations,
are available.




PIGEON LAKE FIELD STATION

The Wisconsin State Universities sponsor a summer program at Pigeon Lake
Field Station near ™r :mmond, Bayfield County, in northwestern Wisconsin.
Appropriate course work successfully completed in the various camp programs
by students enrolled in the system is credited as residence study by their
respective universities.

In the past, the camp has been used principally for programs in Art,
Outdoor Education, School Camping, and for Field Biology Institutes which
have been supported by the National Science Foundation. These programs
have varied in length from two to six weeks. Additional course work in
other areas will be scheduled for future years.

The field station has been leased from the U.S. Forest Service since 1959
and functions as a naturil laboratory in the heart of the Chequamegon National
Forest. Sixteen rustic cabins are availble, each with a capacity of six to
eight students. A dining hall, recreation hall and two classroom-laboratory
buildings are situated near 1400 feet of shoreline. Excellent facilities are
available for boating, swimming, and fishing.

Pending programs are publicized by special announcement in tne early spring. |
For further details contact the registrar or the campus member of the Pigeon
Lake Steering Committee.

CHIPPEWA LAKE FIELD STATION AT CLAM LAKEL

The Chippewa Lake Field Station is located five miles north of the town of
Clam Lake, Wisconsin in the Chequamegon National Forest. Academic programs are
offered at the Field Sration during the month of June, July, and August, but the
facilities are available at other times to University of Wisconsin affiliated

groups.

There are four fully winterized dormitories at Chippewa Lake, and each
dormitory can accommocate fifty persons. Nine trailers housing from four to
six persons are also available. Boats and canoes may be used in Chippewa Lake.
Kitchen~-dining facilities are available. In come cases, it may be desirable to
provide food service for large groups using the Station. Prices for such service
will be furnished on request. Address inquiries to the University of Wisconsin
System, 142 East Gilman Street, Madison, Wisconsin 53701.

-Pending programs are publicized by special announcement in the early spring.
For further details contact the Registrar or the campus member of the Clam Lake
Steering Committee.
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PERSONAL SERVICES

STUDENT HEALTH SERVICES

Eligibilihy for Service

All undergraduate and graduate students whose fee payments have included
a health fee, and who have filed the health examination form required at the
time of entrance, are eatitled to the services which the Health Center is
designed to render.

Health Center Hours

1. The Student Health Center will be open from 8:00 a.m. to 4:30 p.m.
daily Monday through Friday.

K]

A physician will be on duty at the Heaith Center from 8:30 a.m. to
12:30 p.m. Monday through Friday.

Office calls will be available to students at the Red Cedar Clinic

by referral from the University aurse Monday through Friday, 1:00 p.m.
to 5:00 p.m. Office calls are availeble at the Clinic on Saturday
between 9:00 a.m. and 11:00 noon. A referral slip from the University
nurse is not required on Saturday a.m.

(93]

a. There will be no charge for office calls to the student if a
referral slip is issued to the student by the Universlty nurse,
with the above exception on Saturday a.m. This referral slip
must be obtained prior to the student's appearance at the Red
Cedar Clinic.

b. Students will pay for lab, x-ray and injections, not provided by
the Health Center, or if in the opinlon of the doctor a delay in
tests or treatment would be unwise.

4. A nurse, laboratory technologist, and receptionist are on duty during
the hours the Student Health Center is open. ;

e

Services Available Include

1. TFirst aid and treatment of minor illness.

2. Desensitizing or allergy injections if the student presents a letter
of instruction from a private physician.

3. Physical examinations for athletics as required by the Director of
Athletics. (This service will be arranged for by the Director of
Athletics.)

4. Physical examinations as required for practice teaching.

5. Immunization for small pox and tetanus at specified times.
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6. A follow-up of the tuierculosis prevention program which students
are required to follow under care of a private physician.

7. Referral service for those who wish to obtain surgical, medical,
hcspital, and major medical insurance.

8. Certification concerning conditions which may affect participation
in physical education class, intramural programs, and other cir-
cumstances where health is reiated to the activity.

9. Referral services to other physicians and health functionaries.

10. Health counseling.
11. Standard office diagnosis and treatment.

12. X-rays of extremities and chest will be taken at the Student Health
Center, at no charge to the student, when the x-ray unit is in
operation. The fee for interpretation of x-rays by a specialist is
borne by the student. .

13. Information, counseling and limited treatment is available to those
students who have, or think they may have, drug abuse problems
(i.e. marijuana, LSD, narcotics, etc.). Like other health records,
this information will remain strictly confidential and cannot be
passed along to others in or outside of the Unive:rsity without
consent of the student.

Miscellaneous Policy Statements

As the Stout Student Health Center does not provide a complete health
service, the following statements are offered to clarify policy concerning
operational procedures.

1. Since there is no intermediate health care facility for overnight
use such as an infirmary, students who are in need of such a facility
at other than Center hours must be cared for in their rooms, homes,
or the Menomonie Memorial Hospital. Any cost involved in such care
is borne by the student. There is a limited facility at the Student
Health Center for emergency use during Center hours.

2. Students who need health care during the times when the Health Center
is closed are advised to call at the Red Cedar Clinic, or at the
Memorial Hospital emergency department. Again the responsibility
for the cost belongs to the student.

3. Students are expected to assume the cost of injury which occurs on
or off campus which requires more than first aid care.

4. The Health Center may refer st.dents for medical care when conditions
suggest that such referral be made in lieu of Center care. However,
written authorization by the Director of the Health Center is uecessary
if the University is to bear any cost.
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Thne families of students are not eligible for Health Center care.

6. House calls or calls after regular office hours are not included
in the Health Service program.

/. Transportation to a health care facility may be arranged by
residents cof the residence halls with the resident head. The
Jniversity Health Service does not include ambulance service.

8. Hospitalization, consultation services with specialists, x-ray,
physical therapy, and similar costs are borne by the student or

his insurer.

9. Care for pregnancy, except for the first visit, is not covered by
the Student Health fee.

In Cases of Fmergency

When an accident or illness arises, it should be reported to the resident
head or assistant, or the householder in the home in which the student is
living. If examination by a physician seems necessary, the student cshould be
brought to the Health Center. If medical attention is required after normal
Heaith Center hours, telephone either the Red Cedar Clinic (235-9671), or
Memorial Hospital (235-5531) for inmstructions. For conditions that are
obviously very urgent, take the student directly to the hospitai emergency
room. :

Telephone: Health Service 232-1314, 232-1473

Red Cedar €linic 235-9671
Memorial Hospital 235-5531
Police 235-3456

Health Insurance

Students are urged to carry comprehensive health insurance which will
cover hospitalization, surgery, X-Tays, laboratory tests, and emergency
care not covered by the student health center. Such insurance can be
obtained at Stout if a student does not already have such coverage. Those
interested should contact the Stout Student Insurance Plan, c/o Bob Jeatran,
409 Wilson Avenue, Menomonie, Wisconsin 54751, phone 235-4213.

CASH COLLECTIONS

The Board of Regents and the State Auditor have delegated to the
Bbusiness Dffice full responsibility for collection, recording and safe-
keeping of all funds connected with University activities. This inciudes

any and ‘all payments required of students or customers by any department
or activity.

No faculty member or any other emplovee is autnorized to accept any

funds on behalf of the University except persons designated by the Assistant
Chanceilorfor Administrative Services.
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HOUS ING

While the University does not provide [aculty housing, cvery cifort
is made to help faculty members sccure satisfactory accommodations.

The University Housing Office maintains housing lists for students
and will attempt to assist faculty members in locating rooms, apartments or
houses. However, faculty members should make every attempt to locate
housing on their own.

LOST AND FOUND

A lost and found department for students and faculty is located at
the Memorial Student Center information booth.

MATL AND TELEPHONE MESSAGES

It is preferred that private mail and telephone messages be directed
to the homes of faculty members. Only in cases of emergency are personal
telephone messages and letters to faculty members delivered immediately.

SCHOOL PUBLICATI1UNS

School Paper

The Stoutonia is the official student newspaper at Univ. of Wic. - Stout.
It is edited and produced by students throughout the University year, and
is issued on Fridays. WNews articles for publication may be submitted
directly to the editor or to the faculty editorial adviser. Sub-zription
is free to faculty members.

University Yearbook

The Stout Student Association publishes the Tower, the yearbook. The
student staff, with the aid of faculty members, a production adviser and a
literary adviser, edits the Tower. Individual pictures of the administra-
tors and group pictures of departments appear each year. The Tower staff
will cortact faculty members to make appointments for photographs. There
is no charge. Copies of the yearbook are sold to faculty members at less
than cost. 1In recent years, the Tower has achieved considerable dis-
tinction among ycarbooks from universities in its class.
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The following procedure will be used {n worklng with Individuals,
whether they are students or nonstudents, when [t involves theft, mutilation,

or damage of university property.

1.

(]

REPORT OF THE THEFT AND MUTILATION COMMITTEE

The situation would be written up by the observer or the supervisor
of the person observing such action. This would include identifi-

cation of the individual, if possible, the date, time and place of

the incident, and a description of what occurred. Also, the names

of any witnesses should be included in this.

The following day, a hearing would be sget up which would involve

the complainant, a member of the security staff, a representative of
the area having jurisdiction over the material, a representative from
the Dean of Student's Office, and the individual accused. This hear-
ing would hear the facéts in the case.

A decision on a course of action would be made involving the Security
Office, a rer esentative of the area having jurisdiction over the
property '  astion, and a representative of the Dean of Student's
Office.
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L. FACULIY-STUDENT COMMITTRES

INTRODUCTION

Faculty-student committees are appointed by the appropriate divisional
head. The purposes of such committees are to develop policies or programs,
to consult with the administration or other groups in the University, or to
assume responsibilities in the areas described in the following section.

New faculty members usually do not serve on a committee during their
first year at Stout. Requests for membership on specific committees are
honored whenever possible. Typically a faculty member is appointed to only
one committee.

ACADEMIC AFFAIRS ADMINISTRATIVE TEAM

Purpcses

The Academic Affairs Administrative Team (AAAT) is a policy making
group serving as adviser to the Vice Chancellor. This council develops,
defines, and implements the academic mission of the University, judges
program proposals in terms of this mission and develops personnel policies
for the instru:tional faculty.

AAAT Members

Dean, GCraduate College; Dean of Learning Resources: Dean, School of
Education; Dean School of Home Economics; Dean. School of Industry and
Technology; Dean, School of Liberal Studies; the Vice Chancellor; and the
Curriculum Coordinator.

ALUMNI RELATIONS

Purposes

To serve in an advisory capacity to the Stout Alumni Association in
increasing the activities of Stout's alumni throughout the nation.

To plan alumi homecoming activities and alumni commencement activities.

To furnish suggestions for additional services to the alumni.

ATHLETICS

Functions

1. To encourage an intercollegiate program consistert with the edu-
cational objectives of the University, and the Constitution and
By-Laws of the Wisconsin State University Conference.

To formulate or approve standards of scholarship, sportsmanship,
and general conduct for all persons concerned with the University

intercollegiate athletic program.

o

3. To formulate policies for the conduct and administration of the
intercollegiat. athletic program of the University.
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4. To revise nr expand existing policies and to make recommendations
for such revisions or adoptions according to the following:
a. upon initiative from this committee
b. upon a request from the University Chancellor

c. to be consistent with the policies of the National Association
of Intercollegiate Athletics.

5. To recommend the addition or deletion of activities in the
University intercollegiate athletics program, review the
schedules, and approve the annual budget as it pertains to
that program.

CAMPUS DEVELOPMENT

Purposes

To provide students, faculty and administration with an opportunity
to express opinions regarding:

1. Facility needs.

2. Improvement of existing facilities.

3. Use and occupancy of facilities.

4. Parking of automobiles.

5. Campus planning including layout and development.

To assist the Stout Director of Campus Development.

COM* . -:NCFMENT

Purposes

To plan all activities concerned with all commencements, including
details of the program of graduation.
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BYLAWS OF THE
CURRICULUM AND INSTRUCTION COMMITTEE
(Adopted November 19, 1970)
Revised September 26, 1974

ARTICLE I. NAME
The name of this Academic Affairs organization shall be the Curriculum and
Instruction Committee.
ARTICLE II. PURPOSES
Section 1. The Committee shall be advisory to the Vice Chancellor.
Section 2. The purpose of the Committee shall be to serve as an academic
forum to consider credit producing learning experiences and

major and sub-major academic programs and ascertain if they
are in accordance with the Institutional Mission Statement.

Section 3. The objectives of the Committee shall be:

(1.) To act upon proposals for credit producing learning ex-
periences and major and sub-major academic programs.

[1] To ascertain if the proposal is in accordance with the
the Institutional Mission Statement, priorities,
and policies of the University.

[2.) To ascertain if the proposal will fulfill a justi-
fiable need.

[3& To ascertain if the proposal has realistic, consis-
tent and measurable objectives, and appropriate
evaluation procedures.

Lﬁ.‘ To ascertain if the proposal is housed in the opti-
mum school or area.

ESJ To ascertain if the level (of a course proposal)
is in keeping with the content, objectives, and
prerequisites stated in the proposal, and in rela-
tionship to other offerings, and in keeping with
when the student would normally be expected to
take the offering.

[6J To ascertain if the title and catalog description
is descriptive of the content and objectives of
the proposal.

[74 To ascertain if the proposal results in unnecessary
overlap or duplication with existing offerings.

(2.) To encourage a transdisciplinary approach to curricular
and instructional growth.

(3.) To encourage and/or to conduct studies of curricular and
IERJﬂ:‘ instructional matters, including reviews of existing offerings.
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Section 4. The Committee shall not consider the availability of resources
for any proposal or the methodology of teaching a course.

(1.) The availability of resources (facilities, dollars,
faculty) is the responsibility of the department and
school as it is a budgetary decision.

(2.) The methodology of teaching a course is the responsi-
‘ bility of the department and/or school and is given only
to aid in understanding the objectives and intent of the
course.

ARTICLE III. MEMBERSHIP

Section 1. The members shall concern themselves with the Institutional
Mission Statement, and shall be chosen to provide a cross-
section of the academic community of the University.

Section /. The qualifications of the members of the Committee shall be:

(1.) To be knowledgeable about the University, its mission,
structure, and the more specific specialized objectives
and missions of the various units which comprise the total
University.

(2.) To be knowledgeable about the Bylaws and status of the
Committee within the University structure.

(3.) To be able to serve without undue distraction of other
| activities either imposed on or undertaken voluntarily
by proposed members. This implies that members should
not be so unduly involved with other activities that
they distract from active and meaningful service on the
Committee.

Section 3. The duties of the members of the Committee shall be:
(1.) To attend all meetings of the Committee.

(2.) To study all the material submitted before the meeting
to become knowledgeable of what is to be considered, and
to be able to act intelligently and professionally on
the material at the meeting.

(3.) To participate fully in the activities of the Committee
in considering all items submitted.

(4.) To serve, as needed, on sub-committees of the Committee
when so assigned by the Chairman. Sub-committees are
established according to need to study and make recom-
mendations to the Committee about those items under con-
sideration or other items which the Committee deems nec-
essary of special consideration.
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(5.) 7To assume an all-university attitude in their member-
ship, by refraining from individual or special group
interest in their deliberations and voting. This
implies giving highest consideration to the good of the
University and its students on the part of the members
of the Committee.

Section 4. The members o¢ the Committee shall consist of:

Number Voting Members Selected By
6 Members chosen (one each) from: School or College

School of Education

School of Home Economics

School of Industry & Technology
School of Liberal Studies
Graduate College

Learning Resources

7 Faculty Members Faculty Senate
2 Student Members Student Senate

- Non-Voting, Ex-Official Members

1 Curriculum Coordinator

1 Registrar's Office Member Registrar
Section 5. Each voting committee member shall have a single alternate,
selected in the same manner as regular members, to serve in
the absence or disability of the regular member, and for the
same term.

Section 6. Terms of office shall be as follows:

(1.) The length of term of student committee members shall be
at the discretion of the Student Senate.

(2.) The length of term of faculty members shall be two years.

(3.) The faculty committee members may serve successive terms.

ARTICLE IV. OFFICERS

Section 1. The officers of the Committee shall be a chairman, vice chair-
man, and secretary.

Section 2. The Chairman and the Vice Chairman shall be elected by the
Committee.

Section 3. The Secretary shall be the Curriculum Coordinator.

Section 4. The officers shall serve a term of two years and may be re-
elected.

Q  Section 5. The election of officers shall be held at the October meeting.
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ARTICLE V. DUTIES OF OFFICERS

Section 1. The Chairman shall:
(1.) Preside at all meetings of the Committee.
(2.) Establish anl arrange meeting schedule and location.

(3.) Maintain liaison with the Curriculum Coordinator regarding
curriculum matters.

(4.) Conduct proceeding of the Committee in accordance with the
Bylaws.

Section 2. The Vice Chairman shall assume and perform the duties of the
Chairman in the absence or disability of the Chairman.

Section 3. The Secretary shall:

(1.) Notify all faculty and administrators of regular meetings,
including in the notice a call for materials to be sub-
mitted and deadlines for submission, no less than two weeks
in advance of the submission deadline.

(2.) Notify all committee members and other necessary parties
of any special meetings.

(3.) Receive copies of all materials submitted for consideration
at a meeting and collate them in preparation for distribu-
tion.

(4.) Prepare an agenda for each regular meeting and distribute
copies of the agenda plus copies of all submitted materials
to committee members and to all academic deans and assistant
deans two weexs in advance of each regular meeting.

(5.) Send copies of the agenda of each regular meeting to all
department c! 1irmen, directors of major programs, the Vice
Chancellor, other division heads, and the Chancellor.

(6.) Notify parties who submit materials of the meeting at which
such materials will be considered, and inform tliem 1f their
presence 1s required.

(7.) Keep an accurate record of the proceedings and actions of
each meeting.

(8.) Prepare ccpies of the minutes within one week after a meeting
and distribute copies to members of the Committee, deans and

assistant deans.

(9.) Send one (1) copy of the minutes and a set of all materials,
along with four (4) approval sheets, to the Vice Chancellor
for approval, modification, or rejection by the Vice Chancello?
and Chancellor.
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(10.) Upon receipt of signed approval forms (item 9), send
sets of all materials, minutes and signed approval form
to the Registrar, the Library, and the Director of Uni-
versity Relations, and place one set in the Academic
Affairs office file. '

(11.) Prepare a summary of the final actions on each item of
the minutes, as taken by the Vice Chancellor and
Chancellor, and distribute copies to all faculty and ad-
ministrators.

ARTICLE VI. MEETINGS

Regular meetings of the Committee shall be held monthly during
the academic year and as needed during the summer session.

Special meetings may be called by the Chairman.
The quorum shall consist of a majority of the voting members.

The meetings shall be open.

ARTICLE VII. PROCEDURE FOR RECOMMENDATIONS

All procedures for recommendations shall be in accordance with
the Curriculum Handbook approved by the Academic Affairs Admin-
istrative Team.

The recommendations will only be considered at a meeting if the
party submitting the material is present or represented by an
alternate. At the discretion of the Chairman, certain routine
recommendacions may be presented without representation.

The proposer of a recommendation shall submit te the Curriculum
Coordinator the number of copies as specified by the Curriculum
Handbook. The deadline for submission shall be as stated in the
notice of the meeting. :

It shall be permissible, on an emergency and at the request of

the Vice Chancellor, to circumvent the deadlines for the sub-
mission of materials.

ARTICLE VII.. AMENDMENTS

These Bylaws may be amended at any meeting by a two-thirds vote of the voting
members of the Committee, provided the proposed amendment has been stated in
the agenda for the meeting.
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FINANCIAL AIDS

Purposes

1. Communication - To inform students, faculty, administration,
donors, and potential donors of the financial
aids available at University of Wisconsin-Stout.

To co-ordinate all financial aids programs, to
include both gradua ‘e and undergraduate programs.

2. Co-ordination

To serve as an advisory board for the Financial
Aids Office.

3. Advisement

4. Selection - To aid in the selection of scholarship vinners.

5. Distribution - To insure equitable distribution of funds to all
students and all departments.

To serve students who might otherwise not have
this avenue open to them.

6. Appeals Board

To encourage contributions to the Financial Aids
program at University of Wisconsin-Stout.

7. Contributions

GRADUATE COUNCIL

Purposes

To set policy for the development and operation of graduate progrems
at University of Wisconsin-Stout.

To study needs for graduate education and develop plans to fulfill
these needs in keeping with the mission and capability of the University.

To set standards for graduate education at Stout in terms of charac-
teristics of specific programs and requirements of appropriate accrediting
agencies,

To study trends and developments in graduate education with the ob-
jective of improving graduate education at University of Wisconsin - Stout.
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RECREATION AND INTRAMURAL ADVISORY COMMITTEE

Purposes

To serve in an advisory capacity to the chairman of the Physical Edu-
cation Department on the utilization of the Health .nd Physical Education
Center and to help in setting up priorities on its use.

To advise and assist in the promotion of an opea recreation program
for students for such times as the facilities may be available.

To advise and assist in the operatiou of the intramural program.

INSTITUTIONAL STUDIES

Purposes

To stimulate and assist in the study of problems related to the
educational mission of University of Wisconsin-Stout.

To act as an advisory body for the researcher, staff or administrative,
who undertakes a study in this area.

To encourage a coordinated program of research in the instructional
processes and products at UW-Stout.

To acquire studies and information related to the furctions described
above.

INTERNATIONAL STUDENTS ADVISORY

Purposcs

To re-evaluate prasent policies concerning international students.

To recommend new or revisions to present policies concerning inter-
national students.

To make recommendations as to the role Univ. of Wis. - Stout should
take with international students.

To recommend means Of assisting international students in having a
meaningful experience at Univ. of Wis. - Stout and in Menomonie.
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LEARNING RESOURCES

Purposes

To act as a liaison committee between faculty and students and the
three major units of Learning Resources: Media Retrieval Services,
Instructional Technology Services and Academic Computer Operations.

To provide feedback concerning policies to the directors of the
units and the Dean of Learning Resources.

CAREER PLANNING AND PLACEMENT SERVICES

Purposes

To provide for all of Univ. of Wis. - Stout's students and alumni
full information and counseling on careers in general and jobs in particular
so that the individual can evaluate himself as well as the employment needs
of his society.

To accept the responsibility for development and maintenance of communi-
cation channels among students, faculty, educational institutions, business,
industry, and government so that their various needs and interests can be
properly Interpreted and implemented.

To establish and make available a current resource and materials center
for all students and alumni so that this assistance will help them to obtain
their optimum professional goal.

To provide an assessment and evaluation of our graduates through research
and follow-~up procedures.

SAFETY

All campus accidents, whether work-~related or not, must be reported to the
Campus Safety Coordinator within twelve hours of an incident. The Coordinator's
Nffice is located in Harvey Hall, Room 13, extension 2151.

Employee Eye and Face Protection Policy

Eye or Face protection shall be provided where persons are exposed
to any hazard which may reasonably be expected to cause injury to
the eyes or face.

SUCH HAZARD TYPES:

1. Milling, sawing, turning shaping, cutting, grinding, stamping,
of any solid materials. ]

2. Heat treatment, tempering, or kiln firing or any material

Any form of welding processes.

Eoow

Repair or servicing of any vehicle.

1 5. Caustics or explosive materials, hot liquids or solids, injurious
g - N\. radiations or other hazards not enumerated.
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FACULTY OR ACADZMIC STAFF ZPLOYZZIS in the following departments are
required to wear eye or race protection when involved in such activities
as outlined in the policy.

Graphic Communications
Energy & Transportation
Industrial Management
Material s & Processes
Apparel, Textiles & Design
Food & Nutrition .
Art

Physics

Biology

Chemistry

Evaluation & Training Center

Theatre

For additional information on ordering procedure please contact
your department chairperson or the Campus Safety Director.

SPEAKER POLICY

Purposes

To promote freedom of discussion in the University Community.

To encourage discussions that will make the maximum educational
contribution.

To assure the University against damage or interference with its over-
. all educational program.

STUDENT PUBLICATIONS BOARD

Purposes

1. To establish general policy regarding student publications.

2. To determire policy concerning selection of staff, including the
actual selection of the editor of each publication and advisement
of the President concerning the appointment of a faculty adviser
for each publication.

3. To protect the independence of the editor of each publication from
any group which seeks to exert undue pressure.

4. To hear non-legel complaints.

5. To recommend to the appropriate faculty committee and/or to the
Student Senate any changes in policy which the Board deems advisable.

6. To serve as a referral agency for the Student Services Committee,
the Student Senate, and other groups, when such groups seek
recommendations about student publications policy matters.
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Purposes

S.UDENT SERVICES

To serve as a board of advisers for student service functionaries.

a.

To act as a referral group which will provide faculty-student
reactions and recommendations to matters which may be referred
to the Committee by Student Service functionaries, by the
Student Senate, or by the Administration of the University.

To recommend problems for study and policies for evaluation
which deal with student services.

To review student services and student organizations periodi-~
cally so as to motivate self-evaluation and growth by these
services and organizations.

To guide Student Services Workers in their attempts to help
the faculty concentrate its attention on the problems, needs
and characteristics of students.

To serve liaison functions between student services and the faculty.

a.

b.

To communicate faculty and student views toward student services.

Ta encourage inservice programs for faculty members who perform
student service functions.

To assist in the coordination of classroom instruction and
student services.

To serve as a deliberative body which will assist the Administration

in its responsibility to approve or disapprove policy and/or action
recommended by the Student Senate.
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M. PROFESSIONAL ORGANIZATIONS

NDescriptions of three local faculty organizaticns are listed on this
and following pages.

Institutional memberships are maintained in a variety of organizations

related to the mission of the university. These are also listed in this
portion of the handbook.

THE FACULTY ASSOCIATION

The Faculty Association was organized in 1963 to participate in policy
determination for the university. The members of the Association are all
faculty members with the rank of instructor or higher. The Faculty Associa-
tion is served by an elected smaller body--a Senate.

The major purpose of the Association is to participate, through the
action of the Senate, in policy determination for the administration of the
university by reviewing, approving, and recommending policies. The primary
function is restricted to that of being advisory.

Preamble. Constitution and By-Laws
For
The Faculty Association
Of
University of Wisconsin-Stout
Menomonie, Wisconsin
(Revised 1969)

PREAMBLE

The Chancellor and the faculty of University of Wisconsin-Stout, having
arreed that each should participate in the formulation of policies for the
surcessful operation of the university, hereby declare that an organization
tv be known as the Faculty Association shall be established.

It is here recognized that the responsibility for the administration of
the university is, by statute, vested in the Chancellor as the executive
of ficer duly appointed by the Board of Regents for the University of Wiscon-
sin System. In such capacity, the Chancellor is solely responsible and must
retain such prerogatives as are necessary in his accountability to the PRoard
of Regents.

However, in the spirit of democratic administration, it is recommended
and acknowledged that the Faculty Association shall study and act upon such
policies as have or may be invoked by the Chancellor, either upon his re-
quest or bv the determination of the Association.
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The Association does not in any sense displace the faculty of the
university which Is administered by the Chancellor. It is understoond
that the Chancellor can call the faculty of the university for meetings
and assign duties as he desires.

The Constitution and its By-Laws, under which the Association shall
function, shall set forth the purposes, organization and operation of
the body and define its powers in a manner accepted and approved by the

Chancellor and adopted by the members of the faculty in a referendum
election.

CONSTITUTION
ARTICLE I. Name
The name of this organization shall be the Faculty Association.

ARTICLE II. Members

The membership shall include all duly appointed members of the facultv of
the university with the rank of instructor or higher.

ARTICLE I1I. Purposes

The purnoses of the A .ociation are to promote the professional welfare
of the uriversity and the faculty, and to participate in policy determina-
tion.

ARTICLE 1IV. Officers
The officers shall be a Chairman, Vice Chairman, Secretary, and Treasurer.
ARTICLE V. Senate

The Association shall elect a Senate which shall act for them within the
limits prescribed in the By-Laws.

ARTICLE VI. Committees
The committees of the Association shall be an Executive Committee, a
Social Welfare Committee, a Financial Benefit Committee, a Committee on
Administrative Committees, an Election Committee, and such special commit-
tees as provided in the By~Laws.

ARTICLE VII. Elections

The election of officers and delegates shall be held annually, with special
or referendum elections scheduled as needed.

ARTICLE VITI. Assessments

Assessments shall be based upon the financial needs of the Association as
determined by a budget approved early by the Association.
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ARTICLE IX. Amendment

The Constitution may be amended by a two~thirds majority of the members
present and voting; the amendment must be published and posted at least
two weeks prior to the date set for the vote.

BY~-LAWS
ARTICLE I. Purposes

1. The major purpose of the Association is to participate, through the
action of the Senate, in policy determination for the administration
of the University by reviewing, approving, and recommending policies.

A. Of concern will be major policy maiters or privileges affectirng
the members as a group--directly or indirectly--not with matters
affecting an individual only. For example~~the promotion policy
is of major concern; but its application in an individual case is
not.

B. Policy matters, both existing and proposed, may be studied and
acted upon by the Senate: (1) at the request of the university ad-
ministration: or (2) through self~determination.

C. Policy determination by the Association or its Senate does not
extend to judicial action on individual cases.

D. A member of the Association may request a delegate to have the
Senate study and act on an existing or proposed policy matter.

E. 1t is not the purpose of the Association to administer the policies.

2. The promotion of the general professional welfare of the university
and the members of the Association shall be carried on as directed by
the Executive Committee.

3. The promotion of the social welfare of the members of the Association
shall be administered by the Social Welfare Committee under the di-~
rection of the Executive Committee.

4, The promotion of the financial welfare of the members of the Associa-
tion shall be administered by the Financial Benefit Committee under
the direction of the Executive Committee.

ARTICLE II. Voting and Candidacy

1. All duly appointed persons on the university faculty assigned the
rank of instructor or higher are eligible as members and shall have
the right to vote in Association meetings, or in regular mail bal-
loting, and any such voter shall have the right to seek and hold
office if he meets the qualifiactions for such office,

O
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2. Eligible members wino have completed two and one-half academic
years of academic service shall be eligible to hold office as
Chairman, or Vice Chairman.

ARTICLE III. Officers

f-d

The officers of the Association shall be a Chairman; Vice Chairman,
Secretary, and Treasurer.

2. The Vice Chairman (chairman elect) shall be elected by the members at
large in the annual election.

3. The Secretary and Treasurer shall be elected by the Senate from the
Association memberships, not excluding members of the Senate, at the
first meeting following the annual election.

4. The term in each office is one year. The Vice Chairman shall become
Chairman the second year and shall serve as Past Chairman the third
year. The Association's year shall begin May 1 and end April 30.

5. Vacancies and succession in office.

A. A vacancy in an office shall be declared by the Executive Committee
upon the resignation of the incumbent from the office or the
faculty: or his departure, on a leave of absence of one year or
more; or for other just cause.

B. A vacancy in the office of the Chairman shall be filled bv the
Vice Chairman who will thereby succeed himself as Chairman for
the next term; if the office of the Chairman is again vacated
before another regular election, the Senate shall elect an Acting
Chairman to £ill the office until the next annual election at
which time a Chairman and Vice Chairman shall be elected.

C. A vacancy in the office of Secretary or Treasurer shall be filled
for the remainder of the year by a special election in the Senate.

D. The Secretary and the Treasurer shall be eligible to succeed
themselves in the office to serve a total of three successive years.

E. All officers and delegates shall remain in office until properly
succeeded.

6. Duties

A. The Chairman shall preside at all meetings of the Association and
the Senate; perform the usual duties of that office, and make
appointments not otherwise prescribed or denied.

BE. The Vice Chairman shall perform the duties of the Chairman in his
absence or in the event of his inability or refusal to act.

C. The Secretary shall perform the usual duties of such office; he
chall prepare and distribute a copy of the minutes of all Associa-
tion and Senate meetings to the Chancellor of the University and
each member; and he shall maintain one complete record of such
mertings in his files and one in the Robert L. Pierce Library.
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D.  The Yreasurer shall perform the usual duties of such office: ne
shall receive and disburse the assessments and perform any other
duties assigned to him.

ARTICLE IV. Association Meetings

Special meetings may be called by the Chairman or as scheduled by the
Association.

A regular or special meeting of the Senate may be held in conjunction
with an Association meeting.

A simple majority of the membership shall constitute a quorum.

The Association may vote, on matters brought to its attention, by

mail ballot, under regulations of the Election Committee, except

when otherwise provided in the Constitution or By-Laws of the Associa-
tion. Passage of measures shall be by simple majority of the ballots
received provided that a majority of the members case a ballot.

Robert's Rules of Order (Revised) shall govern the conduct of the
meetings.

ARTICLE V. Senate

The function of the Senate is to represent and act for the Association
in those areas provided in the Association Constitution and By-Laws.
The provisions of the Constitution and By-Laws shall govern the Senate
except as specifically provided in this Article V.

The officers of the Senate shall be the officers of the Association
18 prescribed in Article T1I of these By-Laws: namely, Chairman, Vice
Chairman, and Secretary, and Treasurer.

A. The Chairman shall not have a vote in the Senate, except that the
Chalrman may vote to break a tie.

B. The Vice Chairman, Secretary, Treasurer, and Past Chairman shall
be cx~officio members of the Senate with the right to vote.

C. Any Scnate delegate elected as Secretary or Treasurer shall re-
tain his right to vote.

D. Any member of the Association elected as Secretary, Treasurer, or
Vice Chairman shall have the right to vote.

g

The Chairman shall be ineligible to hold a seat in the Senate-
such a vacancy shall be filled by election at the annual election.

Membership

A, The Senate shall include not fewer than twenty (20) delegates nor
more than thirty (30) delegates, exclusive of ex-officio members.
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(1) One-half of the delegates shall be elected at large by the
eligible members of the Association.

(2) One-half of the delegates shall be elected by and represent
each of four major faculty groups. The groups are: (A) the
faculty of the School of lome Economics, (B) the faculty of
the School of Applied Science and Technology, (C) the faculty
of the School of Liberal Studies, and (D) the faculty repre-
senting Education, the Student Services area and any not
otherwise classified.

(3) The consitutents of each major group shall be established by
the Election Committee and approved by the Senate.

(4) Each major faculty group shall have not less than three (3)
delegates.

(5) The number of delegates shall be based on the number of full-
time faculty: part-time service by two or more eligible
members may accumulate as one full-time member with a frac-
tion of one-half or more being counted as one.

C. To be eligible for an election as a delegate of the faculty at
large, the candidate must have completed two and one-half years
of service on the faculty of the university: to be eligible as a
major group delegate the candidate must have completed at least
one and one-half academic years of service on the faculty of the
university.

D. A major group delegate who is transferred to another major group
during his term shall be ineligible to continue as a delegate for
the group to which he was elected and his seat shall be declared
vacant.

E. A Senate seat shall be declared vacant, provided that the remaining
term is over sixty (60) days, but less than three semesters (sec G.)
when the vacancy is caused by the resignation of the incumbent from
the Senate, or from the faculty, or by his departure on a leave of
absence for two successive semesters (the summer session shall not
be considered as leave time). The Senate shall elect an eligible
replacement from the appropriate area. The delegate so elected
shall serve until the next annual election. The replacement clected
at the annual election shall serve until the expiration of the term
to which the original delegate was elected.

F. A Senate seat shall be declared temporarily vacant, provided that
the remaining term is at least three full semesters, and provided
that the vacancy is caused by the departure of a delegate oan a leave
of no more than one semester, or one semester and one summer session.
The Senate shall elect an eligible replacement from the appropriate
area to serve in place of the delegate on leave until the announced
expiration date of the leave. Beyond the expiration date of the
leave, the Senate seat shall be declared vacant and the procedur2 in
V, 3.Z. shal” be followed.
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The term of service as a delegate shall be three (3) vears; one-third of
the total wmembersnip being elected each year.

A delegate having served three consecutive years in the Senate is inelgi-
ble for election or appointment as a delegate for one year.

Senate Moecetings

A. The Senate shall hold at lecast one meeting each nine weels period
during the academic year.

B. The first meeting each year must be scheduled on or before the second
Monday in May.

C. Speci~l meetings may be called by the Chairman or as scheduled by

the Senate; and a special meeting must be called upon the written
request of five members of the Senate.

D. A regular or special Senate meeting may be held in conjunction
with an Association meeting.

I. Two-thirds of the voting membership shall constitute a quorum.
F. The order of business shall be:

(1) Roll call

(2) Reading of minutes of previous meeting

(3) Committee reports

(4) Unfinished business

(5) New business

(6) Adjournment

G. Robert's Rules of Order (revised) shall govern the conduct of the
meetings.

H. All Senate meetings shall be open to the Association members except
those special meetings decreed as executive sessions. Members of
the Association may participate in discussion only with the consent
of the Senate.

ARTICLE VI. Association Committees
FExecutive Committee
A. The Executive Committee shall consist of the Chairman, Vice Chair-
man, Secretary, Treasurer, and immediate Past-Chairman, and one
Senate delegate representing each of the major faculty groups.
B. The Executive Committee shall plan the activities of the Associa-
tion and the Senate, counsel the Chairman in making appointments,

and shall act for the Association in emergency situations.

C. The Executive Committee shall in addition carry out those activi-
ties prescribed elsewhere in these By-Laws.
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social Welfare Committee
A. The Social Welfare Committee, appointed by the Executive Committee

and approved by the Senate, shall plan and administer the social
weltfare affairs of the Association.

B. The Social Welfare Committee shall prepare and maintain a policy
code for its activities which shall be approved by the Senate.

3. Financial Benefit Committee

A. The Finanrial Benefit Committee, appointed by the Executive Committec

and approved by the Senate, shall study retirement programs, insur-
ance plans, and any other programs resulting in financial benefits,
and shall keep the Association informed in these benefits.

The Financial Benefit Committee shall prepare anc¢ maintain a policy
code for its activities which shall be approved by the Senate.

4. ¥lection Committee

A. 'The Election Committee, appointed by the Executive Committee and
approved by the Senate, shall conduct the elections.

Ud

The Election Committee shall Prepare and maintain a plan for conducting
elections which shall be approved by the Senate.

5. Committee on Administrative Committees

A. The Committee on Administrative Committees shall be appointed by the
Lxecutive Committee and approved by the Senate, to participate with

the university administration in university committee appointments
to be made.

B. The Committee on Administrative Committees shall prepare and main-

tain a policy code for its activities which shall be approved by
the Senate.

6. Committee on Termination of Employment (Dismissal) of Faculty

A. The Committee on Termination of Employment of Faculty shall be
composed of five tenured faculty members who, including the
chairman of the committee, shall be appointed by the Executive
Committee and approved by the Senate. The Committee may include
adninistrative offices of the University and shall include
representation from the AWSUF Committee on Academic Freedom,
Tenure and Working Conditions.

B. It shall be the duty of the Committee on Termination of Employ-
ment of Faculty to conduct a hearing, or hearings, upon the
request of the faculty member to the President of .the University
when allegations, if true, might lead to the dismiscai of the
faculty member during the current term of his employment, if
non-tenured, or at any time, if tenured. The hearings shall
be conducted under the terms set forth in the directive from the
Board of Regents of State Universities: Rule 1, "Procedure for
dismissal of a non-tenured teacher during his term of employmenc',

o or Rule 2, "Procedure for,dismissal of a teacher having tenure',

ERIC according to which rule is applicable.
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7. The Chairman snall at his discretjon or at the request of the Associa-
tion or the Senate appoint any special committees as the need arises.
ARTICLE VIT. Elections
1. All details concerning elections not prescribed in these By-Laws
shall be formulated and maintained by the Election Committez and
approved by the Senato.

2. The regular annual election shall be held each April.

3. Special and referendum elections may be held when deemed necessary as
approved by a majority vote of the Senate.

4. A notice of the annual or any special election must be conspicuously
posted for reading by the members at least two weeks prior to the
election; except that the Executive Committee may at its discretion
reduce this period for a special election.

5. All voting shall be by ballot provided by the Election Committee.

Candidates

N

A. Candidates for the office of Vice Chairmsa (Chairman Llect) shall
file for election at least three weeks prior to the election and
shall be announced on the election notice.

B. Candidates as delegates to he elected by the members at large
shall be announced on the election notice.

C. Candidates as delegates to be elected by and to represent a major
faculty group shall be announced within forty-eight hours after
the delegate-at-large election and voted on within the next

seven days.

7. A majority of the votes cast shall be required to elect the Vice
Chairman (Chairman El=ct).

8. A certificate of election of a candidate shall be submitted by the
Chairman of the Election Committee to the Secretary within twenty-
Four nours after the closc of the election.

ARTICLE VIII. Assessments

1. The proposed budget shall be based upon the recommendations of the
Association Committees.

The Executive Committee shal’ compile the proposed budget for the
followirg year based upon the recommendations of the Association
Committees.

o
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The proposed budgzet shall first be approved by the Senate and then
submitted to the Association for final approval.

The Association shall act upon the proposed budget at the spring
meeting; thereby setting the assessments for the following year.

ARTICLE IX. Amendments

Amendments to these By-Laws may be made by a majority vote of the
members present and voting.

An amendment may be proposed in writing by a Senator to the Senate
in meeting to be brought to vote at the following Senate meeting.

A majority vote of those Senators present and voting favorably on
the proposed amendment shall cause the proposed amendment to be pre-
sented to the Faculty Association for approval.

An amendment may be proposed in writing by a member of the Associa-
tion to a Senator representing him. The Senator shall then present
the proposed amendment to the Senate as stated in IX, 2.

An amendment may be proposed in writing by a member of the Associa-
tion to the Chairman of the Association, when it is accompanied by
signatures of sixteen (16) other Association members favorable to the
proposed amendment. The Chairman shall then present the proposed
amendment to the Association for approval.

prior to the date set for the vote, by the Association, on the
proposed amendment.

Approved this first day of December, 1965, at Menomonie, Wisconsin.

A proposed amendment must be published and posted at least two weeks
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APPROVED WITH REVISIONS AND AMENDMENTS THI8® FIRBT pav oF Novemser, 1969,
AT MeEnomoNI &, WISCONSIN,

JOHN Jo Jax, CHA!RMAN

LEE SVMALLEY, ViceE CHAiIRMAN

CaroL DoBRUNZ, SECRETARY

ORviLLE NELSON, TREASURER

EDWARD LOWRY, PARL1AMENTAR AN

DAVID BARNARD, PAST CHAIRMAN

Jov JoceLvyn, ExEcuTiveE Commi TTeE:
EbwaRD MOR1cAL, ExecuTive Commi TTEE
BAviID McNAuGHTON, ExECUT:vE Comm: TTEE
NELVA RUNNALLS, EXECUTIVE Comm: TTEE

WISCONSIN EDUCATION ASSOCIATION - LOCAL

The WEA Local is a branch of the Wisconsin Education Association. The
executive council consists of these officers: president, vice president,
secretary and treasurer. Each year a treasurer is elected by ballot and
the other officers Progress to the next office; i.e., the treasurer becomes
Secretary, the secretary becomes vice president, and the vice president
becomes president. The executive council selects a delegate to the annual
WEA convention.

The purpose of the local W.E.A. is to maintain close rapport with the
N.E.A. and the W.E.A. and to work with the teachers at Stout, the student
N.E.A, group, and the local public school teachers in service-type activi-
ties.

The treasurer of the W,E.A, local accepts dues for the local organi-
zation and for N,E.A., W.E.A., and the Northwestern Wisconsin Teacher's
Association., Duyes usually are collected in October.

MEMBERSHIP IN ACCREDITING ASSOCIATIONS

The undergraduate and graduate programs of University of Wisconsin-Stout
are fully accredited by the North Central Association of Colleges and
Secondary Schools and the National Council for the Accreditation of
Teacher Education.

Women graduates are eligible for membership in the American Associ-
ation of Univers.cy Women.

ERIC
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TAUWF

The Association of University of Wisconsin Faculty is a statewide
organization with chapters at each of the state universities. It has
existed since 1915. The organization functions locally through five
committees: (1) Academic Freedom and Tenure, (2) Educational Policies,
(3) Salary and Fringe Benefits, (4) Legislation, and (5) Executive. The
chairman of each local committee serves as a representative to the
similar statewide committees,

The Association seeks to foster policies designated to provide young
men and women with the best education possible at public institutions of
higher learning at minimum cost, and to work for conditions which will
attract and retain competent and gifted teachers for the University of
Wisconsin System.

The Association Provides a unique means through which faculties have
accepted responsibilities implicit in their profession. Association offi-
cers and committee chairman participate in meetings with the Governor,
committees of the Legislature, the Board of Regents of University of
Wisconsin System, the Coordinating Council for Higher Education, and with
officials and faculty represcatatives of other educational institutions.

Relations of TAUWF with the Board of Regents and the university chan-
cellors have been harmonious since its existence. Association officers
attend meetings of the Board of Regents and present to the Board the views
of the university faculties. This relationship is unusual and desirable
in that it provides direct contact between faculty and regents. Minutes
of meetings of the Board of Regents are furnished to each member by the
Association.

Active in behalf of its programs, the Association geeks coordinated
Political effort at the local level involving faculty contact with leg-
islators and cooperation of parents, alumni, and other influential groups.

Delegate assemblies consisting of representatives from the nine uni-
versities meet at least once each year to determine policy and make recom-
rmendations for the state organization. Any local group may send proposal§
to the delegate assembly for action. If the assembly adopts a proPosal, it
is presented to the Board of Regents or to other appropriate agencies.

Meivbership in the organization is voluntary. All faculty members at
Stout are eligible for membership.

The treasurer of the local TAUWF accepts dues for the state organization
or the Personnel Office will arrange to have the dues withdrawn from vour
salary over an eight month period. The dues for the state organizationgaré
set annually bv the Delegate Assembly and are based upon a ;urcentage'or'tne
salary earned in ten months. TAUWF dues are tax deductible since it is in-
corporated as a non-profit-organization.

0 | 267

RIC

Aruitoxt provided by Eic:




IT-M~14

UNIVERSITY MAINTAINED MEMBERSHIPS

ALA Government Documents Round Table

American Association of Collegiate
Registrars and Admissions Officers

American Association of Museums

Americgn Association of State
Colleges and Universities

American Association of Textile
Chemists and Colorists

American Association of University
Women

American Bar Association

American Board of Counseling Ser-
vices

American College Health Association

American College Public Relations
Associatiza

American Council on Consumer
Interest

American Council on Education
American Federation of Arts
American Forensic Association
American Home Economics Association

American Institute for Design and
Drafting

American Institute of Plant
Engineers

American Institute of Constructors
American Library Association
American Management Association

American Technical Education
Association

Associated Schools of Construction

Association for Childhood Education

Association for Childhood Education
International

Association for School College & Uni~-
versity Staffing

Association for Intercollegiate Ath-
letics for Women

Association for Supervision & Curricu-
lum Development

Associacvion of Administrators of Home
Economics

Association of College & University
Housing Officers

Association of College Auxiliary Ser-
vices

Association of College Unions

Association of Department of English
Campus Directories Inc.

Central Association of Colleges &
Universities Business Officers

Central State Colleges & Universities

College & University Personnel Associa-
tion

College Placement Council

Council of Educational Facility
Planners :

Council on Hotel, Restaurant & In-
stitutional Education

Educational Film Library Association

Graphic Arts Technical Foundation

Great Lakes Association for School,

College and University Staffing

Illinois Association of Collegiate
Admisgsions Counselors
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Intercollegiate Broadcasting System
Intercollegiate Press

International Association of Coun-
seling Services

International Asscciation of Rehab-
ilitation Facilities

International Union of Official
Travel Organizations

LARC Association
Menomonie Country Club

Midwest Association for Intercol-
legiate Athletics for Women

Midwest Coffee House Circuit
Association

Midwest College Placement Associa-
tion

Minneapolis Institute of Arts

Minnesota Association of College
Admissions Counselors

Museum of Modern Art
NACDA

NAIA Sports Information Director's
Association '

National Art Education Association

National Association of College
Admission Counselors

National Association of College &
University Food Services

National Association of College
Stores

National Association of Educational
Buvers

National Association of Iandustrial
Technology

National Association of Inter-
Collegiate Athletics

209

National Asscciation of Metal Finishers

National Association of Student Person~
nel Administrators

National Commission on Accrediting

National Council of Administrators of
Home Economics :

National Entertainment Conference

National Intercollegiate Flying Associa-
tion

National Microfilm Association
National Safety Council

North Central Association of Colleges
& Secondary Schools

Society of Automotive Engineers
Society of Manufacturing Engineers
Society of Research Administrators

The American Association of Colleges
for Teacher Education

The American Society of Political &
Social Science

The American Society for Non-Destructive
Testing

The Asscciation for Institutional
Research

The John Creaser Library

The National Association of Educational
Buyers

United Council
United Film Association

United Residence Hall Association of
Wisconsin

University of Wisconsin Bowling Cont.
WACRAO

Walker Art Center
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West Central Information Association

Wisconsin Association of Rehabilita-
tion Facilities

Wisconsin Association of Secondary
Schools & College Ad. Council

Wisconsin College Health Associa-
tion

Wisconsin College Placement Associa-
tion

Wisconsin Collegiate Forensic Associa-
tion

Wisconsin Family Life Association
Wisconsin Library Association

Wisconsin State Union Athletic
Conference

World Future Society
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N. SPEAKER POLICY

SPEAKER POLICY GUIDELINES

Univ. of Wis. - Stout believes that a university has the responsi-
bility to provide a forum for the free expression of controversial social
and political philosophies. An essential function of a University is to
expose members of the academic community to the diverse ideas, attitudes
and values to facilitate the development of critical judgment in the
pursuit of truth and knowledge.

Univ. of Wis. ~ Stout re-affirms the right of any registered
organization to invite and hear any speaker it chooses. Those routine
procedures required by an institution before a guest speaker is invited to
appear on campus -should be designed only to insure that there is orderly
scheduling of facilities and adequate preparation for the event, and that
the occasion is conducted in a manner which safeguards the principle of
free speech as stated in the United States Constitution and as defined by
the laws of the United States and the State of Wisconsin and which protects
individual safety and the property of the University. These events should
be planned and conducted so as to provide orderly presentation and dialogue
and to prevent disruption. A reasonable period of time should be allowed
for questions and responses from the audience.

The institutional control of campus facilities should not be used as a
device of censorship. The scheduling procedures are to be determined by
the administrative personnel responsible for scheduling of facilities.
Sponsorship of guest speakers does not imply approval or endorsement,
cither by the sponsoring group or by the University. The sponsoring organ-
ization bears primary responsibility for the proper conduct of those events
which it sponsors.

The Activities Coordinator shall notify the Chancellor and other
appropriate campus offices sufficiently in advance about an event which

may require special precautions.

COMMITTEE MEMBERSHIP

1. It shall be composed of four faculty members, four students, two
alternate faculty members, two alternate student members.

2. The faculty members shall be appointed by the Chancellor of the
University from nominees submitted by the faculty senate.

3. The student members shall be apponinted by the Chancellor of the
University from nominees by the student senate.

4. The committee shall elect a chairman by majority vote to serve as
the presiding officer.
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The faculty members shall so.ve two year terms, staggeved so that
two members are elccted each year. Nc¢ «ember shall serve more
than two consecutive years.

The student members shall serve two year terms. No member may
succeed himsclf.

When a committee member vacates his seat, the Chancellorof the
University shall appoint a replacement to serve during the
remainder of the term. Replacements shall follow the same pro-
cedure as original appointments. '

A quorum shall consist of any five voting members of the committee.
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0. INFORMATION CONCERNING STUDENTS

ADMISSIONS POLICIES

Undergraduate

The Board of Regents establishes the general policies for admitting
students to all universities in the UW System. The Admissions Director
examines all applications and determines the status of those who are
acceptable or unqualified. Appeals, and applications from those students
who have been academically disqualified from Stout or from any other
university are referred to the Committee on Admissions and Credits.

Students who rank in the upper three-fourths of their high school
class are admitted in good standing. Those who rank in the lower one-
fourth, pbut have a standard composite score of 17 or better on the
american College Test are admitted in good standing, (SAT or CQT may
be substituted). Lower quarter students whose ACT score is below 17,
may be admitted on probation for any semester. They will be encouraged
to carry a lighter load than average (12 to 15 credits) and must partici-
pate in special programs provided for them.

Adults or veterans may be admitted even though they have not completed
high school if scholastic success and appropriateness of the offerings of
the University are indicated by tests and interviews conducted at the
University. Those who expect to enter as adult specials should arrange
with the Director of Admissions for such testing and interviewing well
in advance of the term for which entrance is desired.

Transfer students whose grade point average is 'C' or better (2.0
on a 4.0 point basis) are admitted in good standing. Transfer students
whose overall grade point average is below 'C! may be admitted on proba-
tion if a similar record at Stout wauld have entitled them to continue.

Graduate

An individual desiring to earn a graduate degree, take work to be
transferred to another graduate school, or to extend his education at the
graduate level must declare his intention before admission to the Graduate
College. This requires an applicant to furnish certain information and
complete various forms. In general, to be granted graduate student status
the applicant must have a bachelor's degree from-.an accredited college.
Depending on his goal, the status of an applicant is also determined by
his cumulative grade point average and the nature of previous course work.
Specific admission requirements are detailed in each major degree program
in the Graduate Bulletin. General admission procedures and forms include:

Admission form GC 111 -- This form must be completed by all applicants
and returned to the Dean of the Graduate College at least 30 days
prior to registration.

Transcripts -- All degree program applicants, at the time of application,
must submit an official transcript of undergraduate and graduate
work, if anyv, through their registrar to the Dean of the Graduate
College.
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Guest Matriculant form GC 113 --- All students previously admitted to
other graduate schools who wish to take graduate courses at Stout for
transfer will be mailed this form upon request at the time of appli-
cation. It is to be completed by their graduate school registrar at
once and will be used in lieu of transcripts of previous work.

Registrar's form GC 114 --- Applicants seeking graduate courses for certi-
fication, employer demands or simply to extend their education must
request this form from the Graduate College admission office and have
it completed by the registrar of their graduate or undergraduate
college as evidence that a degree has been awarded.

CLASS ATTENDANCE POLICY - (Revised 9/28/70)

This policy will apply to all students enrolled atyUniv. of Wis. - Stout:

1. Regular attendance is the responsibility of each student and it
is assumed that all students will attend those classes for which
they are registered.

2. The attendance policy c¢f each instructor is to be submitted in
writing to each class. It may be discussed with or explained to
the students. The instructor is urged not to use attendance as
a major or fixed factor in the calculation of the student’s grade.

3. The responsibility for assignments, experiments, or other class
activities carried on during any absence rests with the student.

4. Excuses or notification for student absences will be issued by
the Dean of Students under the following circumstances:

a. For school sanctioned events such as field trips, athletic
contests, and similar events.

b. For unusual absences students may seek because of lengthy
illness or family situation.

CONVOCATIONS AND LYCEUMS

The Assembly-Lyceum series of programs consist of events selected
for their educational, cultural, and entertainment value. These programs
provide experiences which are an integral part of a college education.
The programs are financed through the student fee plan; therefore, there is
no admission charge.




ADDING AND DROPPING COURSES

Careful planning should lead to programs for students which are sound
individual programs thus the majority of students should not have a need
for adding or dropping once classes start. There may be special reasons
which do not permit a student to carry thrcugh his or her course plan,
therefore the following policy serves as Stout's procedures for adding or
dropping classes.

QUARTER AND SEMESTER CLASSES

First Two Weeks -- Add or Drop:

Student who wish to adjust their class schedules may add or drop
classes before the end of the second week of semester or quarter classes.
Faculty members must sign the Program Change Card during the first two
weeks. The faculty member will then be able to allow other students to
add the course if requested. This Program Change Card must then be sub-
mitted to the Registration and Records Office as the change is not official
until completed. Failure to attend class or merely giving nocice to in-
structors will not be considered an official drop and will result in the
student regeiving failing grades.

Drops made during the first two weeks will not appear on a student's

transcript.

Third Week to Mid~Term -~ Drops Only:

Students are expected to complete courses for which they register. How-
ever, if a student deems it necessary to reduce his program after the normal
(two week) add/drop period, he should do so as carly as possible. The stu-
dents must complete the Program Change Card and submit it to the Registrar's
Office. The student is strongly encouraged to censult with his or her in-
structor and advisor prior to dropping a course. The Registrar's Office will
provide weekly lists of student drops by course and section and will forward
them to appropriate faculty. Such reductions in load would be allowed until
the mid-point of any term. The Registrar will publish official mid-term
drop dates for each term of enrollment.

Drops made during this time period will be shown on a student's trans-
cript with a grade of "W'" (withdrawal) recorded.

After Mid-Term -~ Drops Only

Courses may not be dropped after the mid-point of the term, except for
extended serious illness or serious personal emergency (those reasons to be
documented by the student and evaluated by the instructor), in which cases,
the faculty member may grant a grade of "W". A ‘tudent who drops a course
after the official drop period (mid-term) for any other reason will be
awared a grade of "F" by the instructor. Consideration may be given to
assigning a grade of "incomplete" when appropriate. (See incomplete grade
policy)

Drops during this period, unless they are the result of illness or
extenuating circumstances, will appear on the transcript with a grade of "F'.
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REGULAR SeMSTRR CLsS5iS OTnik THAN FULL TERM SEMESTER AND QUARTER CLASSES

The following schedule will be followed for adds or drops of courses
which meet for less than a quarter. Guidelines of procedures mentioned above
are applicable.

Short Term Add/Drop Period Drop Period Drop Period
Classes Drop Not on Record With "W'" Grade With "F" Grade
l-week Days 1-2 Day 3 Days 4-5
2-week Days 1-2 Days 3-5 Days 6-10
3-week Days 1-2 Days 3-7 Days 8-15
L=vieek * Days 1=2 Days 3-10 Days 11-20
S5-week Days 1-3 Days 4-12 Days 13-25
6-week Days 1-3 Days 4-15 Days 16-30
7-week Days 1-5 Days 6~17 Days 18-35
8-week Days 1=-5 Days 6~20 Days 21-~40

FIELD TRIP POLICIES AND PROCEDURES - 7/1/74

General Policiles

1. Faculty Responsibility:

A. TFaculty members planning a field trip are to annoucne to a class
early in a semester when and where a field trip is planned during
the semester alceng with approximate cost to the student for the
trip(s) so that students may make necessary plans (financial, ex-
cuses from other classes, etc.).

Excuses from classes to attend required field trips will be honored
by all faculty.

=

C. TFaculty members desiring a trip are responsible for planning that
trip. Assistance may be obtained from the Administrative Services
Division Office for reserving transportation, and for estimating the
cos% of the transportation.

D. Whenever arrangements for transportation for a field trip are made
by the university, the university has a vested liability interest.
Accordingly, drivers of either university vehicles or private
vehicles must be "approved university drivers'" as outlined on
page II-F-7, '"Qualifications to Drive."

5]

When an individual (faculty or student) drives his/her privately
owned vehicle, the minimum I1iability limits of insurance on the
vehicle required by Wisconsin state law are $15,000/3$30,000/%5,000.
If the individual is also to take passengers, these liability
limits should be $100,000/$300,000/5$10,000.

¥. The cost per student is to be establishec by the faculiy member in
consultation with the department chairperson (administrator) based
on the total estimated cost, the number of students involved, and
allowing for a 70 percent attendance factor.

210
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The faculty member may elect one of two alternate methods of col-
lecting field trip fees from students, each of which is described
in Jetail later.

(1) TFee to be collected by the Business Office.
(2) Fee to be collected by the faculty member.

2. Student Responsibility

A.

3. School/Department Responsibility

A.

Process When Fees are to be Collected by Business Office

Students are expected to notify their respective instructors in
advan-e of classes which they will miss due to a field trip, and
will -ssume responsibility for making up work missed due to such
absei.ce.

Since the cost per student for any given field trip depends on

the number taking the trip, students who indicate they will go on --
a trip are responsible for paying their share for that trip. The
fee paid is non-refundable should the student not go on the trip.

Fees for fielid trips must be incorporated into a non-GPR (self-
sustaining) account established at the school or department level

for that purpose. Such accounts are to be established before any
deposits can be collected, and should be established by the beginning
of the school year. It is not necessary to have separate accounts
for each trip. Departments and schools are responsible for such
accounts. Bills are to be paid from same account in which collec-
tions are received.

Review of field trip accounts which have deficit balances may re-
quire budget or expenditure adjustments from departmental or school
budgets.

The Business Office will not collect fees for field trips which cost
iess than $15.00 and with a cost per person of less than $1.00,
because the cost of making the collection is too great compared with
the amount collected. In such cases, the faculty member may collect
the fees directly, following the procedure given for that method, OR
the cost may be charged to the departmental budget with approval of
the department chairman, using appropriate account procedures.

1. Faculty Responsibility and Action

A.

B.

Establish cost of trip and cost per student per I-A-3,4.

Complete Form FT-1 (blanks available from Cashier or Chief Accountant).
Items on the form are needed to identify students going on the trip,
the account number to which collections will be assigned and from
which bills are to be paid, and other pertinent information.

Submit completed Form FT-1l to Cashier's window in Administration
Building. This must be done at least TWO WEEKS PRIOR TO THE DATE
OF THE FIELD TRIP. If this requirement cannot be met, faculty
members may choose to collect fees using process described in item
"Process When Fees are Collected by Faculty Member."
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Form FT-1
FIELD TRIP ACCOUNT

DEPOSIT RECEIPTS TO ACCOUNT DESTINATION

DATE OF FIELD TRIP
(Must be school field trip account)

COST PER STUDENT $
NAME OF FACULTY MEMBER
OFFICE LOCATION ESTIMATED COST OF TRIP §$
EXTENSION
SOCIAL SECURITY NUMBER STUDENT NAME BUSINESS OFFICE USE ONLY

Report must be typed or legibly writtem -- all information provided. Send to
Cashier's Office, Administration Building. Report must be received by Cashier

o at least 2 weeks prior to date of field trip.
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INDETESDENT STUDIES

A Dhesible acawemic program called Independent Studies is offercd by
most departments to help develop more of our students into self-directed
learncys.  Ihis program provides more scope and depth in the curriculum
by encouraging studenis to: Tavestigate areas of interest not currently
included in any approved course at Stout: study areas and develop projects
which cutr across course boundaries; and delve more deeply into specific
parts ¢ an existing offering.

The independent Studies program is open to all students after they
fave complated one scwesters on-campus. For each semester hour of credit,

a student is expected to expend at least 54 clock hours of study. Approval
for enrolli in ¢in Independent Studv course is necessary by the student
complecing o special appiication form. On this form the student states
the learning objectives of their proposed study, the proposed methods by
which he 6r she hopes co obtain the objectives, the method of evaluation
they are piopusging, snd the typs of grading system they desire. The study
is then approved by the Chzirman of the Department most closely related to
the study objectives. A faculty member is then selected jointly by the
stucent and the Department Chairman to act as a study advisor during the
study and as an cvainator at its completion., All necessary forms and pro-
cedures are coordinated from the Ficld Experience-Independent Studies

N

FINANCIAL AIDS

Filnancias alds are awarded to students who, without such aid, would be unable
to attena tho Luiversity of Wisconsin-Stout. Financial aids are awarded by the
Universivy ¥inarcizi Alds 0ffice and »re based upon the applicant's financial
necd and academic potential.

£.

To help the uivrersity ¢ student need and award aid fairly, parents arc
asked te fill out o coafidential statement of their income, assets, and
tiabilities. On the basis of this Financial statement, the financicsl aids
ofifices can determine the gap between what parents and students can afrford
to contribute and what actual educational expenses will be. Students arc to
commit substantially all of their resources toward educational expenses
befere requesting assistance.

Because of the need to help iany students, the university often ""packages"
tinancial aids offering a coibination of grants, loans, and employment. The
make-up of ald packages depends upon factors such as state and federal regu-
lations, availability of funds, the number of students seeking aid, and the
academic rccord of the student.

half-time (8 credits or more) and be eligible for

Students mast be £~ leust
s unless noted otherwise.

financial aid prugram

22V
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APPLICATION PROCEDURES

Applicants may obtain application forms from their high school counselor or
the Director of Financial Aids. Incoming freshmen complete the Parents'
Confidential Statement of the College Scholarship Service and the Financial
Aid portion of the application for Admission. All other applicants complete
the Parents' Confidential Statement and the Continuing Student

Application for Financial Aids.

New transfer students will also have to complete a University of Wisconsin
Transfer Student Financial Aids.

The following guidelines govern the awarding of financial aids:

1. A student makes application for financial assistance at the same
time he/or she applies for admission. No action will be taken on
his/or her financial aid application until he/or she completed the
requirements for, and has been officially accepted for admission.

(4]

Financial assistance is generally awarded for the academic year. Each
applicant is considered for all types of financial aid available.

L

Recipients of financial assistance (scholarships, loans, grants, and
work-study) are required to make a new application each year financial
aid is desired.

4. February 15 is the priority date for financial aid. However applica-
tions are processed and evaluated after February 15, on a first come,
first served basis, depending upon the availability of funds.

5. Freshmen and new students are notified whether or not they are
eligible for financial aid around May 1. Upperclass students are
notified between May 1 and August 1,

SCHOLARSHIPS AND GRANTS - Need not be repaid. Refund policies may apply if
students withdraws.

Basic Educational Opportunity Grant (Federal)

Value: $1400 minus family contribution, This depends whether or not Washington
fully funds the program.
Eligibility: Any student who did not attend an institution of higher education
prior to April 1, 1973,
Duration: One year. Students reapply annually, Applications available at
high school, post office, or financial aids office.

Wisconsin Higher Education Grant (Formerly, Leadership and Need urant)

Value: Up to 67% of student's assessed need. Minimum $100, Maximum $1500.

Eligibility: Undergraduate Wisconsin residents who have substantial need.

Duration: One year. Students may reapply annually, but freshmen and sophomore
receive highest priority.
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supplementul Educationai Opportunity Grants (Federal)

Value: §200 to $1,000 per ycar not to exceed 50% of student's assessed need.
Must be matched by other awards.
Eligibility: Undergraduate U.S. citizens or residents of Trust Territories who
are defined under federal regulations as exceptionally needy students.
Duration: One year. Must apply annually.

Wisconsin Native American Student Assistance Grants

Contact: Local Office of Community Action Program,
Burcau of Indian Affairs, or the
Inter-Tribal Council

Valuc: Up to $1,500 per academic year based on financial need.

‘ligibility: Wisconsin residents who are American Indians.

Duration: Rcnewable for up to five years to students in good standing at the
institutions attended.

Bureau of Indian Affairs Indian Grant

Contact: Bureau of Indian Affairs

Valuc: Unspecified amount per academic year based on financial need.

Lligibility: U.S. citizens who are American Indians.

Duration: Renewable for up to five years to students in good standing at
the institutions attended.

Non-Resident Tuition Waiver

Value: Remits all or part of Non-Resident portion of student tuition for
a limited number of students.
Eligibility: Full-time undergraduate out-of-state students who show financial

need. Scholastic ability is considered. Graduate students apply to Graduate
Office.
Duration: One yecar. Students may reapply annually.

Foreign Student Scholarship

Valuc: Remits all or part of non-resident portion of student tuition for a
limited number of students.

Eligibility: Full-time foreign students who show financial need,

Duration: One year. Students may reapply annually.

Minnesota-Wisconsin Reciprocity Agrcement

Contact: Minnesota Higher Education Coordinating Commission
Capitol Square Building
550 Cedar Street :
St. Paul, Minnesota 55101 :

Value: Remits all of non-resident portion of student tuition.

Eligibility: Undergraduate and graduate Minnesota residents wishing to attend
the University of Wisconsin-Stout

Duration: One Year. Students must Te-apply annually. MHECC will contact students.
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State Veterans bducational Grants

Contact: County Vcteran's Scrvice Officer

Valuc: recimbursement, upon satisfactory completion of courses, of cost of

fees and textbooks for part-time study, including summer sessions. Application
must be made prior to completion of any course.

Eligibility: Veterans who qualify as Wisconsin residents and enroll at an
accredited institution located in the state for part-time or correspondence
study. Benefits cxtend to unremarried widows and children of qualified
deceascd veteraas.

Duration: No set limit.

Vietnam Era Veteran qucation Grant

Contact: Financial Aids Office

Value: S$200 per academic year, if single, and $400 per academic year &f marricd.
Eligibility: Wisconsin veterans who served in the military since August 5, 1964
and are enrolled full-time as an undergraduate during the academic year.
Duration: Four years.

National Direct Student Loans

Value: Up to $1,250 per yecar for undergraduates: up to $5,000 to graduate
students. Interest-frec while student is enrolled on at least a half-time
basis. 3% intcrest computed annually beginning 9 months after student
graduates or leaves school. Repayment period up to 10 years. Up to 100%
of loun can be cancelied for teachers of handicapped and teachers employed
in schools in low income areas.

Eligibility: Financially needy students who are U.S. citizens or residents
of Trust Territories.

Duration: For one yecar only. Students may reapply annually.

Wisconsin State Loans

Value: up to $2,500 per fiscal ycar (July 1 thru June 30.) Interest-free
until 9 months after graduation or termination of university attendance;
thercafter, 7% interest computed annually. Repayment period up to 10 years.
Eligibility: Residents of Wisconsin who have a satisfactory academic record
and show tfinancial need.

Duration: For onc yecar only. Students may reapply annually,

Guarantced Loan Program (available from private lending institutions)

Contact: Local Bank, Lending Institution, or Financial Aids Office.

Value and Eligibility: Up to $2000 per fiscal year (July 1 thru June 30). Intercst
free until after graduation or student leaves school. Thereafter, 7% interest
during repayment period of up to 10 years.

(1) If adjusted family income is less than $15,000 no needs analysis requircd
to be cligible for interest benefits. However, if student requests to borrow
over $2,000 but less than $2500, nceds analysis is required to be eligible

for intecrest benefits.

(2) If adjusted family income is over $15,000, needs analysis is required to
be eligible for interest benefits. If the student is not requesting interest
benefits, no nceds analysis is required.

Duration: One year only. Must rcapply annually.

Aruitoxt provided by Eic:




State Vetoiuns Lol

Contact: County Veteran's Service Officer

Valae: Up to $3,00C repayable at 3% per annum.

Eligibiiity: Vetcrans who are Wisconsin residents and show financial nced.
Benefits extend to unremarricd widows and children of qualified deceased
veterans.

Duration: Non-renewable.

OTHER AID PROGRAMS

College Wark-sStudy Progranm

Yaluc: Compensation on hourly wage basis determined by the university.
Eiigioility: U.o. citizens or residents of Trust Territories; in good
standing with their institution who show exceptional financial need.
Alisws for up to 40 hours of employment per week.

Student-Comnunity Part-time Employment
(Register at the Financial Aids Office)

The wige ver.es according to the employer. This is available to all students
whe oppir. GLocal businesses or citizens desiring part-time student assistance
contact the Finuncial Aids Office who in turn contacts students seeking employment.

Univcersizy orudint omployment

Velnc: Cummensation on hourly basis determined by department employing student.

Eligibiirty: Must be cnrolled at Stout.

Duration: Determined by department employing student as to how long they
may wore.

Soceal Sccurity

Contdet:  b.5. Soclal Sccurity Administration

Voalun:  voericd wrounts up to $160 per month.
Blizibiisty: Srtudents up to age 22 whose parents are receiving Social Security.
u

L =)

ration: For the time a student is enrolied full-time at Stout.

Lederal-State runds for Vocational Rehabilitation

Contact. Nearest State Office of Vocational Rehabilitation

A student is eligible for the term of undergraduate study terminating with
granting of baccalaureate degrec.

Craduate Assistants -

Contact: Graduate Oftice

Up to $2,600 per academic year; non-resident may also have non-resident
tuition waived. This is available to graduate students only for one year.

ERIC
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Other Sources That May liave Scholarships Available in the Community

. County Organizations

Family Employers

National Scholarship Awards

. Local Service Organizations (Rotary, Lions, Business and Professional Women's
Club, Etc.)

5. Local Teachers Organizations

6. Industrial Corporations

Fo TR NI ]

Inquirics should be made directly to the organization. Contact your high school
counsclor or library for other sources of scholarships.

FINANCIAL AIDS FOR GRADUATE STUDENTS

Several kinds of financial aids are available to graduate students
who fully meet all entrance requirements. Some types of aid are designed
to provide professional experience as well. Requests for information
should be dirccted to:

Dean of The Graduate College
University of Wisconsin-Stout
Menomonie, Wisconsin 54751

~ational Defense and Wisconsin State Student Loans are available for
both undergraduate and graduate students.

Graduate Assistantships (half-time)

1. Duties: Twenty hours of professional service per week in areas
related to the student's major. Student may not accept
anv other employment during this period.

o

Stipend: gy ggg Per academic year.

3. Maximum Credit Load: Eleven semester hours per semester.
Normally an extra summer session is required
to complete the degree.

4, Deadline for Application: March 15

Graduate Assistantships (quarter-time)

1. Duties: Ten hours cof professional service per week in areas
related to the student's major.

2. Stipend: $1,444 per academic year,

(OS]

Maximum Credit Load: TFourteen semester hours per semester.

4. Deadline for Application: March 15
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Graduate Scholarships (Open only to Wisconsin residents)
1. Duties: None; devote full time to graduate work.
2. Award: Remission of incidental fees (approximately $340 per

academic year). This award may go to persons who
hold assistantships as well.

é 3. Maximum Credit Load: Full program.

4. Deadline for Application: March 15

Teaching Assistant

1. Duties: Teach a laboratory subject, approximately ten contact
hours per week.

2. Stipend: $2,888 per academic year.

3. Maximum Credit Load: Eleven semester hours per semester. Normally
an extra summer session is required to com-

plete the degree.

4. Special Qualifications: Indicate your major subject area and ex-
perience in teaching.

National Direct Student Loans

See page II-0-11

Wisconsin State Loans

See page II-0-11
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ACADEMI G Muu it s

Te A STUDENT 18 INELIGIBLE TO CONTINUE AT A UNIVERSITY |F HIS GRADE
POINT AVERAGE FOR THE FIR8T SEMESTER OF THE FRESHMEN YEAR FALLS
BELO~ .75 OR, IN ANY SUBSEQUENT 8EMESTER, BELOW 1,0,

2 A STUDENT wWiLlL HBE REMOVED FROM PROBATION AT THE END OF ANY
SEMESTER IN WHICH HE ATTAINS THE REQUIRED CUMULATIVE GRADE POINT
AVERAGE,

3. A TRANSFER STUDENT WiLL BE REQUIRED TO MEET THE RETENTION STANDARDS
PRESCRIBED BELOW. THE CREDITS TRANSFERRED FROM OTHER COLLEGES. AND
UNIVERSITIES ATTENDED WILL BE USED To DETERMINE THE S8TUDENT'S #

CLASSIFICATION.,

i, TREDITS TRANSFERRED FROM AGCRED! TED INSTITUTIONS IN WHICH A GRADE
cF "C" OR BETTER WAS EARNED MAY COUNT TOWARD GRADUATION, BUT 8SUCH
GRADES AND CRED'!TS WiLL NOT BE UBED IN THE CGOMPUTATION OF THE
CUMULATIVE GRADE POINT AVERAGE,

Je A TUDENT WHO DEBIRES8 TO IMPROVE HI8 RECORD MAY ATTEND SUMMER
BESSI10NS., A RE=EVALUATION OF THE 8TUDENT'S SCHOLABTIC STATUS MAY
BE MADE AT THE CONCLUS|ION OF THE S8UMMER S8ES8SION.

6. THE FOLLOWING POLICIES APPLY TO BTUDENTS8 ENTERING ON PROBATI|ON

Ao rRESHMEN 3 PROBATION 18 REMOVED IF A GRADE POINT AVERAGE OF
7.6 OR MORE I8 ATTAINED PRIOR TO THE BEGINNING OF THE SECOND
SEMESTER IN ATTENDANCE, THEREAFTER, PROBATION/RETENTION
8TATUS |8 DETERMINED ON THE BAME BAB|8 A8 FOR FRESHMEN NOT

. ENTERING ON PROBAT!ION. A FRESHMAN BTUDENT WHO ENTERS ON

PROBATION AND CONTINUES ON PROBATION 18 INELIGIBLE TO CONTINUE
BEYOND A SECOND SEMESTER |F H!8 CUMULATIVE GRADE POINT AVERAGE
PRIOR TO THE BEGINNING OF THE THIRD BEMEBTER 1S BELOW 1.8.

8. JRANSFER STUDENTS: A TRANSFER 8TUDENT ADM|I TTED ON PROBAT|ON
MUBT, IN HIB FIR8T S8EMESTER OF ATTENDANCE, ATTA|IN A GRADE
POINT AVERAGE WHICH 18 EQUAL TO OR EXGCEEDS THAT PREBCRIBED OR
HE 1S INELIGIBLE TO CONTINUE. PROBAT!ONARY 8TATU8S |8 REMOVED
IF HIS CUMULATIVE GRADE POINT AVERAGE |8 EQUAL TO OR EXCEEDS
THE REQUIRED 8TANDARDS. CREDITS8 EARNED AT OTHER COLLEGES OR
UNIVERSITIES, AND ACGCEPTED BY THE UN|VERS| Tv BEING TRANSFERRED
TO, WILL BE USED TO DETERMINE HI8 CLABS|F|CAT]ON AS FREBHMAN,
SOPHOMORE, ETC.

2/

[ A STUDENT wHO HAS BEEN DECLARED ACADEMICALLY INELIGIBLE TO CONTINUE
AT A UNIVERSI|TY MAY REQUEST A HEARING FROM A FACULTY COMMITTEE
A8SIGNED SUCH RESPONSIBILI|TY OF APPEAL,

RETENTION STANDARDS

e To REMAIN IN "GooD ACADEM|C STANDING", THE STUDENT'S CUMULATI|VE
GRADE POINT AVERAGE MusT BE 2.0 OR ABOVE,
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. LT s T U P A LSS oM ALADEN L PROBATICON Gr M8 AL L L T V]

SOES NGT vZs7 TH4E S TANDARD SE£T By THE UNIVERSITY. NG LT 0. 2R0=-

SATIONARY STATUS INDICATES THAT {MPROVEMENT (8 NEGCESSa®+ |n ORDER

DR THE STUDENT TO ATTAIN THE MiNIMUM CUMULATIVE GARADS &5, 0T

AvERAGE 0r £.0 RILJ/ RED 0F SECOND SEMESTER SOPHOMORES {(44- 39

CRED; TS, AND ALL JPPER DIVIS8I/ON STUDENTS.

5. TD A85:ST THE STUDEMT IN HiS ORIENTATION TO UNI|VERSITY LEVEL RORK,
THE MINIMJUM ACCEPTABLE STANDARDS FOR RETENTION ARE DE- |NED 48
FOLLOAS:

A. A ¢ IRBT SEMESTER FRESHMAN WILL BE PLACED ON PROBATION |i HE
ACHIEVEB A GRADE POINT AVERAGE LESS THAN 1.0 4T THE Zad o THE
BEMESTER; HE MAY 3£ BUSBPENDED |F HI8 GRADE POINT ~YIRALE |8
LESS THAN .75 A7 THE END OF THE S8EMESTER.,

B. A BECOND SEMESTER FRESHMAN WILL BE PLACED ON ACADEM: (L MPROBATION
{F Hi8 CUMULATIVE GRADE POINT AVERAGE AT THE END 0OF THE 35 C0OND
SeMESTER 8 LESS THAN 1.83 HE MAY BE SUSPENDED IF r:S GRADE
POINT AVERAGE 18 LESBS THAN 1.0 FOR THE SEMESTER.

Ce A 7 IRST SEMESTER S0PHOMORE WILL BE PLACED ON ACADEMiL PROGATION
i~ HiS CUMULATIVE GRADE POINT AVERAGE AT THE ENDO 07 THE SEMESTER
18 LESS THahN 1,33 ME MAY BE SUSPENDED |F HIS GRADE POINT AVERAGE
18 Less THaAN 1.0 FOR THE SEMESTER.,

5. A S£COND SEMESTER 80PHOMORE (44=-5G CREDITS), OR AN LPSER
THVISION STUTENT, WikL BE PLACED ON ACADEMIC PROB T, N 4D MAY
8 SJSPENDED AT THE END OF ANY SEMESTER IN WHICH H:8S {uVMJLATIVE
GRADE POINT AVERAGE 15 LESS THaN 2,03 HE MAY AL30 BZ gug-
PENDED AT THE END OF ANY SEMEBTER IN WHICH HIB8 GRA4DE PUINT
AVERAGE 18 L&ss ThHan 1.0,

Lo BCUNENTS ON PROBATION WNILL NOT BE ALLOWED MORE THAN 7wl L UNSF U=
TIVE SEMLSTERS TO REGAIN ACCEPTABLE ACADEMIC 8TANDING.

Z. .+ DJRiNG THE PROZATIONARY PERIOD THe STUDENT DOES NOT MiEry (HE
MINIMJOM ACCEPTASLE STANDARDS DEF INED (N "3" ABOVE, RE 4 Li B
5UBPENDED.

CHEINITIONS

ACAaDEMIC PROBATIONS THIS TERM 18 USED TO INDICATE TiH4aT
MINIMUM GRADE POINT STANDARDS BSET BY THE UNIVERSITY FOR
RETENTION HAVE NCT BEEN MET. THE S8TUDENT 8 OFFICIALLY NO
BEING PLACED ON TH!S STATUS THAT IMPROVEMENT |8 NECESSARY iN ORDER
FOR HIM TO BE CONTINUED IN ATTENDANCE.

Ve OUBPENSIONG  NHEN THE GIVEN PER|OD OF ACADREMIC PROBATIOM HAS BEEN
ALLOAED AND/OR 8ATISFACTORY PROGRESS HAS NOT BEEN MADE (% MEETING
THE S, . RED ATADDMIT STANDARDS OF THE Ut [VERSI 7¥, & ETOIENT AV
NOT BE CONTINUED IN ATTEMNDANCE. A STUDENT VHUS DECLAKEL AuADeM|=

Caliy INELISIBLE TO CONTINUE MAY NOT BE REACMITTEDS

£ OF AT LEAST ONE BEMESTER (ONE QUARTER, _MLESS
FACTORILY DEMONS8TRATED THAT HIB ACASLY © 88—

TO FACTORS BEYOND HIB CONTROL AND THAT M

T

PE4SION WAS DUE
o casse{s) HAS (HAVE) BEEN REMOVED.
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B. SIMILARLY, A STUDENT WHO HAS BEEN SUSPENDED, READM|TTED, AND
AGAIN FAILS TO EARN THE REQUIRED GRADE POINT AVERAGE, wiLL
NOT BE ELIGIBLE FOR READMIBSION UNTIL A PERIOD OF TWO YEARS
HAS ELAPBED UNLESS IT CAN BE SATISFACTORILY DEMONSTRATED THAT
HIS ACADEMIC BUBPENSION WAS DUE TO FACTORS BEYOND H|8 CONTROL
AND THAT THE cause(8) Hag (HAVE) BEEN REMOVED.

THE PROBATION AND SUSBPENS]ON STATEMENTS N THE PRECEDING PARAGRAPHS
APPLY TO ALL CAMPUSES OF THE STATE UNIVERS|TY Sv8TEM, THUS A
S8TUDENT BUSPENDED FOR ACADEMIC REASONS ON ONE STATE UNIVERSITY
CAMPUS MAY NOT ENROLL AT ANOTHER STATE UNIVERS| Ty CamPUS UNTIL HE
NOULD BE EZLIGIBLE FOR READM|B8B8ION AT THE UNIVERSITY WHICH SUS=-
PENDED HIM,

A "BEMESTER" 18 DEFINED AS AN ACADEMIC YEAR TERM IN WHICH A
STUDENT 18 OFFICIALLY ENROLLED FOR BEVEN OR MORE BEMESTER CRED| TS,
FOR BTUDENTS CARRYING LESS THAN BEVEN CRED!T8, TWO SUCH TERMS
SHALL BE CONSIDERED EQUIVALENT TO ONE BEMESTER (QUARTER). A
SUMMER S8ESSION 18 NOT REGARDED AS A "8EMEBTER",
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. The pattern of eusk owtlined for the degree must be completed.
All programs rcaui . b Lueast 30 scmester hours of credit and

«F least 15 or ti:.  credits nust be earned in residence on the

UW-Stout campus,

2. At least L5 semester hours in the master's degree program must
be earned in courses open only to graduate students (500 series).
The balance of the work may be selected from approved upper

level undergraduate courses.

3. Requirements for the master’'s degree must be completed within a
seven-year period. Courses completed prior to this time will
not be counted toward graduation. This applies to transferred
credit also. Requests for extension will be given consideration
by the fraduate Council but will be granted only in unusual cir-
cumstances.

4. To carn a master's degree requires that the student spend at
least two sesslons or one semester on campus as a full-time
student (minimum of 6 credits per summer or 12 credits per sem-
ester).

5. It is required that the candidate for the master's degree earn
at least a ''B" (3.0) average in all course work involved in his

degree program.

Graduate Student Stzatus. Full status is granted to applicants seeking
a degree if they have at least a 2.75 grade point .average (based on a four
point system) and the undergraduate pattern of work required in the graduate
major. Full status is also granted to applicants who had at least a 2.90
pgrade point average in the last two years of undergraduate work. Full status
m1y be changed to probationary status if a student fails to maintain a 3.0

prade point average in his first term.

Probat lonary status s granted to applicants secking a degree If they
have an undergraduate prade point averape less than 2.75 hut not less than
2.25. A probationary student may be dropped if he falls 1o earn a2 3.0

average In his first term.

Provisional status is granted to applicants seeking a degree if they
meet the grade point requirem:nt for graduate work but fail to have the
required pattern of work demanded by the graduate major. A provisional
student may be required to make up undergraduate deficiencies and/or take
additional graduate course work to earn a degree.

Special student status is granted to applicants who are not seeking
a degree. Included in this group are graduate students from another college
who aro attending the University of Wisconsin-Stout firaduate College for the
purpose of transferring course work credits (guest matriculants), and stu-
dents who desire only to upgrade their education and not obtain a degree.

Split programming grants special student status to undergraduates
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who require less than 4 full ioad to complete bachelors degree work and
who desire to take graduate work. Such students must have 2.75 grade
point averages and starements from their undergraduate major advisers
that they will complete their bachelors degree work in that term. The
total credlt load of undergraduate and graduate course work is limited to
Iy semester hours.

Transfer Credits. The Graduate College will accept for transfer to
a degree program up to 9 semester credits of approved graduate work taken
from any accredited’ graduate school.

Those students currently enrolled in a graduate degree program at
Stout who desire to take work for transfer should obtain the approval of
the major adviser and the Dean before enrolling for such work. Generally,
official credit transfer is made upon completion of one-half of the degree
requirements. All credit to be transferred must have been taken no more
than five years previous to admission to the degree program at Stout. No
credit toward a graduate degree will be allowed for vorrespondence work.

REGISTRATION

Detailed directions for registration are made available to zach faculty
member prior to each reglstration date.

POLICY FOR AUDITING COURSES

1. Students interested in auditing courses must receive prior approval from
the instructor of the class.

2. il time registered students are not required to pay for auditing a
class. This is included in their full time fee.

3. Less than full time students are required to pay one-half the credit
tee for the course audited.

4. It is the responsibility of the student to inform the instructor and
the Registrar's Officc he or she is auditing the class.

The instructor is to indicate audit on the grade roster instecad of
assigning a grade,

toe)
.

0. Those individuals 62 years old and gver may audit a cla§s free of ghurgc
if space is available in the class. Permission.of the instructior is
required. Course related fees (i.e. lab, materlgls) charged to all
students,which tuition doesn't cover, must be paid by the person
62 years or older who is auditing a course.
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who require less than a full load to complete bachelors degree work and
who desire to take graduate work. Such scudents must have 2.75 grade
point averages and statements from their undergraduate major advisers
that they will complete their bachelors degree work in that term. The
total credit load of undergraduate and graduate course work is limited to
15 semester hours.

Transfer Credits. The Graduate College will accept for transfer to
a degree program up to 9 semester credits of approved graduate work taken
from any accredited graduate school.

Those students currently enrolled in a graduate degree program at
Stout who desire to take work for transfer should obtain the approval of
the major adviser and the Dean before enrolling for such work. Generally,
official credit transfer is made upon coupletion of one-half of the degree
requirements. All credit to be transferred must have been taken no more
than five years previous to admission to the degree program at Stout. No
credit toward a graduate degree will be allowed for correspondence work.

REGISTRATION

Detailed directions for registration are made available to each faculty
member prior to each registration date.

POLICY FOR AUDITING COURSES

I. Students interested in auditing courses must receive prior approval from
the instructor of the class.

2. Full time registered students are not required to pay for auditing a
class. This is included in their full time fee. ‘

3. Less than full time students are required to pay one-half the credit
fee for the course auditced.

4. It is the responsibility of the student to inform the instructor and
Lae Registrar's Office he or she is auditing the class.

5. The instructor is to indicate audit on the grade roster instead of
assigning a grade.

6. Those individuals 62 years old and over may audit a class free of charge
if space is available in the class. Permission of the instructor is
required. Course related fees (i.e. lab, materials) charged to all
students, which tuition doesn't cover, must be paid by the person
62 years or older who is auditing a course,

233




I1-0-21

REPORTS ON STUDENT ACCIDENTS

Medical Treatment Procedures

In the event of a "campus accident" in a mobile unit, building or
on grounds which are under administrative control of Univ. of Wis. - Stout
for the Board of Regents of State Universities, supervising staff and/or
students should select an appropriate action from among the following
alternatives,

L. Report to the University nurse and/or doctor who will
administer first aid at the Student Health Office,
Monday through Friday, 8:00 a.m. to 4:00 p.m. Telephone--
235-5541, Ext. 336. Accident of a serious nature will
be referred to the Red Cedar Clinic or Memorial Hospital.

2, Report to the Red Cedar Clinic or Memorial Hospital for
any accident which occurs on Saturdav or Sunday, or after
4:00 p.m. to 8:00 a.m. Monday through Friday.

Telephones: Red Cedar Clinic -- 235-9671
Memorial Hospital -- 235-5531
Dunn County Ambulance Service -- 235-5531
Univ. of Wis. - Stout Security Service --
7:30 a.m. - 4:00 p.m., Ext. 468 (If no

answer call Police Department, 235-3456)

After 4:00 p.m. call Police Department --
235-3456

Accident Reporting Procedures

Univ. of Wis., -~ Stout has established within the Personnel Office
the classified position of Campus Safety Coordinator. The Coordinator
has the responsibility to work with university staff and/or students in
the initiation, supervision, and coordination of all accident prevention
activities related to the safety and security of the University community.
The Coordinator's position also serves as the permanent secretary of the
Campus Safety Committee. Effective February 1, 1970, the Coordinator will
develop and maintain in the Personnel Office centralized but separate
accident reporting systems for staff and students. The systems will be
composed of reports required by Workmen's Compensation regulations, (refer
to Workmen's Compensation 1I-B-19) and reports received from individuals
not covered by these regulations.
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REPCRT > ON STUDENT ACCIDENTS

Medical Treatment Procedures

Tn the event of a 'campus accident'" in a mobile unit, building or

on grounds which are under administrative control of Univ. of Wis. - Stout
for the Poard of Hegents of State Universities, supervising staff and/or
students should select an appropriate action from among the following
alternatives,

1. Report to the University nurse and/or doctor who will
administer first aid at the Student Health Office,
Monday through Friday, 8:00 a.m. to 4:00 p.m. Telephone--
235-5541, Ext. 336. Accident of a serious nature will
be referred to the Red Cedar Clinic or Memorial Hospital.

2. Report to the Red Cedar Clinic or Memorial Hospital for
any accident which occurs on Saturday or Sunday, or after
4:00 p.m. to 8:00 a.m. Monday through Friday.

Teiephones: Red Cedar Clinic -- 235-9671
Memorial Hospital -- 235-5531
Dunn County Ambulance Service -- 235-5531
Unlv. of Wis. - Stout Sccurity Service --
7:30 a.m. - 4:00 p.m., Ext. 468 (If no

answer call Police Department, 235-3456)

After 4:00 p.m. call Police Department --
235-3456

Accident Reporting Procedures

Univ. of Wis. - Stout has established within the Personnel Office
the classified position of Campus Safety Coordinator. The Coordinator
has the responsibility to work with university staff and/or students in
the initiation, supervision, and coordination of all accident prevention
activities related to the safety and security of the University community.
The Coordinator's position also serves as the permanent secretary of the
Campus Safety Committec. Effective February 1, 1970, the Coordinator will
develop and maintain in the Personnel Office centralized but separate
accident reporting systems for staff and students. The systems will be
composed of reports required by Workmen's Compensation regulations, (refer
to Workmen's Compensation II-B-19) and reports received from individuals
‘not covered by these regulations.
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Review of the Following terms will clarify the procedure for reporting

student-visitor campus acciduonts.

Student = An individual who is currently enrolled in a credit or
non-credit course at University of Wisconsin-Stout.

Student Assistant - Student employces who perform assigned duties
at Univ. of Wis. - Stout and who are protected by Workmen's
Compensation regulations.

Staff - Faculty and classified employees who are employed full or
part-time by the State of Wisconsin and protected by Workmen's
Compensation regulations.

Visitor - A person who is not a student, student assistant, faculty,
or classified employee.

Campus Limits - Includes all mobile units or equipment, buildings,
and grounds which are under administrative control of Univ. of Wiscon-
sin-Stout for the Board of Regents of State Universities.

Campus Accident - Results in a personal injury which requires
mcdical attention, i.e., first aid from staff, nurse or doctor,
and occurs within the Campus Limits or at University supervisced
cvent s,

Campus Accident Report = A "Standard Accidental Injury Report"
{National Safety Council) which is to be obtained and completed
by the injured person(s) in the office of the Campus Safety
Coordinator within 72 hours of the incident. (Note: Injuries to
individuals protected by Workmen's Compensation will file
accident reports required by the regulations.)

Campus Accident Narrative - A staff member's descriptive report of

a campus_accident which occurs within their respective area of
jurisdiction. The narrative should include: Name of injured
person(s), time and date of incident, location, type and extent of
injury, and relevant factors or circumstances which surrounded the
accident. The narrative should include specific recommendations

that would be helpful in preventing similar incidents in the

future. Copies of the narrative should be forwarded to the re-
gspective administrative officer, i.e., supervisor, dean, or assistant
chancellor, and the Campus Safety Coordinator within 12 hours of

an incident.
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STUDENT GOVERNMENT

Univ. of Wis.-Stout offers a wide range of student activities. The
University encourages all students to participate in campus organizations,
for these contribute to better citizenship and a more satisfying personual,
family and social life.

All students are members of the Stout Student Association. Within
this organization there is a strong student government, which consists of
three branches: (1) University Student Senate; (2) University Activities
Assembly; and (3) The Judicial Division.

The University Activities Assembly coordinates all student activities.

STUDENT HANDBOOK

The Student Handbook is published under the direction of the Dean of
Students. The Handbook is an official publication containing University
regulations, data on student organizations, and general information. Faculty
members should acquaint themselves with the Handbook.

STUDENTS' PROGRAMS

Students are allowed to carry as many credits as they desire. Average
full-time student loads should range from 15-18 credits. Students planning
to take more than a normal credit load should consider this very carefully,
Although many have done as well or better with heavy credit loads, some
individuals have suffered in their academic achievement due to the study
load. Freshmen who have not experienced a few semesters of good success
must be particularly cautious when taking more than an average load.

University courses are organized on the assumption that for a semester
hour of credit earned the student will devote three hours per week for a
period of 18 weeks, or a total of 54 clock hours. This includes the time
spent in class and the time spent in preparation. For example, if a two
semester hour credit coursc meets two single periods per week for 18 weeks,
the student would be expected to spend two hours in preparation for each
class meeting, thus making a total of six hours per week for two credit
hours. If a two semester hour credit course meets two double periods per
week, the student is expected to spend one hour in preparation for each
class in order to total six hours per week. A two credit laboratory course
in which no outside preparation is expected might meet for three two-hour
or for two three-hour periods per weeck.

If the work is taken in a nine-week period instecad of an 18 week
semester, the amount of time spent per week both in class and in preparation

would be doubled; and if the work is taken in a six week period, the timec
spent would be tripled.
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5

THE PURPOSE Or STUDENT TEAGHING 1S TO GiVE THOSE PREPARING TO E&
TEAGCHERS PRACTICAL EXPERIEGNCE WiITH THE DUT|ES8 AND PROBLEM8 THEY WIlLi M-
LOUNTER, PRO8BPE CTIVE TEACHERS ARE G!VEN CLOBELY SUPERVISED EXPERIENGE 1N
TEACHING S0 THtvY MAY HAVE OPPORTUNITIES TO PUT |NTO PRACTICE THE THHEOPIES
AND SKILLS LEARNED IN UUNjVERSITY CLASSZS. In ADDITION, THEY OBSERVE THE
WHOLE SCHCOL IN OPERATION AND GAIN SOME KNOWLEDGE OF ROUTINE PRACTICES IN
A BECONDARY SCHOOL AS WELL AS AN UNDERSTANDING GF THE RESPONSIBILITIES OF
TEACHERS IN COMMUNITY LiFE,

PRIOR TO ENROLLMENT, EACH PERSON MUST SUBMIT A COMPLETED APPLICATION
TORM FOR ENTRANCE INTO THE STUDENT TEACHING PROGRAM. |N ORDER TO BE
ATCE®TED, THE CANDIDATE MUST HAVE APPROVAL FROM- THE UN|VERSITY DEPARTMENTS
OF HEALTH, INGLISH, AND SPEECH, AND AN OVER=~ALL GRADE POINT AVERAGE OF
~s-5s» TRIPLICATE COPIES ARE COMPLETED AND FILED N THE OFFICES OF THE
Asst.Chancellor F0R STUDENT SERVICES, DEAN OF THE SGHOOL OF EDUCATION, AND
HEAD OF THE DEPARTMENT CONCERNED.,

HE LUNIOR YEAR ZAPERIENCEX

FOR MAJORS IN TEACHER EDUCATION, STUDENT TEACHING DURING THE JUNIOR
(EAR 18 PROVIBED A8 A PART OF A COJRSE TITLED [NTRODUCTION TO TEACHING.
Tei'8 18 ESSENTIALLY A METHODS GOURSE IN WHICH ACTUAL TEACHING |8 OBSERVED
AND PRAGCTIGED IN THE MENOMONIE JR.=SR., HiIGH ScHOOL. STUDENTS ARE ~S8S81GNED
TO SPEGi~ % LABGRATORIES FOR THESE PROFESS8!ONAL EXPERIENCES BY THOSE IIN:i=
VERS|Tv STAFF MEMBERS RESPONSIBLE FOR TEACHING THE RESPEGTIVE SOURSES.
THE ACTUAL SUPERVISION OF THESE STUDENTS 18 CARRIED ON By THE MENOMONI L
SZCONDARY SCHOCOL STAFF WITH THE UNIVERSITY STAFF SERVING AS COORDINATORS.
N ADDITION, INDIVIDUAL VIDEO TAPE RECORDED LESSONS ARE OHBSERVED AND

EVHELJATED,

H SENOR PROTESSIONAL 3EMESTER*

sl

™"

iIN THE SENIOR YEAR STUDENT TEACHING |8 PROVIDED AS ONE=HALF 0OFf A PRO=
“ES310MNAL SEMESTER SBLOCK, JURING THE FIRST QUARTER OF THE SEMESTER, THE
STUDENTES ARE ZNROLLED IN COURSES DEALING WITH THE PHILOSOPHY OF THEIR

SPECIAL SUBJECT, OBJECTIVES, CONTENT SELECTION AND ARRANGEMENT, EVALUATGN

CF OSTUDENT AOHIEVENENT, LABORATORY MANAGEMENT AND GUIDANCE. |N THE SECOND

GUSRTER Or THE SEMES3TER THEY ARE 4S8I1GNED TO AN OFF=CAMPUS CENTER WNHERE
THEY wORK (N 4 LI VE-TEACHING 81 TUATION UNDER THE SUPERVISION OF BOTH THE

*YARIATIONS ©T° % & THE TEACHER EDLCATION PROGRAMS |N AMER; CAN iMDJETRY,
ART ZD. . 7T,0N 2.0 PRE=SCHOGL £DJCATION,
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HIGH S8CHOOL SOCPERATIMNG TEALHER AND THE IJNIVERSI TY SUPERVISOR rOR A
PERIOD O EIGHT N-i <8, OME WEEK O THE BFCOND QUARIER |8 SPENIT [N (it N=
PATION TG THE ZA8L1LHNMENT AND IN A OLLOW=1UP SEMINAR AT THE CONCLUS G

OTUDENTES ARE GRAMTED 8r VEN 1O NINE BLMEBTER HOURB CREDIT FOR THE F 1RSI
QUARTER'S NORK NLPENDING ON THE N'UMBER O COURBEB TAKEN AND EIGHT SEMELSTER
HOUR8 CREDIT FOR THE 0 F=CAMPUB TEACH|NG ABBIGNMENT.

UNTVERSITY COUNSELING CENTER

STATEMENT OF PURPOSE

THE JMNIVERSITY JOUNSELING CENTER IS ONE FACET OF THE OVERALL STUOENT
PERSONNEL PROGRAM TO HELP EACH STUDENT DERIVE THE MAXIMUM BENEF} T FROM
HIS JNIVERSITY CAREER, AND DEVELOP TO THE FULL LIMIT OF HIS OR HER
POTEMT AL,

5.RVICES

COUNSELING, G I DANCE, AND TESTING ARE AVAILABLE ON A FULL TIME BASIS
TO A8S818T S8TJDENTS Wi TH PROBLEMS CLASSIFIED INTO THE FOLLOWING THREE
GENERAL AREASS VOCATIONAL, EDUCATIONAL, AND PERSONAL=80C!|AL. A wiDE
ARRAY OrF EVALJATIVE INSTRUMENTS AND GU!DANCE MATER|ALB ARE MAINTAINED TO
A8S18T IN THI S PRQOGCESS,

.7 18 IMPORTANT TO NOTE THAT STUDENTS NEED NOT BE EXPER|ENCING EX-
TENSIVE OR PROLONGED DIFFICULTIES IN ORDER TO BE ELIGIBLE TO RECE!|VE
ASSISTANCE. THE PROBLEM MAY BE TRANSIENT AND REQUIRE ONLY BRI|ES COUNSEL-
ING OR GJUIDANCE. THERE MAY BE NO PARTICULAR PROBLEM, BUT ONLY A DESI|RE
FOR 8PECIFIC INFORMATION WHICH CAN BEST BE OBTAINED AT THE COUNSEL ING
CENTER.,

THE 8TAFF 0F THE COUNBELING CENTER ALSO S8TANDS READY TO ASSIST
FATULTY AMD RESIDENT ASSISTANTS TO MEET BTUDENT NEEDS IN ANY WAY POSSIELE.
TACULTY AND RESIDENT 4SSISTANTS ARE WELCOME TO CALL OR VISIT STAFF MEMEERS
'« RELATION TO ANY PROBLEM |MVOLVING BTUDENTS.,

PERSONMEL AND <ESOJRCES

THE STaFF 0+F THE CZOUNBELING LENTER CONBIS8T3 OF PBYCHOLOGISTS SPEC!IAL=-
I ZED IN RENDERING EDUJUCATIONAL, VOCATIONAL, AND PERSONAL COUNBELING AND |N
DIAGNOSTIC EVALUATION OF STUDENT PROBLEMS.

THE DOQUNSELING JENTER HAS THE FOLLOWING BOURCES AVAILABLE FQOR
A881ISTANCE OR REFERRAL OF STUDENTS,

1 THE JUNIVERSITY FHEALTH SERVICE
e MNORTHNEST PSYCHIATRIC LLIN{[A==SAU CLAIRE

3. Zau Cusaire CouNTy GUIDANCE CLINIC=-=EAu CLA|RE

4. TR1=J0UNTY MLNTAL FMEALTH CLINICe=BALDWI N

Q {
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A LIST OF MEMTAL HEALTH CLINICS IN WISCONSIN I8 ALS8O MAINTAINED fOR
JSE N RE ERRING S8TUDENTS, N BPECIAL SITUATION8, TO CLINICS8 NEARER THEIR

KEFERRAL TO THE UMNIVERSITY OUNSLL NG Lt NTER

SUCCESS IN HELPING STUDENTS DEPENDS UPON THE PRESENCE OF TWO ESSENMNTIAL

ELEMENTS,

THEREZ MUST BE A RECOGNITION BY THE 8TUDENT THAT HE HAS 4 PROBLEM

AND THERE MUST 8% A DESIRE TO SEEK ASSISTANCE. ENCOURAGEMENT BY FACULTY
MEMBIRS OR RESIDENT ASSISTANTS8 TO USE THE COUNSELING SERVICES OFTEN GIVES
THE 3TUDENT THE |INCENTIVE HE NEEDS TO ACCEPT ASS|I8TANCE.

NHOM To REFZIR., STUDENTS THOUGHT OR KNOWN TO HAVE A VOCATIONAL,

EDJCATIONALy OR PERSONAL=SOCIAL PROBLEM MAY BENEFIT BY REFERRAL TO THE
JOUNSEL ING CENTER. ZXAMPLES OF SIGNS SIGNIFYING PROBLEMS IN THESE ARZIAS

ARE AS FOLLOWS:

110

CATIONAL PROBLEMS: CONSTANT CHANGE OF VOCATIONAL GOALS; EX-
TENSIVE SEEKING O0F VYOCATIONAL INFORMATION IN DIF-ERENT AREAS
JT APPARENT (NTEREST IN ANY AREA; EXTENSIVE COMPLAINTS

COURS8ES 1N MAJOR OR MINOR AREA8§ APPARENT LACK OF INTEREST

CR MOTIVATION IN 8S8UBJECT MATTER OF CHOBEN FIELD OF 8TJDYy DIt 1=
SULTY 1N MAJOR AREA OF STUDY WITH H!IGHER GRADES IN ANOTHER AREA

OF 8TuDY.

“OJGATIONAL PROBLEMSS FUNCTION{NG BELOW STUDENT'S PO TENTIALS
GRADES FALLING BELOW PREVICUS LEVEL] CONSTANT FLUCTUATION I

GRADE LEVELj) POOR STUDY-HAB| TS AS POOR ABILITY TO TAKE CLASSRCOM
NCTES, TO TAKE TEXTBOOK NOTE8, TO TAKE EXAMS, TO ORGANI|ZE MATERIAL.

PERSOMAL-30CIAL PROBLEMSS POOR MOTIVATION} INABILITY TO PAY
ATTENTION TO CLASS LECTURES) LACK OF PERSONAL FRIENDS, INABSILITY
TO RELATE ADEQJATELY TO PEERS OR ADULTS8) EXTREME SHYNESS; FEARFUL=~
NESS OR SELF~CONSCIOJSNESS) QUARRELBOME BEHAVIOR) CONSTANT VOICING
GF PROBLEVMS TO OTHERS} CONSTANT SEEKING OF APPROVAL FROM OTHERS;
CONSTANT SELF-ABASEMENT) EXTENS|VE DAYDREAMING,

T REFER STUDENTS TO THE COUNSELING CENTER WUSE THE
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EL NG THE STHUDERTS | T 1S DESIRABLE THAT FACULTY MEMBERS OF
T A28iISTANTE, NHO INTEND TCO REFER A S8TUDENT, FIRST COUNSEL
DeENT CONCERNING REFERRAL. THE PURPOSE FOR THIS COUNSEL 18

THE STUDENT SEE HOW THE COUNSELING CENTER CAN ASSZ: 3T N
THE SCLJTION OF HIS3 OR HER PART) CULAR PROBLEM, SOME STUDENTS ARE
FISISTANT 7O SEEZKING PROFEZSSIONAL COUNSELING BECAUSE THEY EGQUATE
THIE HEZwP #i TH BEING SERIOUSLY DI STURBED. THEBE STUDENTS SHOULD
8% A88JRED THAT THE CounseLiNG CENTER'S PURPOSE 18 TO SERVE THE
ENTIRE BTJDENT BODY W1 TH ANY PROBLEM OR QUESTION RELATING 70
VOLATIONAL,y “DUCATIONAL OR PERSONAL=80C| AL MATTERS.

ANY FALULTY MEMBER OR RESIDENT ASSISTANT WHO DESIRES AOVICE

Oh HON TO APPROACH A PARTICULAR STUDENT ABOUT REFERRAL MAY FIRS3T
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call the Counseling Center. Tt is often desirable to come with
hesitant students in order to help them make their first
appointment.

2. Appointments: Students referred to the Counseling Center should
report to the receptionist-secretary. They will be requested to
fill out a short "intake'" form and will be given as early an appoint-
ment as possible.

3. Emergency: Any case which is felt to be an emergency will be seen
the same day as referred--as quickly as possible. In such cases,
please call the Counseling Center (232-1211), and inform the secretary
that you are calling in relation to an emergency. She will then
connect you with a staff member.

4. Follow=-up: Not all students follow through in coming to the
Counseling Center. If you feel that the problem is grave enough
to warrant a follow-up on students who do not report, please
indicate this as you make referral. The student will then be
contacted. In such cases, reference may be made to the referral.

Confidentiality

Counseling is more successful if the counselee feels that information
revealed will be held in confidence. Toward this end the Counseling
Center follows the ethical standards for counseling of the American
Personnel and Guidance Association and the American Psychological Association.

The counseling relationship and information obtained shall be kept
in confidence. Records of counseling shall be maintained so as to protect
the identity of the student.

Information will be released to persons with legitimate interests
only with the student's consent. A possible exception to this rule would
be in the event of a threat to the health and welfare of the student or
those around him.

Fecd-Back

The Counseling Center recognizes that faculty members and resident
assistants referring students are interested in the welfare and adjustments
of these students. The staff of the Counseling Center pledges itself to
work closely with faculty members and resident assistants. Those referring
students will be informed as to whether or not they reported for counseling.
Information revealed by students must, of course, be treated in a manner of
confidentiality as prescribed by professional ethics.

Referral to Faculty Members

To assist some students in obtaining knowledge of occupations and
preparation needed for a career, referral to faculty members for information
can be most beneficial., The cooperation of faculty and staff members is
most appreciated. Students will be asked to see faculty members during officc
hours.
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PROCEDURE FOR WITHDRAWAL FROM UW-STOUT

To withdraw from the university without following accepted procedures
may jeopardize a student’'s future opportunities. Stout has established the
following withdrawal procedures in order to protect the student from future
inconvenience, to insure adequate consideration of the intention to withdraw,
and to convenience university functionaries who are concerned with withdrawals.

1. Report to the Student Services Office for an exit interview and to
turn in Student I.D.

2. Report to Registrar's Office to have registration verified for
refund calculations.

3. Obtain clearance from the Head Resident (on~-campus students), or
Housing Office (off-campus students).

4. Return textbooks, library books, and other items which may have
been issued to the student.

5. Visit the Financial Aids Office and/or Counseling Center if previous
contacts have been established there.

€. Visit the Business Office for their clearance.
7. Return S.5. Form 25 containing the signatures of the functionaries

concerned and your class schedule to the Registrar's Office after
all signatures have been obtained.

LABORATORY FEE REFUNDS - 7/1/74

Laboratory fees are 100Z refundable if a course which carries such a
fee is dropped: (1) prior to, or during, the first two weeks of each
semester -- for semester courses; (2) prior to, or during, the first week
of a second or fourth quarter course; (3) prior to, or during, the first
weexk of an eight (8) week summer session course. Laboratory fees are 100%
refundable for a student who withdraws from Stout during the first four weeks
of classes.

FIELD EXPERIENCE

. Stu.ents are eacouraged to obtain part of their college education off
tne Menomonie Campus by means of the Field Experience Program. This pProyram
allows a student to receive educational benefit and credit for off-camou;
caperiences related to nis or her academic major. This experience is Lhun
coordiiated with classroom studies by means of group seminars, written
reports, supervisor's evaluation, and field visitation.

Coordinuated Fivld Experience courses are available to students in
pfaCEically all majors offered at Stout. Lists of potential employers
rlong with other guidance aids to finding and securing educationally
oereficisl off-campus experiences are available. Most students use tiw
swmmer to obtain their Ficeld Experience but this is not the only time ©nis
program is available.
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Two credits ave given Lor the learning achieved while the Student is
working each eight weck period or approximately 320 hours on a part cim;~
basis. A student may repeat this experience for credit in most majors ‘
However, cach subsequent cxperience must be in a different environhcnt.ur
be in a different or more responsible position.  Some student s choose (o
take scvefal different types of field ¢xpericnce with the same organiition
as part ol a continuing cooperative education program while others take
their field experiences with different organizations and in different
localities each year.

To enroll in the program, a student must complete an application form.
The field position and the proposed learning objectives of the student are
then approved by the chiirman of the Department related the closest to the
student's stated learning objectives. The Department Chairman approving
a student's application also assigns a faculty member in their department
the task of acting as an advisor to the student during the one credit off-
campus experience phase of the program and in evaluating and counseling
the student during the one credit coordination phase when they return to
campus. All necessary forms and procedures are coordinated from the Field
Experience-Independent Studies office.

INTERIM PROCEDURE FOR REVIEW AND RELEASE OF STUDENT RECORDS-- FAMILY
EDUCATIONAL RIGHTS AND PRIVACY ACT OF 1974 (BUCKLEY AMENDMENT)
Effective November 20, 1974

A. If a student requests to review any information the university maintains
regarding him or her:

1. The student must make a written request to the custodian of the
records to review "official records, files and data directly related
to the student.” .

2. The custodian shall review the request and determine whether the
information in question is within the scope of the acc. If the custodian
is unable to make such a determination, he or she may refer the matter

to an appropriate committee or University Legal Counsel.

3. If the custodian believes that the requested records are clearly
covered by the act, he or she shall provide a place and time for the
student to review the records within 45 days of the student's request.

B. If a student requests a modification or deletion of information in his
or her records:

1. The student must give the custodian a detailed statement of the
alleged '"inaccurate, misleading, or otherwise inappropriate" informa-
tion and a written request that it be deleted or modified accordingly.

2. The custodian shall review the requesc and determine whether to
delete or alter tha information as requestred

3. If the custodian denies the request, he or she shall notify the
student of his or her right to a hearing before a person or group
on the matter.
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4. At the hearing the student may informally present his or her position
and the person or group shall inform the student of its decision.
H

If the university releases '"personally identifiable" student records:

1. The custodian may release such information without the student's
consent if it is:

a. furnished in compliance with a judicial order pursuant to a
subpeona, if the student is so notified in advance of compliance;

b. relcased to authorized representatives of government agencies
in connection with an audit or evaluation of federally supported
education programs;

c. releasced to other school educational officials, including
teachers or local educational agencies who have a legitimate
educational interest; or

d. released in connection with a student's application for,
or receipt of, financial aid.

2. If the custodian releases any personally identifiable student '
records or files without the student's written consent to officials
of other schools or school systems in which the student intends to
enroll, the custodian shall:

a. notify the student of the transier,
b. send the student a copy of the reeonrd (if desired), and

c. give the student an opportunity for a hearing to challenge
the contents of the records (similar to the procedure in
section "B"). : .

3. The custodian may release any other student records ({(including
those maintained by placement offices) only if the custodian:

1]
a. seccurcs the student's written consent, specifying the
records to be released, the reasons for the release,
and identifying the recipient of the records; and

b. furnishes copies of the materials to be released co the
students, or

¢c. Job placement offices may continue to provide student
information to prospective employers under signed student
authnrizations., It 1s recommended that the student he
advised of the name of the prospective employer to whom
the information is being sent pursuant to the student's
general authorization.
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4. In all cases where the university releases student records protected
by the act, the custodian shall:

a. keep permancntly in the student's record a written form
signed by the person or agency seeking the information,
indicating a legitimate educational or other need for
the information. (This form must be available for in-
spection only by the student and custodian.)

b. release information only on the condition that the third
party recipient will not permit access to others without
the student's written consent.

The custcdian should take immediate steps to maintain the confidentiality
of any docunmerts given to him in confidence concerning any student
pending further ciariiication of this area trom HEW. In the interim,

all confidential materials should be removed from the files being
reviewed.

PROCEDURES FOR TESTING OUT OF COURSES
(Etfective Sem. I, 197/5-76)

GENERAL POLICIES

1. A student secking credit at UW-Stout by test-out procedure must bc a
legitimately enrolled (registered) student at Stout before initiating
and attempting to test-out for credit.

2. Students seekingcredits for courses may test-out of and receive credit
in only those courses which are approved courses of the university.
Credits awarded for trade experience by means of a trade examination
will be determined by the examining committee on an individual basis.

Students seeking credits for courses will receive the credit normally
awardad for the course upon successful completion of the test-out proc-
ess. This credit will appear on the transcript without grade, and the
transcript will show that the credits were earned by test-out.

(2]

4. The process and method of determining and recording credits earned
through a trade examination (for trade epxerience) are outlined in
the university catalog.

PREROGATIVES OF DEPARTMENTS/SCHOOLS AND OF PROGRAM DIRECTORS

1. The acceptability of any credits awarded to any individual by a test-
out process in a given program is the decision and prerogative of the
program director of that program.

[ £

The decision to peimit a student to test-out of a course houscd in a
department will reside with that department.

3. The department will designate who will administer and who will evalu-
ate the examination in any given instance of test-out of courses housed
in the department.
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4. The departinent will designate who wiil determine the method uscd in
testing the student out of a course housed in the department, sclecting
one or a combination of any of the following methods:

Written examination

Oral examination

Performance evaluation (practical exam)

Examination of completed work and/or records presented and defended

by the student

o o

5. The department will approve all credits awarded to individuals through
the test-out of courses houseu in the department. The approval will
be indicated by signature on the approval forms.

C. FEES
1. Test-out of Courses:

The following fees will be charged to the student for the test-out
process, before the student will be allowed to perform the test in

any department.

a. A S5 charge for each course in which the student intends to test-
out, to be credited to the Registrar's Office to cover thc cost
of handling the necessary record keeping.

b. A S5 charge per credit attempted to be credited to the department
in which the coursc is housed to cover the cost of the adminis-

tration of the test.

2. Credits by Trade Examination:

Fees for trade examinations cannot be pre-set in terms of credits attempted.
Instead, the following is recommended:

a. An application {cec of $25 will be charged before arrangements will
be made {or the examinations. Of this, $5 will be credited to the
Registrar's Office for necessary record keeping. The remaining
$20 will be credited to the school involved for the work of arrang-
ing the examination. Further distribution of this last amount will
be at the school dean's discretion.

A cnarge of S5 per credit awarded beyond four {4) credits to be
madge after completion of the examination, such credits to be deter-
mined by the examination committee. The monies thus charged will
be credited to the school involved and distributed at the dean's
discretion.
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P. SUMMER SESSION

The University of Wisconsin-Stout regular summer session is ten weeks
in length. It opens approximately two weeks after the close of the regular
session. Registration is on each Monday of the student's first class. The
great number of classes are on an eight-week basis; several of them, however,
are scheduled for shorter periods of time. A student may earn ten semester
credits in a summer by completing the pre~session and regular session.

The faculty for the summer sessions is made up of regular session and
visiting faculty. The summer session enrollment is usually about 4G% of
the regular session. In the summer session, the number of graduate students
increases harply as compared with the regular session, and the number of A
undergraduate students decreases. Not all of the regular session undergrad-
uate courses are offered in the summer session but practically all graduate
courses are scheduled. Summer session students are teachers and executives
returning from the field or upper-classmen from the regular session continu-
ing their work. A numbe- of freshmen attempting to establish eligibility to
enter the University in zhe “all are in attendance as well as some beginning
their educational careers immediately from high school. Because of the ir-
regular enrollment distributions, not all of the regular session faculty
members are included in the summer session faculty.

The surmer session enrollment usually represents over 30 states, che
District of Columbia, several provinces of Canada, and some foreign countries.

Mod Summer Schedule*
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Stout offers a summer schedule that allows maximum flexibility. en-
abling students to begin and end their summer program during the weeks
they desire. The above chart indicates when one, two, three and rive week
sessions begin and end.




Qo STOUL ULiVERSIVY ALUMNI ASSOCIATION AND FOUNDATION

STOUT ALUMNI ASSOCIATION

There has been an active Stout Alumni Associlation since 1934 and the
organization has grown rapidly in the past two decades. ltg purpose s to
advance the interests, influence, and efficiency of UW-Stout and to strengthen
the connection between the members and their alma mater.
in every state of the Union and in many foreign countries.
groups are organized in many of the larger cities and these
larly for social and educational activities.

Alumni are located
Successful alumni
groups meet regu-

The Director of Development and Alumni Services serves as Executive
Secretary of the organization. Alumni are encouraged to support the alumni
scholarship fund in the Stout University Foundation which provides schclar-
ships for deserving students. Through the quarterly Stout Alumnus and other
special mailings, such as the Chancellor's Report, the Foundation Report, and
the Summer Bulletin, plus special reunion meetings at Menomonie and in vari-

ous cities, active members are kept up-to-date on campus- changes, progress and
growth of the university.

A Faculty Alumni Relations Committee is appointed each year by the Chan-
cellor of the university. This committee serves in an advisory capacity
to the alumni secretary and is particularly active during the time of alumni
functions on campus. Faculty members who are not Stout alumni are invited
and encouraged to participate in all Stout alumni functions.

Stout alumni are noted for their lcyalty and are one of Stout's best
sources Ior recruiting students.

STOUT UNIVERSITY FOUNDATION, INC.

The Stout University Foundation, Inc. is a tax-exempt, non-profit
corporation organized by alumni and friends of UW-Stout in 1962. It is
administered by a Board of Directors of concerned individuals, largely of
the university. The Director of Development and Alumni Services is the
Executive Director of the organization.

The basic purpose of the Foundation is to secure contributions in the
form of cash, securities, gifts in kind, real property or bequests to muet
certain needs of the university for which tax funds are not ordinarily avail-~
able.

All gifts in-kind received by the university should be reported to
the Foundation Office so they can be recorded and reported to the Board of
Regents and Internal Revenue Service.
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SUPPORTING PURPOSES ARE TO:

I. Provide the medium through which efforts of supporters of the
University may be channelled constructively into special
projects and situations under the leadership of a private
organization governed by its own Board of Directors.

2. Provide the medium trrough which larger gifts {gifts in kind,
securities, and monies) may be sought from selected sources
of support.

witn the Administration concerning long-range needs

3. Conmsult
lans which may be supported by private sources.

and p

L. Assist in interpreting the University's plans, needs, and
problems to the comrunity, state, and nation.

5. Enlist leadersnip for general support of the University and
for assistance in supporting approved projects.

6. Encourage alumni and friends of the University--by appeaiing to
their sense of loyalty and dedication--to contribute to the
Foundation ana by so doing assist Stout in its Program of
Excellence.

Faculty members are expected to seek the counsel of the Executive
Director of the Foundation before approaching any individual, organization,
oundation, or business firm for the purpose of obtaining financial support
for a university program.

bt
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Chapter UWS 9

ACADEMIC STAFF RULES: COVERAGE AND
DELEGATION

UWS 901 Coverage UWS 4.02  Delegation

UWS 9.01 Coverage. The rules of chapters UWS 10 to UWS 14,
and the policies and procedures developed by particular institutions
or central administration thereunder, apply to all academic staff
appointments within each institution or within the central adminis-
tration. In chapters UWS 9 through 14, where appropriate,
“president” may be substituted for “chancellor” and ‘“central
administration” for “institution.”

History: Cr. Register, Octoher, 1975, No. 238, eff. 11-1-75.

UWS 9.02 Delegation. Each chancellor shall provide for the
establishment of a committee to advise the administration on policies
and procedures for academic staff adopted by the institution pursuant
to chapters UWS 9-14. At least a majority of the members of this
committee shall be members of the academic staff elected by
members of the academic staff. Members of the committee shall select
the chairperson thereof. Institutions which now have persons with
faculty rank holding positions which will become academic staff
positions under the definitions of faculty and academic staff provided
in chapter 36, Wis. Stats., may designate such persons as academic
staff for purposes. of eligibility to participate in the election of
members of the committee chosen in this way, and eligibility for
election to the committee. Wherever each institution is charged in
chapters UWS 10-14 with adopting policies and/or procedures, the
chancellor shall develop these policies and procedures in consultation
with the committee and, as appropriate, members of the faculty and
student body. Policies and procedures developed by each institution
for administering the elements of the academic staff personnel
policies addressed by these rules shall be in full force and effect when
finally approved by the chancellor and forwarded to the board. The
board may undertake a review of any or all portions of such policies
and procedures but shall complete such review within 90 days of the
receipt of the policies and procedures. Should the board within 90
days return to the institution any portion or portions of its policies
and procedures as disapproved, that portion or portions shall be
suspended until reconsideration and resubmission has taken place.

History: Cr. Register. October, 1975, Nu. 248, eff, 11-1.75.

Hegister, October, 1975, No. 238
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Chapter UWS 10

ACADEMIC STAFF APPOINTMENTS

UWS 10.01 Types of appointments UWS 10.04 Nonrenewal of probationary
UWS 10.02 Recruitment and letter of academic staff appointments
appointment UWS 1005 Notice

UWS 10.03 Appeintments policies

UWS 10.01 Types of appointments. Academic staff appointments
may be fixed term, probationary, or indefinite. Several probationary
academic staff appointments may precede the granting of an
indefinite appointment. Each institution shall develop guidelines
concerning the categories of academic staff positions that may be
appropriately designated as fixed term, probationary, or indefinite
appointments. Appointments may be made in the central administra-
tion, an institution, college, department (or its functional equivalent),
or a specified research or program unit. An appointment shall be
limited to an operational area specified at the time of the
appointment and shall not carry rights beyond that limitation.

History: Cr. Register. October, 1975, No. 238, eff, 11-1.75,

UWS 10.02 Recruitment and letter of appointment. (1) Each
institution shall develop procedures relating to recruitment of
members of the academic staff. The procedures shall be consistent
with board policy and state and federal laws with respect to
nondiscriminatory and affirmative action recruitment. The procedures
shall allow maximum flexibility at the department, school, and college
levels to meet particular needs.

(2) The terms and conditions of the appointment shall be specified
in a written letter of appointment. The appointment letter shall be
signed by an authorized official of the institution and should contain
details as to the terms and conditions of the appointment, including
but not limited to type of appointment (fixed term, probationary or
indefinite), duration of the appointment (starting date, ending date),
salary, general position responsibilities, definition of operational area,
the length of the probationary period (if appropriate) and recognition
of prior service as part of the probationary period (if appropriate).
Accompanying this letter shall be an attachment detailing institution-
al and system regulations, rules, and procedures relating to academic
staff appointments. If the appointment is subject to the approval of
the board, a statement to this effect must be included in the letter. An
amended letter of appointment should be sent in situations where a
significant change in position responsibility occurs.

History: Cr. Register, October. 1975, No. 238, eff, 11.1-75.

UWS 10.03 Appointments policies. (1) FIXED TERM APPOINTMENTS.
Each institution of the system may employ academic staff members
on fixed term appointments. Such appointments shall be for a fixed
term to be specified in the letter of appointment, are renewable solely
at the option of the employing institution, and carry no expectation of
reemployment beyond their stated term, regardless of how many
times renewed. The initial fixed term appointment may include a
specified period of time during which the appointee may be dismissed

Regiater, October, 1975, No. 238
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at the discretion of the authorized official. Such a dismissal is not
subject to the provisions of UWS 11. Unless otherwise specified, fixed
term appointments shall be for a period of one year. Each institution
shall develop policies and procedures for the use of such appoint-
ments. The policies and procedures of each institution shall
specifically treat the issue of job security including appropriate due
process protections in the case of nonreappointment for those fixed
term academic staff members who have served the institution for a
substantial period of time. Such policies and procedures shall be
formulated so as to meet the continuing needs of the institution while
at the same time recognizing the employment commitment and
contribution to the institution provided by such fixed term academic
staff members.

(2) INDEFINITE AND PROBATIONARY ACADEMIC STAFF APPOINTMENTS.
Indifinite agpointments and probationary academic staff appoint-
ments shall be authorized by the chancellor or his/her designee.

(a) Probationary academic staff appointments. Each institution of
the system may appoint selected members of the academic staff to
probationary academic staff appointments leading to review and a
decision on an indefinite appointment. Each institution shall adopt
procedures to govern such appointments. These procedures shall
provide for appropriate counting of prior service, for a maximum
probationary period not to exceed 7 years for a full-time position, for
annual appraisal of performance, and for an affirmative review
process prior to the end of the probationary period resulting in
promotion to an indefinite appointment or termination of the
appointment. A longer maximum probationary period may be
provided for part-time appointees. Unless otherwise specified,
probationary appointments shall be for a period of one year. A leave
of absence shall not constitute a break in continuous service, nor shall
it be included in the probationary period. An indefinite appointment
is not acquired solely because of years of service.

(b) Indefinite appointment. An indefinite appointment is an
appointment with permanent status and for an unlimited term,
granted by the chancellor to a member of the academic staff. Such an
appointment is terminable only for cause under UWS 11 or for
reasons of budget or program under UWS 12. Such an appointment
may be granteg to a member of the academic staff who holds or will
hold a half-time appointment or more. The proportion of time
provided for in the initial indefinite appointment may not be
diminished or increased without the mutual consent of the academic
staff member and the institution unless the appointment is
terminated or diminished under UWS 11 or UWS 12. Each institution
shall adopt procedures to govern indefinite appointments including
provisions for annual appraisal of performance.

History: Cr. Register, October. 1975, No. 238, eff. 11-1-75,

UWS 10.04 Nonrenewal of probationary academic staff
appointments. (1) Each institution shall establish procedures for
dealing with instances where probationary academic staff are not
renewed. Nonrenewal is not a dismissal under UWS 11. A nonrenewed
member of the academic staff shall be provided with an opportunity
to request and to receive, in writing, the reasons for nonrenewal and
to receive a review of the decision upon written appeal by the
academic staff member concerned within 20 days of notice of
Register, October, 1975, Nn. 248
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nonrenewal (25 days if notice is by first class mail and publication).
The hearing body may be either an appropriate committee or a
hearing examiner as designated in the institutional procedures. Such
review shall be held not later than 20 days after the request, except
that this time limit may be extended by mutual consent of the parties
or by order of the hearing body. The burden of persuasion in such a
review shall be on the nonrenewed appointee and the scope of the
review shall be limited to the question of whether the decision was
based in any significant degree upon one or more of the following
factors, with material prejudice to the individual:

(a) Conduct, expressions, or beliefs which are constitutionally
protected, or actions which are consistent with an appropriate
professional code of ethics;

| (b) Employment practices proscribed by applicable state or federal
aw; or

{c) Improper consideration of qualifications for reappointment or
renewal. For purposes of this section, “improper consideration” shall
be deemed to have been given to the qualifications of a staff member
in question if material prejudice resulted because of any of the
following:

1. The procedures required by the chancellor or board were not
followed; or

2. Available data bearing materially on the quality of performance
were not considered; or

3. Unfounded, arbitrary, or irrelevant assumptions of fact were
made about work or conduct.

(2) Findings as to the validity of the appeal shall be reported to the
official making the nonrenewal decision and to the appropriate dean
or director and the chancellor.

(3) Such report may include remedies which may, without
limitation because of enumeration, take the form of a reconsideration
by the decision maker, a reconsideration by the decision maker under
instructions from the hearing body, or a recommendation to the next
higher administrative level. Cases shall be remanded for reconsidera-
tion by the decision maker in all instances unless the hearing body
specifically finds that such a remand would serve no useful purpose.
The hearing body shall retain jurisdiction during the pendency of any
reconsideration.

History: Cr. Register, October, 1975, No. 2:38. eff, 11-1-75.

UWS 10.05 Notice. (1) NoTice perions. Written notice that a fixed
term or probationary academic staff appointment will not be renewed
shall be given to the appointee in advance of the expiration of the
appointment as follows:

(a) Fixed term appointments: At least 3 months before the end of
the appointment in the first 2 year, and 6 months thereafter. When
the letter of offer for a fixed term appointment states that renewal is
not intended, no further notice of nonrenewal is required.

Regater. October. 1975, Na. 238
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(b) Probationary appointments: At least 3 months before the end
of the appointment in the first year; 6 months before the end of the
appointment in the second year; and 12 months thereafter.

(2) Extension in the absence of proper notification. If proper notice
of nonrenewal is not given in accordance with subsection (1) above,
the appointment shall be extended so that at least the required notice
is provided.

(3) The policies and procedures of each institution may provide for
longer notice periods for teaching m~mbers of the academic staff.
Unless specifically enumerated in the institutional policies and
procedures, the above provisions shall govern.

History: Cr. Register, October. 1975, No. 238, eff. 11-1-75.

Reginter. October. 1975, No. 238
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Chapter UWS 11

DISMISSAL OF ACADEMIC STAFF FOR CAUSE

UWS 11.01 Dismissal for cause-indefinite UWS 1108 Suspension from duties
academic staff appointments UWS 11.09  Date of dismissal

UWS 11.02 Responsibility for charges UWS 11.10  Board review

UWS 11.03 Hearing body UWS 11.11 Dismissal for  cause-fixed

UWS 11.04 Hearing term or probationary aca-

UWS 11.056 Adequate due process demic uufrnppointmems

UWS 11.06 Procedural guarantees UWS 11.12 Dismissal for cause-teaching

UWS 11.07 Recommendations: o the members of the academic
chancellor staff

UWS 1101 Dismissal for cause-indefinite academic staff
appointments. (1) A member of the academic staff holding an
indefinite a gointment may be dismissed only for just cause under
sections U 11.02 through 11.10 of this chapter or for reasons of
budget or program under UWS 12.

(2) The board's policy is that members of the academic staff are
entitled to enjoy and exercise all rights of United States citizens and
to perform their duties in accordance with appropriate professional
codes of ethics. This policy shall be observed in determining whether
or not just cause for dismissal exists. The burden of proof of the
existence of just cause for a dismissal is on the administration.

History: Cr. Register, October, 1975, No. 236, eff. 11-1-75.

UWS 11.02 Responsibility for charges. (1) Whenever the
chancellor of an institution receives an allegation which concerns an
academic staff member holding an indefinite appointment which
appears to be substantial and which, if true, might lead to dismissal
under section UWS 11,01, the chancellor shall request within a
reasonable time that the appropriate dean or director investigate the
allegation, offer to discuss it informally with the individual, and
provide information of rights to which members of the academic staff
are entitled under this chapter. If such an investigation and discussion
does not result in a resolution of the allegation and if the allegation is
deemed sufficiently serious to warrant dismissal, the dean or director
shall prepare a written statement of specific charges. A member of the
academic staff may be dismissed only after receipt of such a
statement of specific charges and, if a hearing is requested by the
academic staff member, after a hearing held in accordance with the
provisions of this chaﬁter and the subsequently adopted procedures of
the institution. If the staff member does not request a hearing,
dismissal action shall proceed along normal administrative lines but
the provisions of sections UWS 11.02, 11.08, and 11.09 of this chapter
shall apply. In those cases where the immediate supervisor of the
academic staff member concerned is a dean or director, the chancellor
shall, to avoid potential prejudice, designate an appropriate adminis-
trative officer to act for the dean or director under this section.

(2) Any formal statement of specific charges shall be served
personally or by certified mail, return receipt requested. If such
service cannot be made within 20 days, service shall be accomplished
by first class mail and by publication as if the statement of charges
were a summons and the provisions of section 262.06(1) (c), Wis.

Register, October, 1975, No. 238
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Stats., were applicable. Such service by mailing and publication shall
be effective as of the first insertion of the notice of statement of
charges in the newspaper.

History: Cr. Register. Octoher, 1975, No, 238, eff. 11-1-75,

UWS 11.03 Hearing body. (1) The chancellor of each institution
shall provide for a hearing body charged with hearing dismissal cases
and making a report and recommendations under this chapter.
Throughout this chapter, the term “hearing body” is used to indicate
either a hearing committee or a hearing examiner as designated in the
institutional procedures. This hearing body shall operate as the
hearing agent for the chancellor pursuant to section 227.12, Wis.
Stats., and conduct the hearing, make a verbatim record of the
hearing, prepare a summary of the evidence and transmit such record
and summary along with its recommended findings of fact and
decision to the chancellor according to section UWS 11.07.

{2) With the concurrence of the faculty and the academic staff
advisory committee of each institution, the chancellor may provide
that dismissal for cause of a member of the academic staff having
teaching responsibilities may be heard by the hearing body specified
in section UWS 4.03. If so provided, the hearing shall be held
farsuant to the provisions of chapter UWS 11

History: ('r Regster, Octnber, 1975, No. 238, eff. 11-1.75.

UWS 11.04 Hearing. If the staff member requests a hearing within
20 days from the service of the statement of charges (25 days if notice
is by first class mail and publication), such hearing shall be held not
later than 20 days after the request except that this time limit may
be extended by mutual consent of the parties or by order of the
hearing body. The request for a hearing shall be addressed in writing
to the hearing body established pursuant to UWS 11.03. Service of
written notice of hearing on the specific charges shall be provided at
least 10 days prior to the hearing.

History: ('r. Register, Octoher, 1975, No. 288, eff. 11-1.75.

UWS 11.05 Adequate due process. (1) Each institution shall
develop policies and procedures to provide for a fair hearing upon
request in the event of dismissal. A fair hearing for an academic staff

member whose dismissal is sought under UWS 11.01 shall include the
following:

{a) A right to the names of witnesses and of access to documentary
evidence upon the basis of which dismissal is sought;

{h) A right to be heard in his or her defense,

{¢) A right to counsel and/or other representative, and to offer
witnesses;
(d) a right to confront and cross-examine adverse witnesses;

{e) A verbhatim record of all hearings, which might be a sound
recording. provided at no cost;

(f) Written findings of fact and decision based on the hearing
record,
Regiater. October, 1975, No. 238
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S (g) Admissibility of evidence governed by section 227.10, Wis.
tats.

History: Cr. Register. October. 1975. No. 238, eff. 11-1-75.

UWS 11.06 Procedural guarantees. (1) The following require-
ments shall also be observed:

(a) Any person who participated in the investigation of allegations
leading to the filing of a statement of charges, or in the filing of a
statement of charges, or who is a material witness shall not be
qualified to participate as a member of the hearing body;

(b) The hearing shall be closed unless the staff member under
charges requests an open hearing, in which case it shall be open (see
66.77, Wis. Stats., Open Meeting Law);

(c) The hearing body shall not be bound by common law or
statutory rules of evidence and may admit evidence having reasonable
probative value but shall exclude immaterial, irrelevant, or unduly
repetitious testimony, and shall give effect to recognized legal
privileges;

(d) The burden of proof of the existence of just cause is on the
administration or its representatives;

(e) If a staff member whose dismissal is sought has requested a
hearing, discontinuance of the proceeding by the institution is deemed
a withdrawal of charges and a finding that the charges were without
merit;

(f) Nothing in paragraph (e) shall prevent the settlement of cases
by mutual agreement between the administration and the staff
member, with the chancellor's approval, at any time prior to a final
decision by the chancellor; or when appropriate, with the board’s
approval prior to a final decision by the board;

(g) Adjournments shall be granted to enable either party to
investigate evidence as to which a valid claim of surprise is made.

(2) If the institutional policies and procedures provide that
dismissal cases be heard by a hearing committee, the following
requirements shall be observed:

(a) The committee may, on motion of either party, disqualify any
one of its members for cause by a majority vote. If one or more of the
hearing committee members disqualify themselves or are disqualified,
the remaining members may select a number of replacements equal to
the number who have been disqualified to serve, except that
alternative methods of replacement may be specified in the policies
and procedures adopted by the institution;

(b) If the hearing committee requests, the chancellor shall provide
legal counsel after consulting with the committee concerning its
wishes in this regard. The function of legal counsel shall be to advise
the committee, consult with them on legal matters, and such other
responsibilities as shall be determined by the committee within the
provisions of the policies and procedures adopted by the institution.

History: Cr. Register, October. 1975, No, 208, eff 11-1.75.
Register, October, 1970, No Uid
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UWS 11.07 Recommendations: to the chancellor. The hearing
body shall send to the chancellor and to the academic staff member
concerned, as soon as practicable after conclusion of a hearing, a
verbatim record of the testimony and a copy of its report, findings,
and recommendations. After reviewing the matter on record and
considering arguments if submitted by the parties, the chancellor shall
issue a decision. In that decision, the chancellor may order dismissal
of the staff member, may impose a lesser disciplinary action, or may
find in favor of the staff member. This decision shall be deemed final
unless the board, upon request of the academic staff member, grants
review based on the record.

History: Cr. Register. October, 1975, No. 238, eff. 11-1-75.

UWS 11.08 Suspension from duties. Pending the final decision as
to dismissal, the academic staff member with an indefinite
appointment shall not be relieved of duties, except where, after
consultation with the appropriate administrative officer, the chancel-
lor finds that sibstantial harm may result if the staff member is
continued in his or her position. Where such determination is made,
the staff member may be relieved of his or her position immediately,
or be assigned to another administrative unit, but his or her salary
shall continue until the chancellor makes a decision as to dismissal.

History: C'r. Register, October, 1975, No. 238, eff. 11-1-75,

UWS 11.09 Date of dismissal. A decision by. the chancellor
ordering dismissal shall specify the effective date of the dismissal.

History: ('r. 'tegister. October, 1975, No. 238, eff. 11-1.75.

UWS 11.10 Board review. A member of the academic staff on

indefinite appointment who has been dismissed for cause by the
chancellor following a hearing may appeal this action to the board.

- Any appeal must be made within 30 days of the date of the decision of

the chancellor to dismiss. Upon receiving an appeal the board shall
review the case on the record. Following such review the board may
confirm the chancellor’s decision, or direct a different decision, or
approve a further hearing before the board with an opportunity for
filing exceptions to the hearing body’s recommendations or the
chancellor’'s decision and for oral argument on the record. If further
review with opportunity for oral argument on the record is provided,
this review shall be closed unless the staff member requests an open
hearing. (See 66.77, Wis. Stats., Open Meeting Law.) All decisions of
the board, whether after review on the record or after oral argument,
3ha!l‘be expressed in writing and shall indicate the basis for such
ecision.

History: Cr. Register, October, 1975, No. 238, eff. 11-1.75.

UWS 11.11 Dismissal for cause-fixed term or Probationary
academic staff appointments. A member of the academic staff
holding a probationary appointment, or a member of the academic
staff holding a fixed term appointment and having completed an
initial specified period of time, may be dismissed prior to the end of
the contract term only for just cause or for reasons of budget ¢
program under UWS 12. A nonrenewal of such an appointment is not
a dismissal under this section. A dismissal shall not become effective
until the individual concerned has received a written notification of
specific charges and has been offered an opportunity for a hearing
Reginter, October, 1975, No. 218
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before the appropriate dean or director or his/her designee. If such
hearing is requested, a determination of just cause and notification of
dismissal shall be made by the dean or director or designee. If no
hearing is requested the dismissal is effected by the specifications in
the original notification of charges. The hearing before the dean,
director, or designee shall provide the academic staff member with an
orportunity to present evidence and argument concerning the
allegations. Dismissal shall be effective immediately on receipt of
written notification of the decision of the dean or director or designee
unless a different dismissal date is specified by the dean or director.
Dismissals for cause shall be appealable by filing an appeal with the
hearing body established under section UWS 11.03. The burden of
proof as to the existence of just cause on appea! shall be on the
administration or the authorized official. The provisions of section
UWS 11.04, procedural guarantees, contained in sections UWS 11.05
and 11.06 and the review provisions of section UWS 11.07, shall be
applicable to the appeal proceeding. In no event, however, shall a
decision favorable to the appellant extend the term of the original
appointment. If a proceeding on appeal is not concluded before the
appointment expiration date, the academic staff member concerned
may elect that such proceeding be carried to a final decision. Unless
such election is made in writing, the proceeding shall be discontinued
at the expiration of the appointment. If the chancellor ultimately
decides in favor of the appellant, salary lost during the interim period
between the effective date of dismissal and the date of the
chancellor's decision or the end of the contract period, whichever is
earlier, shall be restored. In those cases where the immediate
supervisor of the academic staff member concerned is a dean or
director, the chancellor shall, to avoid potential prejudice, designate
an appropriate administrative officer to act for the dean or director
under this section.

History: Cr. Register, October, 1975, No. 238, eff. 11-1-75,

UWS 11.12 Dismissal for cause-teaching members of the
academic staff. The policies and procedures of each institution may
Erovide that dismissal for cause of a member of the academic staff

aving teaching responsibilities and holding a probationary appoint-
ment or a fixed term appointment may proceed under UWS 11.02 to
11.10. If the institutional policies and procedures do not specifically
ﬂakg such provisions, dismissal for cause shall be made pursuant to

WS 11.11.

History: Cr. Register, October, 1975, No. 238, eff. 11-1-75,

Register, October, 1974, No. 238
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Chapter UWS 12

LAYOFF OF ACADEMIC STAFF FOR REASONS OF
BUDGET OR PROGRAM

UWS 1201 General UWS 12,07 Layoff status

UWS 1202 lLayotf UWS 12,08  Alternative employment

UWs 1204 Indwvidual layolt decision UWS 1209 Reappointment rights

UWS 12,04 Hearing hody UWS 12,10 Retention of salury

UWS 1205 Review and hearing for in- UWS 12.11 Rights of academic statf
detinite appointments memhers on layoff

UWS 1206 Review for fixed term and

probationary  ac ademic staff
members

UWS 12.01 General. Notwithstanding 36.15, Wis. Stats., and UWS
10 and 11, the chancellor of each institution or his/her desngﬁee may
lavoff a member of the academic staff holding an indefinite
appaintment, or may layoff a member of the academic staff holding
either a fixed term or a pmbatmndry appointment prior to the end of
the appointment period, when suc't action is deemed necessary due to
budget or program decision requiring program discontinuance,
curtailment, modification, or redirection. Consistent with the limita-
tion of academic staff appointments to an operational area, each
institution shall establish policies and procedures which will ensure
careful consideration of layoff decisions for reasons of budget or
program. The institutional policies and procedures should recognize
the constraints imposed on institutional response to an unanticipated
cancellation of a contract or grant or to an unanticipated decline in an
income account supporting a particular activity. The institution
should take such contraints into account in designing the nature and
timing of the consultation appropriate to such circumstances. The
institution’s policies and procedures may provide as needed the
alternative forms of consultation appropriate to differences in the
sources of funds for various programs or activities, or differences in
the timing of information concerning a decline in resources for
particular programs or activities. Program decisions made pursuant to
a change in the level of resources available for a particular project
shall be discussed by the chancellor or his/her designee with such
committee, committees, or committee representatives as may be
specified by institutional policies and procedures as appropriate for
such purposes. Decisions “affecting individuals shall be communicated
to the affected persons by the chanceilor or his/her designee together
with a description of the change in available resources which has
required the layoff decision. Nonrenewal of a probationary academic
staff appointment under UWS 10.04, or a fixed term appointment,
?vedn it for financial reasons, is not a layoff for reasons of program or
budget.

History: Cr. Register, October, 1975, No. 238, eff, 11-1-75.

UWS 12.02 Layoff. For the purpose of this chapter, “layoff” is the
suspension of an academic staff member's employment by the
university of Wisconsin system during the appointment period, for
reasons of budget or program. A laid-off academic staff member
retains the rights specified in UWS 12.07 through 12.11 inclusive. For

Register, October, 1975, No. 238
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the purposes of section 36.21, Wis. Stats., termination occurs at the
time of layoff.

History: Cr. Register, October, 1975, No. 238, eff. 11-1-75.

UWS 12.03 Individual layoff decision. When a reduction in
program of a particular operational area is required, layoffs of
academic staff members with indefinite, fixed term, or probationary
appointments should normally follow seniority. This presumption in
favor of seniority may be overcome where program needs dictate other
considerations (e.g., the need to maintain specific expertise within the
program or operational area). The standard notice periods specified in
UWS 10.05 should be used, unless there are compelling reasons to the
contrary (e.g., almost immediate cutoff of funds), for layoff of
probationary and fixed term appointments under this chapter.
Indefinite appointees shall have 12 months’ notice of layoff for

" reasons of budget or program, unless there are compelling reasons to

the contrary.

History: Cr. Register, October, 1975, No. 238, eff. 11-1.75.

UWS 12.04 Hearing body. The chancellor of each institution shall
provide for a hearing body for the purposes of this chapter.
Throughout this chapter the term “hearing body”. is used to indicate
either a hearing committee or a hearing examiner as designated in the
institutional procedures. This hearing body shall operate as the
hearing agent for the chancellor pursuant to section 227.12, Wis.
Stats.,, and conduct the hearing, make a verbatim record of the
hearing, prepare a summary of the evidence and transmit such record
and summary along with findings of fact and decision to the
chancellor.

History: Cr. Register, October. 1975, No. 238, eff. 11-1-75.

UWS 1205 Review and hearing for indefinite appointments.
(1) An academic staff member with an _indefinite appointment whose
position is to be eliminated shall be notified in writing and shall, upon
request made within 20 days after such notification, be given a written
statement of the reasons for the decision within 15 days, including a
statement of the reasons for the determination that the budgetary or
program needs should be met by curtailing or discontinuing the
program in which the individual concerned works. If the academic
staff member requests in writing within 20 days after receipt of said
statement, he or she shall be entitled to a hearing before the hearing
body. However, such a request for hearing shall not forestall a layoff
under this section.

(a) The request for hearing shall specify the grounds to be used in
establishing the impropriety of the decision. :

(b) The staff member shall be given at least 10 days notice of such
hearing. Such hearing shall he held not later than 20 days after the
request except that this time limit may be extended by order of the
hearing body. Anyone who participated in the decision to lavoff or
who is a material witness shall not serve on the hearing body.

(2) The academic staff member shall have access to the evidence on
which the administration intends to rely to support the decision to
layoff and shall be guaranteed the following minimal procedural
safeguards at the hearing:

Register. October. 18975, Nn. 238
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(a) A right to be heard in his or her defense;

(b) A right to counsel and/or other representatives, and to offer
witnesses;

(c) A right to confront and cross-examine adverse witnesses;

(d) A verbatim record of all hearings, which might be a sound
recording, provided at no cost;

(e) Written findings of fact and decision based on the hearing
record;

(f) Admiissibility of evidence governed by 227.10, Wis. Stats.;

(g) The hearing shall be closed unless the staff member whose
position is to be eliminated requests an open hearing, in which case it
shall be open (see 66.77, Wis. Stats., Open Meeting Law);

_ (h) Adjournments shall be granted to enable either party to
investigate evidence as to which a valid claim of surprise is made.

(3) If the institutional policies and procedures provide that the

review and hearing be conducted by a committee, the following
requirements shall be observed:

(a) The committee may, on motion of either party, disqualify any
one of its members for cause by a majority vote. If one or more of the
committee members disquality themselves or are disqualified, the
remaining members may select a number of other replacements equal
to the number who have been disqualified to serve;

(b) If the committee requests, the chancellor shall provide legal
counsel after consulting with the committee concerning its wishes in
this regard. The function of legal counsel shall be to advise the
committee, consult with them on legal matters, and carry out such
responsibilities as shall be determined by the committee within the
policies and procedures adopted by the institution.

(4) The first question to be considered in the review is whether one
or more of the following factors improperly entered into the decision
to layoff:

(a) Conduct, expressions, or beliefs on the staff member’s part
which are constitutionally protected or act‘ions which are consistent
with an appropriate professional code of ethics;

| (b) Employment practices prescribed by applicable state or federal
aw; or

(¢) Improper consideration of the qualifications of the staff
member. For the purposes of this section, “improper consideration”
occurs if material prejudice resulted from any of the following:

1. The procedures required by the chancellor or board were not
followed; :

2. Available data bearin? materially on the quality of the staff

member's actual or potential performance were not considered; or

3. Unfounded, arbitrary, or irrelevant assumptions of fact were
made about work or conduct.
Register, October, 1975, No. 238
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(5) The staff member shall present evidence on whether one or
more of the factors specified above improperly entered into the
decision to layoff. The hearing body shall then consider whether the
evidence presented establishes a prima facie case that such factor or
factors did enter significantly into the layoff decision. If the hearing
body finds that a prima facie case has not been established. the layoff
de(:lision shall be found to have been proper and the hearing shall be
ended.

{(6) If the hearing body finds that a prima facie case has been
established, the appropriate administration officer for the operational
area shall be entitled to present evidence to support the layoff
decision, and, thereafter, the staff member may present evidence in
rebuttal. Thereafter, on the basis of all the evidence presented, the
hearing body shall make its determinations as follows:

{a) The hearing body shall first consider whether one or more of
the above specified factors improperly entered into the decision to
layoff. Unless the body is convinced that such factor or factors did
improperly enter into that decision, the body shall find the decision to
have been proper;

{b) If the hearing body is convinced that such factor or factors
entered into the decision to layoff, then the body shall find that
decision to be improper, unless the body is also convinced (1) that
there was a bona fide program or budgetary reason(s), and that the
determiantion of such reason(s) was made in the manner prescribed
by, and in accordance with, the standards established by the
institution; and (2) that the decision to layoff the particular academic
staff member was in accordance with the provisions of UWS 12.02.

(7) In determining whether a bona fide budgetary or program
reason existed for layoff of the appointment of the academic staff
member concerned, the hearing body shall presume that the decision
to curtail the program was made in good faith and for proper reasons.
The hearing body shall not substitute its judgment or priorities for
that of the administration.

(8) If the hearing body finds that the layoff was improper, it shall
report this decision and its recommendation to the chancellor and to
the staff member. The chancelior shall review the matter, decide
whether the staff member should be laid off, and notify the hearing
body and academic staff member of the decision. This decision shall
be deemed final unless the board, upon request of the academic staff
member, grants review based on the record.

History: Cr. Register, October, 1975, No. 238, eff, 11-1.75.

UWS 12.06 Review for fixed term and probationary academic
staff members. Each institution sha!l establish procedures for an
impartial review of the layoffs for reasons of budget or program of
academic staff members with fixed term and probationary appoint-
ments. Nonrenewal is not a layoff under this section.

History: ('r Register, Octuber, 1975, No. 238, eff. 11-1-75.

UWS 12.07 Layoff status. (1) An academic staff member whose
position has been eliminated aceording to the provisions of this
chapter may, at the end of the appropriate notice period, be placed on
layoff status, unless the layoff notice has been rescinded prior to that
Register, October, 1975, No. 238
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time. The academic staff member whose notice period has expired,
and who is placed on layoff status shall remain on layoff status until,

(a) For fixed term and probationary appointee, one of the following
occurs:

1. The appointment expires under its own terms;
2. The staff member fails to accept an alternate appointment.

(b) For academic staff on indefinite appointment one of the
following occurs:

1. The staff member is reappointed to the position from which laid
off. Failure to accept such reappointment would terminate the
academic staff member’s association with the institution;

2. The staft member accepts an alternative continuing position in
the institution. Failure to accept an alternate appointment would not
terminate the academic staff member’s association with the institu-
tion;

3. The staff member resigns;

4. The staff member fails to notify the chancellor or his/her
designee not later than December 1, of each year while on layoff
status, as to his/her location, employment status, and desire to remain
on layoff status. Failure to provide such notice of desire to remain on
layoff status shall terminate the academic staff member’s association
with the institution; )

5. A period of 3 years lapses.

History: Cr. Register, October. 1975, No. 238, eff. 11-1-75,

UWS. 12.08 Alternative employment. Each institution shall devote
its best efforts to securing alternative appointments within the
institution in positions for which staff laid off under this chapter are
qualified under existing criteria. Each institution should seek to
provide financiai assistance for academic staff members who have
indefinite appointments and who are to be laid off to readapt within
the operational area or within another operational area of the
institution where such readaptation is feasible within one year's time.
Further, the university of Wisconsin system shall devote its best
efforts to insure that such staff members laid off in any institution
shall be made aware of openings within the systern.

Hilstory: Cr. Register. October, 1975, No. 238, eff. 11-1-75.

UWS 12.09 Reappointment rights. Each institution shall establish
administrative procedures and policies to insure compliance with
36.21, Wis. Stats., in providing that where layoffs occur for reasons of
budget or program, no person may be employed in that operational
area at that institution within 3 years to perform reasonably
comparable duties to those of the staff member laid off without first
offering the laid off staff member on layoff status reappointment
without loss of rights or status. In addition, an institution shall
continue for 3 years from date of layoff to offer the reappointment
rights stated in this section to a laid off fixed term appointee whose
appointment has expired under its own terms if such appointee
notified the chancellor or his/her designee by December 1 of each
year, or more frequently if institutional policies and procedures

Register, October, 1975, Nao. 238
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require, as to his/her location, employme.it st'tus, and desire to
pursue reappointment rights. Failure to provide such notification shall
terminate the academic staff member’s reappointment rights under
this section.

History: Cr. Register, October, 1975, No. 238, eff. 11.1-75.

UWS 12.10 Retention of salary. Any academic staff member
reappointed within 3 years after layoff to reasonably comparable
duties within the operational area shall be reappointed with a salary
rate at least equivalent to his/her salary rate when laid off, together

with such other rights and privileges which may have accrued at that
time.

History: Cr. Register. October, 1975, No. 238, eff. 11-1-75.

UWS 12.11 Rights of academic staff members on layoff. An
academic staff member on layoff status in accord with the provisions
of this chapter has the reemployment rights guaranteed by UWS
12.09 or 12.10, and has the following minimal rights:

(1) Such voluntary participation in fringe benefit programs as is
permitted by institutional policies;

(2) Such continued use of campus facilities as is allowed by policies
and procedures established by the institution; and

(3) Such participation in institutional activities as is allowed by the
policies and procedures established by the institution.

History: Cr. Register, October, 1975, No. 238, eff. 11.1.75.

Register, October. 1975. No. 2148
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Chapter UWS 13

COMPLAINTS AND GRIEVANCES

UWS 13.01 Complaints UWS 13.02 Grievances

UWS 13.01 Complaints. Each institution shall establish policies
and procedures to deal with allegations by persons other than the
academic staff member’s supervisor(s), including administrators,
students, other academic staff, faculty, classified staff, or members of
the public concerning conduct by an academic staff member which
violates university rules or policies, or which adversely affects the
staff member’s performance or obligation to the university but which
allegations are not seriov enough to warrant dismissal proceedings
under chapter UWS 11. Such procedures shall include the designation
of an individual or body with the power and authority to conduct a
hearing on the complaint and to recommend solutions to the
chancellor if the problem cannot be otherwise resolved.

History: Cr. Register. October, 1975. No. 238, eff. 11-1-75.

UWS 13.02. Grievances. Each institution shall establish policies
and procedures for adjudicating grievances involving members of the
academic staff. Such procedures shall include the designation of an
individual or body with the power and authority to investigate and to
recommend solutions ‘to the chancellor if the problem cannot be
otherwise resolved.

Hiatory: Cr. Register. October. 1975, No. 238, eff. 11-1-75,

Register, Octoher, 1975, No. 238
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Chapter UWS 14

OUTSIDE ACTIVITIES

UWS 14.01 Outaide activities

UWS 14.01 Outside activities. (1) Each institution shall develop
policies and procedures concerning the performance by an academic
staff member of outside activities of an extensive, recurring, or
continuing nature outside his/her broad institutional responsibilities
during any period of employment by the institution. Such policies and
groce ures shall be designed to encourage appropriate participation

y academic staff members in public service or endeavors related to
their fields of interest while ensuring adequate attention to all normal
universiiy responsibilities. Institutional procedures and policies shall,
at a minimum, provide as appropriate for the following:

(a) Reporting of substantial outside activities;

(b) Notification to academic staff members where activities are
deemed excessive or improper;

(c) A mechanism for appeal from a decision of impropriety;
(d) Policies concerning the use of university facilities;
(e) Policies concerning absence from regular duties;

(f) Reporting of any intended service as an expert witness in legal
proceedings, or as staff, advisor, or consultant to granting agencies.

History: Cr. Register. October, 1975, No. 238, eff. 11-1-75.

Register. October, 1975, No. 238
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Chapter UWS 15

LIMITED APPOINTMENTS

UWS 15.01 Limited appointments

UWS 15.01 Limited appointments. (1) A limited appointment
under section 36.19, Wis. Stats., is a special appointment to a
designated administrative position. A person in this type of
appointment serves at the pleasure of the authorized official who
made the appointment. A member of the academic staff granted a
limited appointment shall not lose existing rights to an academic staff
appointment by accepting the limited appointment, and a member of
the faculty granted a limited appointment shall not lose existing
rights to a faculty appointment by accepting the limited appointment.
Termination of a limited appointment is not a dismissal under
chapter UWS 4 or UWS 11 and is not otherwise appealable. Wherever
possible 3 months' notice of termination should be given if the
appointee does not hold simultaneously another university appoint-
ment.

(2) Limited appointments apply to the following positions:
president, senior vice president, provost, vice president, associate vice
president, assistant vice president, chancellor, vice chancellor,
associate chancellor, assistant to the chancellor, assistant chancellor,
associate vice chancellor, assistant vice chancellor, center system dean,
secretary of the board, associate secretary of the board, assistant
secretary of the board, trust officer and assistant trust officer, and
such other administrative positions as the board, the president, or the
chancellor determines at the time of the appointment.

History: Cr. Register, October. 1975, No. 238, eff, 11-1-75.

Register. October, 1975, No. 238
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Chapter UWS 16

OTHER APPOINTMENTS

UWS 16.01 Other appointments

UWS 16.01 Other appointments. The board may make or
authorize appointments of specified terms for student assistants and
employes in training, such as residents, interns, post-doctoral fellows
or trainees or associates. Appointments made pursuant to this section
shall not be subject to the provisions of sections 36.13 and 36.15, Wis.
Stats., and Wis. Adm. Code chapters UWS 1-15. Policies and
grocedures for such appointments shall be determined as appropriate

y the president or the chancellor of each institution after
consultation with appropriate faculty and with appropriate student
assistants and employes in training.

History: Cr. Register, Octoher. 1975, No. 238, eff. 11-1-75.

Register. October, 19756, No. 248
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Chapter UWS 8

FACULTY/ACADEMIC STAFF CODE OF ETHICS

WS 801 Declarntion of policy L
UWS 802 Defimtions L
UWS 8.03 Cuntlicts of interest {

S KO4 Action apon coafhict
N 805 Sanctions
WS 8.6 Reparts

W
W

UWS 8.01 Declaration of policy. (1) In view of the special
relationship of the university of Wisconsin system to the state and to
affirm as public policy within the system certain common standards
to prevent conflicts of interest, the board hereby adopts the following
code of ethics for faculty and academic staff pursuant to section
19.45(11) (b), Wis. Stats.

(a) Every member of the faculty and academic staff at the time of
appointment makes a personal commitment to professional honesty
and integrity that meets the demanding standards of the state and
national academic communities. It is a violation of those standards for
faculty or academic staff to disregard the interests of the university of
Wisconsin system in order, through use of their positions or through
official conduct, to seek financial gain for themselves, their immediate
families or businesses with which they are associated.

1. This code of ethics is designed to aid faculty and academic staff
in avoiding conflicts of interest in the performance of their duties and
to insure continued confidence of the people of this state in the
university of Wisconsin system and its personnel.

2. Nothing in this code of ethics shall deny the rights of a member
of the faculty or academic staff under the state and federal
constitutions and the Wisconsin Statutes or any other laws of this
state.

(b) The board of regents recognizes that:

1. Members of the faculty and academic staff have personal and
economic interests in the decisions and policies of national, state and
local government.

2. Members of the faculty and academic staff retain their rights as
citizens to interests of a personal or economic nature.

3. The code of ethics must distinguish between those minor and
inconsequential conflicts which are unavoidablein a free society and
those conflicts which are substantial and material.

4. Members of the faculty and academic staff may engage in
appropriate remunerative outside activity other than university
duties, and/or may maintain investments, but no member of the
faculty or academic staff shall engage in any activity and/or maintain
any investment if such activity an /or investment conflicts with the
specific provisions of this code of ethics.

History: Cr. Register, June. 1975, No. 234, eff. 7-1.75.

UWS 8.02 Definitions. (1) When used in this code, the following
terms, unless otherwise specified, mean:
Register. June. 1975, No. 234
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(a) “Board” means the board of regents of the university of
Wisconsin system.

(b) “Secretary” means the secretary of the board.

{¢) “President” means the president of the university of Wisconsin
system.

{d) “Vice President” means central administration officials with
the title “Vice President” or other administrative officer with similar
duties (e.g. provost).

 e) “'Chancellur“ means the chief executive officer of a four-year
institution, the center system and university extension, or an
equivalent title.

{f) “Dean” means the executive head of a college or division and
center systemn campus deans, and includes persons titled “Dean” or
their administrative equivalent in non-academic divisions, (Normally
such persons would have the title “director” or some equivalent.)

{g) “Faculty” means all persons with the rank of professor,
associate professor, assistant professor and instructor. For the purpose
of this code it also includes members of the administration who are on
leave from faculty positions.

(h) “Academic Staff* means professional and administrative
personnel other than faculty with duties, and subject to types of
appuintments, that are primarily associated with higher education
institutions or their administration.

(i) “Immediate Family” means any individual related to a member
of the facultv or academic staff as a husband, wife or legal dependent.

(j) “Contracting Personnel” means any individual who engages in
negotiating, reviewing, approving and/or signing contracts for the
purchase of goods and services on behalf of the university or board.
Contracts with outside agencies for research or for service to be
performed by the university and personnel contracts are not covered.
A person shall be considered “Contracting Personnel” only if so
designated by the chancellor of his/her institution and notified in
writing of the designation.

Mistory: ('r Kegster, June, 1975, No 234, el 7 1 75,

UWS 8.03 Conflicts of interest. (1) (a) No members of the faculty
or academic staff may disregard the interests of the university of
Wisconsin system in order, through use of their positions or through
official conduct, to seek financial gain for themselves or their
immediate families. or for any business with which they are
associated.

(h) No members of the faculty or academic staff or members of
their immediate families. may solicit or receive anything of value
pursuant to an express or implied understanding that their official
actions or judgment wo' 1d be influenced thereby.

t¢) No member of the faculty or academic staff or members of their
immediate families may use or disclose, for direct or indirect personal
financial gain, confidential university information which is defined as
information relating to university financial operations or personnel

Register, June, 1970, No. 234
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that is obtained from university records or in the course of official
university business and is not aveilzLle to the general public upon
request.

td) No members of the faculty or academic staff may use or
attempt to use their public positions to influence or gain unlawful
benefits, unlawful advantages or privileges for themselves or others.

(e) No members of the faculty or academic staff or members of
their immediate families and no business in which they own or control
at least 5% interest of the outstanding stock, or at least 5% interest
in such business, or in which they are an officer or director may enter
into any commercial contract with the university unless the contract
has been awarded through a process of public notice and competitive
bidding under section 16.75(1), Wis. Stats., or unless the member of
the faculty academic staff is not in a position to approve or influence
the university’s decision to grant the contract.

() No members of the faculty or academic staff or members of
their immediate families and no businzss in which a member of the
faculty or academic staff has a 5% interest may enter into a lease of
real property with the state or the university of Wisconsin system
unless the member of the faculty/academic staff is not in a position to
approve or influence the university’s decision to enter the lease,
except that the board, upon specific request, may waive this
subsection where it is in the best interests of the university of
Wisconsin system.

(g) Without specific advance written approval of the board, no
member of the faculty or academic staff or members of their
immediate families may serve as an officer of a corporation or a
member of its board of directors where such corporation does business
with the university and he/she is in a position to influence university
decisions concerning such business.

(h) No member of the faculty or academir staff, or his/her
immediate family, may, as an individual, do business or enter into a

. contract with the university if he/she is in a position to affect the

university’s decision to grant such business or contract.

History: Cr. Register, June. 1975, No. 234, eff. 7-1-75.

UWS 8.04 Action upon conflict. If any member of the faculty or
academic staff believes that the discharge of his/her university duties
may result in a conflict of interest, such person shall advise his/her
dean, director, or other appropriate administrator of the potential for
a conflict of interest. The dean, director, or other appropriate
administrator shall either, a) determine that the activity in question
is permissible because it is within the scope of proper professional
conduct and serves the interests of the university, »r, b) assign the
matter to another member of the faculty or academic staff who does
not have a possible conflict of interest. ’

History: ('r. Register, June, 1975, No. 2134, eff. 7-1-75.

UWS 8.05 Sanctions. Charges of violations of these rules shall be
in the form of a verified complaint which shall state the name of the
member of the faculty or academic staff alleged to have committed a
violation and which shall set forth the particulars thereof. Those
verified complaints involving members of the faculty or academic staff

Register, June, 1975, No. 234
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serving within the central administration shall be referred to the
president for investigation and disposition through appropriate
institutional proceedings. Verified complaints involving faculty or
academic staff serving at an institution of the UW System sha{l be
submitted to the apgropriate chancellor; where the complaint is
ainst a faculty member, the chancellor shall proceed under the rules
adopted b&’his institution pursuant to UWS facult personnel rules,
chapter UWS 4 or section UWS 6.01 Wis. Adm. Code, as appropriate;
where the complaint is against a member of the academic staff
proceedings shall comply with the rules the institution has adopt;ed
pursuant to the UWS academic staff personnel rules. In addition to
institutional discipline, section 19.50, Wis. Stats. of 1973, provides
that criminal penalties may be imposed for violations of these rules.

History: Cr. Register. June, 1975, No. 234, eff. 7-1.75.

UWS 8.06 Reports. The president, vice president, chancellor,
provost, vice provost and all contracting personnel shall annually, on
or before April 30, file a statement of economic interest with the
secretary. Such statement shall be filed on a form provided by the

secretary. Such statements shall not be considered matters of public
record unless disclosure is ordered by the board.

History: Cr. Register, June, 1975, No. 2134, eff. 7-1-75.

Register, June, 1975. No. 234
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1. PROCLDURES FOR REPORTING GIFTS-TN-KIND

Rationaie: Based on Central Ad..rn.s.ration requirements and local
property insurznce and liahility factors, all "gifts-in-kind" received
by the university must be :  .rted. To assure compliance with this
requirement, this rcporting form is to be completed by the recipient
and forwarded tc the Director of CREI for reporting the "gift-in-kind"
to the Board of Regents for acceptance by the University of Wisconsin-
System.  The Director of CREI will, in turn,distribute the copies to
the respective offices on campus. All "gifts-in-kind" with an assessed
value of $500 or more will be reported monthly with separate resolutions
describing each gift. Gift(s) with an assessed value of less than $500
will be reported quarterly as a composite resclution of all of the
gift(s) received by the university during that period.

I. Identify the particular department and/or school receiving the
gift(s). This should be determined in reference to the school
and/or department which will assume inventory-property control
responsibilities.

il. Identify the staff member(s) which were instrumental in receiving and/or
soliciting the respective gift(s). The composite report will acknowledge
staff efforts for securing these types of resources for the university.

III. TIdentify the donor of the gift(s) and also the date received. 1t is
important that a specific person be identified so that the proper
acknowledgement can be gencrated to the respective donor. (Anonymous
gift(s) can be received by the university).

IV. Briefly describe the item(s) received.

V. Approximate market value: The value of the item(s) becomes important
for inventory and insurance purposes. Although the value is not
reported to the Board of Regents, it is very significant for Property
Control procedures on campus. '

VI. Distribution: To assure awareness to the respective administrative
channels of the gift(s) received. The Director of CREI will generate
the necessary resolutions and reporting requirements to comply with the
Board of Regents regulations of the University of Wisconsin-System.

Forms may be obtained upon request from the Divector of CREI.




I1-T-2
UNIVERSITY OF WISCONSIN-STOUT
"Gifts-In-Kind" Report Form

I. Division:

School: Department :

II. Staff Member(s) Involved:

III. Donor*: . Date Received:

*Need a contact person for acknowledgement purposes.

| IV. Description of the item(s) (Consumable supplies, materials and/or equipment) :

V. Approximate Market Value (for insurance and/or inventory purposes* - § value
will not be reported to the Regents): §

“Property control report must be co’;leted and forwarded to the Property
Control Officer.

VI. Distribution: Director of CRE]
--copies will be forw.irded t. -
Department Chairperson
Property Centrol Office:
Dean's Office
Vice Chancellor or /Jssistant Chancellor

Chancellor
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