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* We are in a transitional period, but most policies, although referred to
as faculty include both faculty and academic staff.
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C. USING THE FACULTY AND ACADEMIC STAFF HANDBOOK

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 e map of the canpus, 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
I-C-lb.

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 terminating employment at Stout or going on leave, give your
handbook to your immediate supervisor.
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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 education 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.

(c) The University should provide trans-disciplinary programs which

center upon the study of human development and interpersonal relationships,

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 University 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.

*such as vocational rehabilitation and guidance
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II-B-2

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 institutions.

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 institution 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.
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II-5-3

10. Deveio;2ln a ,:ounC: fu,jrt stracive structure for the
universiLy tae end cht ail employees will be properly assigned
and supervised.

11. Developing effective chnnnels aoamunication between and among
all staff and student groups in the university.

12. Disseminating information regularly about the University to all
groups who should be so informed.

SPECIFIC DUTIES (IF mAlf)-L;L CiFFICERS LT?-STOUT

The administrative structure of the University of Wisconsin-Stout is
divided into three wajor segments;

1. Acade aic Affairs Administration

2. Student Services Administration

3. Administrative Services Adminlotation

The officers charged with the admiaistration of these functions have
certain responsibilities in co-anon- In discharging these common responsi-
bilities, each officer:

1, Serves as a representati4e of the Chancellor hence, his office is
an extension of the Chancellor s

2. Has from the Chancellor in writing, a broad and specific delegation
of authority For his area s reoiaihiiiy which is exercised in
conformity with the stated politics ant procedures of the Univer-
sity administration.

3. Respects the authority for areas of res-c,onsibilf.ties assigned to
others by the Chancellor md Y;;,:h the otherE. in maintaining
coordinate relationshios where CL's 6 oecessaty in performing re-
lated functions.

4. Keeps in mind the mission and o',:ectives of the University and
makes recommendations to the n.celLcr regarding plans, policies,
and procedures in the area of his de'l.aated responsibility.

5. Assumes responsibility For ccpaippLug and staffing his unit, subject
to concurrence of the Chancellc-:: in order to discharge the responsi-
bilities assigned.

6. Integrates and coordinates the work of the administrative sub-
divisions within his area of jurisd.lccioh and articulates the work
of his area with that of the other three areas of University activity.

7. Provides professional leadership in recruiting and developing staff
members in the area of his deleLl_ee responsi.bility.

8. Serves as the major adviser on budget development for his area.

9. Prepares special reports as i:1,2se way be requested by the Chancellor.
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AC.

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-
gated 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 directiDn.

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 instruc-
tional materials, including library and various types of laboratory
equipment, museum and art resources, visual 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.

b. 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-tnt 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 the 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 arid
assistants of housing units, feeding establishments, 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.
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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 position 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 administration 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
Chancellorto 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.
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7. 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.

8. 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.

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

10. 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.

11. He promotes the understanding,
planning, and operation of theinstitution by providing data, information, and analytic studies;

required for decision making.

12. 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.

13. 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.

14. 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.).

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

16. 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 textboC3 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.

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-i

lines are subject to a $1 book fine. Students required to ratain 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
the end of the third year, 70 percent of the purchase price.

Book inventories are available 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-
sidered).

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

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
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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 required in graduate
student courses may be purchased at the University Book Store or through non-
university sourc.-2s. 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 iastrument 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 prepared. Both input and out-

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 roard

of Regents, a Budget Advisory Committee (BAC) has been established at Stout.

The Budget Advisory Committee consias 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.
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SEARCH AND SCREEN PROCEDURES

Before a vacant position* is filled, an examination of the necessity of the

function performed by the person in toat po :ition will be made by the administrato

and his supervisor. Each position will be evaluatP. each time it is filled so

the resources of the university will be used to the best adVantage. If it is

determined the position should be filled, the following procedures will be

applicable.

The search and screen procedure will be used for the administrative

positions of dean and assistant chancellors. The chancellor and assistant

chancellor, however, may elect to use the search and screen process for other

positions. The filling of staff positions will normally not utilise the search

and screen process. The administrator to whom the vacant position would report

shall give a charge to the committee which defines the basic job description,

including the required qualifications and ccmpetencies, and also set limits on

the search and screen process.

The committee membership shall be appointed by the chancellor, but the

committee will report to the administrator who will supervise the position.

The division of the university in which the vacancy exists shali have substantial

representation. Other divisions directly concerned with the services rendered

by the position to be filled shall have r2presentation.

*"Vacott pozition" i6 de4ined cis an opening cAeated by the estctheishrrent o4

a HeW pozition OA the vacating (14 an exizting po6ition. Gene/m/1.y, a change

in adminiatkative tit.ee OA a ude4inition o t job keisponisibLeitiu wLU not

constitute c.teation c' a vacancy. The naming o4 penzonz to "actiaq"

OK a teynpoi:aay baza wiLL not oAdinvi.ey AequiAe the use o4 these pAocedunes.
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Committee membership will normally consist of faculty, administration,

and students.

1. Faculty - The faculty membership shall be nominated by the Faculty Senate.

The ;acuity representation will include those who will be working directly

with the person who is to be employed.

2. Administration - Thy, administrative personnel shall be represented on the

committee and normally come from the division in which the vacancy exists.

3. Students - The student membership shall be nominated by the Stout Student

Association and/or those most directly affected by the services rendered.

4. Special unique appointments may require representation from other

constituencies.

The duties of the Search and Screen Committee are:

1. 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.

2. To conduct a search for candidates with the needed qualifications and

competencies for the position, giving full and appropriate consideration

to affirmative action policies.

3. To screen the candidates to the extent the committee is satisfied that

those they recommend are qualified for the position.

4. 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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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 may be suggested 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 participation
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 department administrator, followed by conferences

with the deans, assistant chancellor and vice chancellor who make the recommenda-

tion to the Chancellor. The Chancellor then presents these recommendations Lo

the Board of Regents for final approval. The Board of Regents' policy for

hiring and promotion is given below,

BOARD OF REGENTS' MINIMUM 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 snail be as follows:

Instructor
Required: Master's degree or its equivalent. (Minimum educational

preparation code 4.)
Percentage of faculty: 20-40 percent

Assistant Professor
Reylired: Master's degree, or equivalent plus one full year of graduate

study as measured by the institution where graduate work is
applicable in a degree program. (Minimum educational prepara-
tion code 3.)

Percentage of faculty: 25-0 percent

Associate Professor
Required: Earned Doctor's degree or equivalent. To be eligible for

the rank of associate pi:ofessor the faculty member should
have a. minimum of five years of teaching or other appropriate
eperjence. (Minimum educational preparation code 1.)

Percentage of faulty: 25-40 percent
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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
iinimal 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.

Code 5.

Code 6.

a. Master's degree.

a. Bachelor's degree.

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-

struction in the assigned discipline.
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INTRODUCTION

Purpose and Structure

The legislature, by section 35.93 and chapter 227, Wis. Stats., 1953,
directed the publication of the rules of administrative agencies having
rule-making lint hority in ;i 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
subscriber after the 25th 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-
torical 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 S. Thornton Ave., Madison, Wisconsin 53702.

History Notes

Each page of the code as it was originally filed and printed pur-
suant to the 1955 legislation, is dated "1-2-56". A ride which is
amended or created subsequent to the original printing datie 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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4 UNIVERSITY OF WISCONSIN SYSTEM

Chapter UWS 1

DEFINITIONS OF TERMS USED IN UWS 1 TO UWS 7

1-1VS 1.01 Academic staff
17WS 1.02 Hoard of regents or

hoard
l'WS 1.03 Department
1' W: 1.0.1 Faculty

1'11'S 1.05 Faculty status
l'W$ H; Institution

WS I.0 7
1.0S Notice piriods

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.

Cr. Register, January, 1975, No. 229, eff.

UWS 1.02 Board of regents or board. "Board of regents" or
"board" means the hoard of regents of the university of Wisconsin
system.

History: Cr, Register, January, 1975, No. 229, eff.

UWS 1.03 Department. "Department" means a group of faculty
members recognized by the faculty and chancellor of the institution,
and the board of regents, as dealing with a common field of knowl-
edge or as having a common or closely related disciplinary or inter-
disciplinary interest.

History: Cr. Register, January, 1975, No. 229. eff. 2-4-75.

UWS 1.0il 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).

History: Cr. Register, January. 1975. No. 229. elf. 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"
means a right to participate in faculty governance of an institution
in 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. Register, 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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WISCONSIN ADMINISTRATIVE CODE 5

(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,
(c) 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.

iiktory: Cr. 11egister. January, 1975, No. 229. err. 2-1-75.

Chapter UWS 2

FACULTY RULES; COVERAGE AND DELEGATION

UWS 2.01 Rules l'WS 2.0 Ind(.gation

UWS 2.01 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. Suits. 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, 1Vis. 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 elect to be considered for tenure
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.

Ilixtory: Cr. Register. January, 1975. Nu. 929, elf.

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,

Ilkiory: Cr. Ito.gist..9., January, 1975, No. 1:29. e.ff.

Register. January. 1975, No. 229
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6 UNIVERSITY OF WISCONSIN SYSTEM

WS
I WS
i'Ws
1 ' WS

Chapter UWS 3

FACULTY APPOINTMENTS

3.01 Typos of a.ppointnionts \ 3,07 Non!. en ow a I of proba-
3.02 ting tionary ii.ppointments
3.03 .Appointnients--gonot3I I '1 VS 3.0s Appeal of a nontenknv:a
3.01 Probationary appotnt- decision

ments \1'S 3.09 Notice periods
Poriodic tevo. l 1\'S 3. I0 Absence nt proper (Milli-

3.0i; Reno %% a. I of a p no n t -
ments and granting of
tenure

l'11.S 3. 1 I. Limitation

MS 3.01 Types of appointments. (1) Appointments to the faculty
are either tenure or probationary appointments, Faculty appointments
carry the following titles: professor, associate 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
affirmative recommendation of the appropriate academic 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 chancellor of
an institution and held by a faculty member during the period which
may precede a decision on a tenure appointment.

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

(d) In accordance with UWS 1.05 members of the academic staff
may be given faculty status. Members of the academic staff who
have been given faculty status have employment rights under the
rules arid policies concerning academic staff.

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

History: 1.1elster, January, 1975, No. 229. off. 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 college 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.

Illmtory: Cr. ltPgistor, January, 1973, No. 229. off. 2-1-75.
Register. January, 1975, No. 229
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UWS 3.03 Appointmentsgeneral. 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 art 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 service, 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 in the letter.
Ilistery: 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 be 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.
Hiatoryt 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.

ilistoryt 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 board, 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., oris 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 ny 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 academic freedom, or

(b) Factors proscribed by applicable state or federal law regarding
fair employment practices, 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 faculty
member in question if material prejudice resulted because of any of
the following:

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

Available data hearing 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 nonrcnewal 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 recommendation 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 committee shall retain jurisdiction during the pendency
of any reconsideration. The decision of the chancellor will be final
on such matters.

Hinton': Cr. Register, January. 1975, No. 229, eff.

UWS 3.09 Notice periods. (I) A faculty member who is employed
on probationary appointment pursuant to 36.13, Wis. Stats., shall be

given written notice of hi reappointment or nonreappointment for
another academic year in advance of the expiration of his/her current
appointment as follows:

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

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

(c) After 2 or more years of continuous service at an institution
of the university of Wisconsin system, such notice shall he given at
least 12 months before the expiration of the appointment.

Ilbitorys Cr. Register, January. 1975. No. 229, eft'. 2-1-75.

Register. January. 1975, No. 229
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10 UNIVERSITY OF WISCONSIN SYSTEM

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-year terminal appointment. Such
appointments, however, shall not result in the achievement of tenure.

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

UWS 3.11 Limitation. Tenure and
in a particular institution; a tenure
institution in which the appointment
tion has, through normal procedures
taken to share in the appointment.
specify both the tenure responsibility

History: Cr. Register, January, 1975,

probationary appointments are
appointment is limited to the
is held, unless another institu-
and explicit agreement, under-
The explicit agreement shall
and the budget responsibility.
No, 229, eff, 2-1-75.

Chapter UWS 4

PROCEDURES FOR DISMISSAL

l'\\'8 1.01 Dismissal for cause 1.;WS 1.0ti Procedural guarantees
l'WS 1.02 Itesponsibility for

charges
1.7\\"S 4.07 Recommendations; to

the chancellor: to the
4.04 Standing faculty com- reents

mittee 1: WS 4.08 Huard review
1*W8 .01 Rearing 1.7WS 4.09 Suspension from duties
l'W8 1.05 Adequate due process UWS 4.10 Date of dismissal

UWS 4.01 Dismissal for cause. (1) Any faculty member having
tenure may he dismissed only by the hoard and only for just cause
and only after due notice and hearing. Any faculty member having
a probationary appointment may be dismissed prior to the end of
his/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 is entitled to enjoy and exercise all the
rights and privileges of a United States citizen, and the rights and
privileges 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.

cr. Register. January, 1977. No. 229, eff. 2-1-77.

lWS 4.02 Responsibility for charges. (1) Whenever the chancellor
of an institution within the university of Wisconsin system receives
a complaint against a faculty member which he/she deems substan-
tial and which, if true, might lead to dismissal under section UWS
4.1)1, 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 he dismissed only after receipt of a written statement
of specific charges fr(on the chancellor as the chief administrative
officer of the institution and, if it 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 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 pesonally 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, elf. 2-1-75.

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 summary
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.

ilistory: Cr. Register, January. 1975, No. 229, elf.

UWS 4.04 Hearing. If the faculty member requests a hearing
within 20 days of notice of the statement of charges (25 days if
notice is by first class mail and publication), such a hearing shall
be held riot later than 20 days after the request except that this time
limit may be enlarged by mutual written 'consent of the parties, or
by order of the hearing committee. The request for a hearing shall
he addressed in writing to the chairperson of the standing faculty
committee created under UWS 4.03.

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

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

Register, January, 1975, No. 229
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UWS 4.06 Procedural guarantees. (t) Any hearing held shall corn
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, or in the
filing of a statement of charges, or who is a material witness shall
be qualified to sit on the committee in that case;

(c) 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. State., 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 disqualified, the remaining 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 rules. and procedures adopted by
the faculty establishing the standing committee under UWS 4.03;

(e) The faculty 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 raitii: and procedures adopted by the faculty of
the institution in estaolishing 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 before 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;

(h) 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, eft'. 2-1-75.

4i 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 record of the testimony and a
copy of its report, findings, and recommendations. The committee
may determine that while adequate cause for discipline 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
Chancellor's proposed recommendations differ substantially from those
of the faculty hearing committee, the chancellor shall promptly con-
sult the faculty hearing committee and provide the committee with
a reasonable opportunity for a written response prior to forwL.:ling
his/her recommendation. If the recommendation is for dismissal, the
.recommendation shall he 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 chancellor's recommendation shall also he sent to the
faculty 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 board together with a copy of the faculty hearing
committee's report and recommendation,

History; Cr. Itegist,-q*. January, 1973. No. 229. eft. 2-1-75.

UW 4.08 Board review. (1) If the chancellor recommends dismissal,
the board shall review the record before the faculty hearing cora-
znittee 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 different
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 sought 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. err, 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-

Register, 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 decision
as to dismissal.

itimtory: Cr. Register. January, 1975 No. 229, eft, 2-1--75.

UWS 4.10 Date of dismissal. A decision by the board ordering
.lismissal shall specify the effective date of the dismissal.

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

Chapter UWS 5

LAYOFF AND TERMINATION FOR REASONS OF
FINANCIAL EMERGENCY

WS 5.01 General t* Ws 5.12 Review hearing
l'WS 5.02 Financial emergency UWS 5.13 Rearing procedure
f 'WS 5.03 Layoff and termination UWS 5.11 Recommendations and
UWS 5.01 Faculty consultative review by the board

committee UWS 5.15 Board review
l*WS 5.05 Consultation WS 5.16 Layoff status
1; WS 5.06 Recommendation to the I' WS 5.17 Alternative employment

system president and the ['WS 3.18 Reappointment rights
board lWS 3.19 Retention of rank and

1' Ws 5.07 Individual designations s: iary
1' WS 5.08 Seniority I.WS 5.20 Rights of faculty mem-
r %VS 5.09 Notification bers on layoffI. vs 5.10 Notification period r 5.21 Systemwide tenure
I, WS 5.11 Faculty hearing commit-

tee
VWS 5.22 Lack of faculty action

UWS 5.01 General. Notwithstanding :6.13 R is. Stats., the hoard
may 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 financial emergency. Such layoffs
or terminations may be made only in accord 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, eft.

UWS 5.02 Financial emergency. (1) For the purposes of this chap-
ter, "financial emergency" is a state which may be declared by the
hoard 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 salaryiwage increases and
for inflationary impact on nonsalary budgets, has been reduced;

Register, January, 1975, No. 2I:9
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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 effect substantially less detrimental to the institution's
ability to fulfill its mission than would other forms of budgetary
curtailment available to the institution; and

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

11 Istory: Cr. Itt...ristel, January, 19 7:., No. 129, ff.

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 5.16 through 5.21, inclusive. For the
purposes of this chapter, "termination" is the pt,;manent elimination
of ri faculty member's employment by the university of Wisconsin
system. A terminated faculty member retains rights specified in UWS
5.18 and 5.19.

illintory: Cr. Registe, January. 197."., No. 229, efr. 2-1-75.

t' WS 5.01 Faculty consultative 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 declaration of financial emergency is to
be considered. The committee shall consist of faculty 1/1(.1/1berS 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 to
represent the faculty before the hoard if a declaration of a state of
financial emergency for the institution is being considered, and to
assure that the procedures of 1.WS 5.05 and 5,06 are followed.

History: Cr. 1:,.gktor, .lanu:try, Xo, 229, :1- 1-

t'WS 5.05 Consultation. ( In the event that a declaration of
financial emergency is contemplated, the chancellor ref the affected
institution shall consult .Aith and seek advice from the faculty com-
mittee provided for in section 5.04 at least months before the matter
i.; taken to the board. Tho chancellor and committee shall:

(a) CotKid, r identifiable alternative methods of budget reduction:
(b) Determine whether reductions in faculty positions under the

provision:; of this chapter can Is made with less detriment to the
institution's ability to fulfill its mission than would follow front
roasimable alternative courses of action:

10 Determine from which colleges. schools, departments, or pro-
grams faculty positions should be eliminated;

id) Consult with faculties of colleges, schools. departments and
programs potentially involved: and

(0) Consult v, it h such other individuals and groups as they feel
may he aide to to.ovide valuable ;idvice.

1I The eotatni;tee sitali prepare a report. with supporting docu-
mnts, for suluni.;sion to the chancellor, the facult:. senat.e, or insti-
tutional equkaiint, and the board.

.Inroory. 197- N, 22.,4
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(2) It shall be the primary responsibility of the faculty of the
institution to establish criteria to be used by the chancellor and com-
mittee fOr aclil-mie program evaluations and priorities. A decision

or discontinue an academic program for reasons of financial
emerge!, . y shall be made in accordance with the best interests of
students and the overall ability of the institution to fulfill its mission.

IliNtory: Cr. B...1.;Jstor, January. 1975, No, 229. ,.ff. 2-1-75.

UW: 1.06 Recommendat to the system president and the board.
(I) If the chancellor decides to recommeml that the board declare
a state of financial emergency for his institution, his recommendation
to the system president and the board shall be accompanied by a
report which shall include the following:

a) A statement of the procedures followed in arriving at the rec-
ommendation, showing compliance with 5.05;

h) !':eta clearly demonstrating the need for a reduction of faculty
positions in accord with the provisions of this chapter;

( c ) An identification of the colleges, schools, departments or pro-
gram area; in which reductions will he made, with data indicating
the appropriateness of such choices;

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

(c) A report of any aetimi of the faculty senate or institutional
equivalent on this matter.

(2) The chancellor and the chairman of ti,e faculty committee, or
their designees, and representatives of affected colleges, schools, de-
partments :mil programs, may appear before the board at the time
the recommendation is considered. Other interested parties may sub-
mit in writing alternative recommendations or challe;iges to any part
of the report.

History: Cr, Ilegistor January, 1975, No 229, .ff.

WS 5.07 Individual designations. Once the board has declared
a state of financial emergency it shall he the primary responsibility
of the tenured members of tilt-, affected department(s) to recommend
which individuals are to be laid off. These recommendations shall
follow seniority, as provided in UWS 5.(S, unless a clear and con-
vincing case is made that program needs dictate other considerations,
e.g., 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 de partinentaI
recommendation shall be forwarded to the chancellor, and the
chancellor shall prepare recommendations for the system president
and the board, as provided in 5.14.

Ifixtory: Cr, Resister, January, 1975 No, 229, MT. 2-1-75.

I: 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 he considered. Such a determination shall be effective
uniformly throughout the institution, Seniority may he, but is not
limited to, the following definitions:

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

Register, January, 1975, No. 229
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(2) 11y rank, and within rank according to total years of service
in the institution; or

(3) 11y rank, and within rank, according to length of service in the
institution at that rank.

History: Cr. Register, January, 1975, No. 229, off. 2-1-75.
UWS 5.09 Notification. Each 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 state of financial emergency and of the reasons and data
leading to the choice of the colleges, schools, departments or pro-
grams in which reductions are. to be made;

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

WO A statement of the date on which the layoff is to be effective
(this must he consistent with the provisions of section 5.10); and

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

History: Cr. it,2,Astr January, 1975, No. 229, off. 2-1-75.

CWS 5.10 Notification period. For an academic year appointment
the effective date of layoff must coincide with the end of an academic
year. For an annual appointment it shall be June 30. In either case
notification must he 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 member that his or her position has been
recommended for elimination.

inning this period, and prior to entering layoff' status (see sec-
tin :(.111). tine ( hanellor may offer as appropriate, and the faculty
meinher may accept:

Ho Terminal leave a;;(1 early retir,(ment
,i(eompanied by resignation

c7:: (ice ;1 . I those optic-I,: ',cull terminate the faculty
the uni. .,..:(retn at the

((f ti. 11;1:. 11j
ktory: . No, _ 1

tW::. 5,11 rarti y ring cor11111ittPe, The fo,,,t1- of oayi,
the. effee'.ii e (late of this cimptet-, establish

a corzlnutt.P or (1,' :01 exist 11 %g' cot:Int:1;r, to St,t.'Ve a.(t a hearing
com(ritte, fee ( ; ; , , ti -i.;; o r. rot unlace shall

«f HI 'I', sf iry t.0 facAlty
:1 mariner t !. rhis :(tan(ling faculty

;((erini;ttee opeia, itea(iit! ,cfei: rot the h«ad {011%-u:int
t :c.{ , "11,111(1 1 11(-ar,11g, make a

.4qc.no -f 1,ft.1,.t.m. ,..11110-!.1ly of the e'tidence
and I ran !)!I,, L' .1 and summitry ii!ont(i Anil its recommended
tindi1(g.:( of la., and (1 ,.ion to tan' t'd

5.14,
1112.tor : nnual-y, 1 - -1 7',

.ltrgiziter, 229
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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:

I. The procedures required by rules of the faculty or board 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 he 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 he 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
above 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

Register, January, 1975, No. 229
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would have been reached had the error(s) not occurred, it shall find
the decision to have been proper.

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

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

'History: Cr. R' inter, January. 1975, No, 229, W. 2-1-75.

UWS 5.13 Hearing procedure. (1) If the faculty hearing committee
requests, the chancellor shall provide legal counsel to the committee.
The hearing shall be closed unless the faculty member whose position
has been recommended for elimination requests an open hearing, in
which case it shall be open (see 60.77, 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
on, or more of the faculty hearing committee members disqualify
themselves or are disqualified, the remaining 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
replavement may he specified in the rules and procedures adopted by
the faculty establishing the standing committee under liWS 5.11.
No faculty member who participated in the decision to lay off or
who is a material witness may sit in on the hearing committee.

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

(.1) The faculty member shall have access to the evidence on which
the administration intends to rely to support the decision to lay off,
and shall 110 guaranteed the following minimal procedural safeguards
at the hearing:

(a) A right to he heard in his or her own behalf;
(b) A right to counsel and or other representatives, and to offer

witnesses;
(c) A right to confront and eoss-examine adverse Iitnesses;
(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 evidence as to which a valid claim of surprise is made.
History: Cr, Register, January, 1975, No, 229. eff. 2-1-75.

UWS 5.1-1 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:

Register, January, 1977, No. 229
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(1) If the faculty member has not requested a hearing before the
faculty hearing committee, the recommendation shall he deemed
proper and shall he reported for information to the system president
and the hoard.

(2) If the faculty member has requested a hearing and the faculty
hearing committe has found the decision to be proper, the report
of the faculty hearing committee shall he fon\ arded to the system
president and board by the chancellor with his recommendation. The
faculty member may request a review by the board, and the board
review panel may at its option grant a review. Unless the board
review panel grants the request for review, the recortmended findings
of fact and decision of the standing faculty committee shall be the
final decision of the hoard of regents.

(3) If after a hearing. the faculty hearing committee's recom-
mended findings of fact and decision are 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
committee's findings the chancellor's decision shall be final. If the
chancellor 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
hoard review panel (see section U VS 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 eNeeptions to such
summary and proposed findings and decision and to argue with re-
spect to them orally and in writing before the hoard review panel.
The board review panel shall hear and decide the case in accordance
with section 227.12, VVis. Stats. The decision of the board review
panel shall be final.

ilbotorY: Cr, Register, January, 1975, No, 229, off. 2-1-75.

UWS 5,15 Board review. A review panel shall he 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 criteria
and reasoning of the chancellor and the findings and recommendations
of the faculty hearing committee in each case forwarded for its
review, and shall reach a decision on the recommendation to he
approved. The decision 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 he reviewed
by the full board of regents, in which case the record shall be re-
viewed and a decision reached by the full board.

ititittoryt 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 notice 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, 1975, N0-229
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(a) For probationary' faculty, the probationary appointment would
have expired under its own terms;

(b) For tenured faculty, one 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 chancellor

not later than December 1, of Cael1 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 &sire to remain on layoff
status shall terminate the faculty member's association with the
university of Wisconsin system.

Illostory: JanuarY. 1975, No. 229, 0., 2-1-75.

UW:4 5.17 Alternative employment. Each institution shall de' ote
its best efforts to securing alternative appointments within the insti-
tution in positions for which faculty laid off under this chapter are
qualified undor 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 nest efforts to insure that faculty members laid off or
terminated in any institution shall Ire made aware of openings within
the system.

cr. Register. Arun wtry. 1975. Ni. 229, tff,

UWS 5.18 Reappointment rights. Each institution shah establish
administrative procedures and policies to insure that where layoff or
terminations occur for reasons of financial emergency, no person may
Ire employed at that institution within 3 years to perform reasonably
comparable duties to those of the faculty member laid off or tei mi-
nuted without first offering the laid off or terminated faculty member
reappointment without loss of totlly, seniority and other rights. The

year period shall he computed from the effective date of layoff as
specified in the original notice.

ilistorys cr. Register, January, 1975 N). 229, err. 2-1-75,

UWS 5.19 Retention of rank and salary. Any faculty member re-
appointed within : years after layoff or termination shall be re-
appointed with a rank and salary at least equivalent to his rank and
salary when laid off or terminated, together with such other rights
and privileges which may have accrued at that time; any faculty
member relocated 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.

Illstory: Cr. Register. January, 1975, No. 229. oT. 2-1-75.

Register, January, 1975, Nn. 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-rights 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 m departmental and institutional activities
as is allowed by guidelines established by the department and
institution.

Illostory; Cr Register. January, 1975, No. 229, 4. 2-1-75.

UWS 5.21 Systemwide tenure. The commitment to systemwide ten-
ure within the former chapter 37 institutions shall he 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.

IfIntorY: 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 involved 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 board 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.

EIItory: Cr. Register, January, 1975, No. 229, elf. 2-1-75.

5 1 Register, January, 1975. No. 229
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Chapter UWS 6

COMPLAINTS AND GRIEVANCES

u 6.01 Complaints Grievances

UWS 43.01 l'omplaints. The faculty o1 each institution, with the
approval of the chancellor, shall establish rules and procedures to
deal with allegatimis by the administration, students, academic staff
members, other facioty members, classified staff members, of mem-
bers of the public concerning conduct by a .faculty menther which
violates university rules or policies, or which adversely affects the
faculty me nthet's performance of ha .. her obligation.to the university
but which allegations are not seiions enough to warrant dismissal
proceedings under l'\VS chapter 4. Such rules and procedures shall
include, but nut necessarily be limited to, tile following:

(1) Ii;.cicw of alit administrative action on the complaint by the
chancinior. AtliMnistrative action may include dismissing the com-
plaint, invoking an appropriate disciplinary action, or referring the
compl:,iiit to the standing faculty committee created under (2) below.

(2) l'rov:sion for a hearing before a :-;tatiding. faculty committee
selected by the faculty of each institution in such manner as they
shall determine. Such hearing shall be held at the request of the
chancellor or. if tine chancellor invokes a disciplinary action, at the
request of the faculty member concerned.

4:1) Guarantee of adequate due process to include, but not limited
to, written notification of the complaint, fair and complete hearing
procedures, written statement of tinding-s, transmittal of findings to
the faculty member involved and appropriate :itiministative officials

a reasotialite period of tint'. and prohibition of further jeop-
ard;.. Co:. the same alleged misconduct after a final deision.

() Delineation or the powccs of the faculty committee to make
recommendations to the chancellor concerning disciplinary action, to
recommend disinis.4al of tit,. complaint, or to recommend referral of
tine conininiiit to tin, appropriate department. or administrative officer.

(5) The decision by the chancellor on the recommendations of the
committee. or on the complaint in the absence of committee recom-
mendation, shall ho final except that the board at its option might
grant a review on the record.

229,

('WS (3.02 Gri,,,,nc,s. Tie faculty or cacti institution shall desig-
nate a committee or ether appropriate faculty body to hear faculty
gi.ie\ :oleos under rules and procedures established by the faculty of
the in - titration in conjunction v,.ith the chancellor: such committee or
facu!t hods" ;:11:,11 11;1\1. the r to conduct hearings and fact-
finding related to the grievance, and the authority to riyinintinend
sobit ions to such glievainces to the chancellor, and to the board should
the matter not be re,:olveit at the institutional level.

it.i..;[;:to.c., .10111171r 22:1,

1975. N(.. :.29
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Chapter UWS 7

OUTSIDE ACTIVITIES

WS 7.01 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, recur:ing, or continuing nature outside
his.'her institutional responsibilties during any period of employment
by an 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.
If lostory: Cr. Register, January, 1975, No. 229, eff.

Register, January, 1975, No. 229
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ST:: ::LING AY:2 P,e0H3'2,7.0,NeL POLICY*

,
(Revision by e,Proposee promotion eoe-eess eemeittee, Octcber 30, 1969)

Introductory Statement

mhis statement of General Policies serves as the basic guideline for
hiring and promotion at Univ. of Wis. - .3tout. The Specific Policies may
be used to assist in application of the General Policy, There is nothing
to indicate that accuisition of the specific: qualifications listed for any
rank will bring promotion automatically to that rank. The Administration
mast still evaluate and make the judgment before the promotion is granted.

General Policies

1. The academic deans and directcrs and the deeartmont chairmen may originate
and evaluate recommendations for hiving and promotion. The faculty of a
department, aeting as a whole or through an elected committee, may present
faculty members to the academic dean for eremotion. The responsibility
for granting such promotions rests Nith the administration of the univer-
sity.

2. Performance as to teaching competence oheuld be the fundamental con-
sideration in granting Promotions. Contribution to the total university
and performance as a contributing member of a profession should also be
coneidered.

3. Outstanding and extensive service to the university may be used in highly
unusual cases by the administration in lieu cf part of the academic
education recommended for promotion.

4. Extensive experience relevant to the classroom assignment may he considered
for hiring or promotion, and ie may be used in highly unusual cases by
the administration in lieu of pert of the academic education recommended.
This may be teaching or non-teaching experience.

5. Indivieuals given administrative eesigrents should be hired or promoted
on the basin of their qualifying educational training and experience and
should be given rank on the same basis.

6. Nee faculty should not be hired at a rank higher than that held by equally
qualified persons already on the staff.

*Approved by :iento, Jul..;, G7e xeCi policy u2 E,oer:i of
Regents stated in Resolution 3074 (/23/6).
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7. The number of credits equivalent tc one ftll semester of graduate work
shall be defined by the institution granting the credits.

8. Assuming that the qualifications, 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 chairmen 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 special 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 doctorate. Evaluation of these qualifica-
tions should be made in terms of criteria imitable 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 rank.

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.

Or

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 number 2.

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

1) A Master's degree plus two full years of graduate work, and
2) At least nine years of teaching experience and/or relevant work

experience.
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OR

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

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

OR

I) An earned Doctor's degree also see General Policy Statement number
10 for other formal eualifications) and

2) At least five years of teaehng and/or relevant work experience
showing evidence of excellence As indioated in General Policy
Statement number 2.

Professor: A person may 1)e 1-,..orloted to the rank of Professor if he
has the following qualoations

1) An earned Doctoe'e degree (else eee General Policy Statement number
10 for other formal aualification) and

2) At least, solan years of teaching and/or relevant work exeerience
showing evidence of excellence as indicated in General Policy
Statement number 2, with five yeeeee of this experience consisting
of teaching at the college or university level.

irine Policies

Instructer A pereoe may be ieed at the rank of Instructor if he has:

1) A Yater7s degree
2) It is reeommeeded that such a pors:7;:a have experience in teaching

and/or relevant work experience,

Assistant '2-eeeeee.e- 6 -1,-1-so- ,rqv he hed at the rank of Assistant
Profeesor if he eas trig caalificetions:

1) A Master' '..,: degree plus ore fGi yeai of graduate work or '30
semester 'cleu.,:rs and

2) At least five years of teacing &7..pe/..ence and/or relevant work
experience

OR

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

Associate Professor: A person say he at the rank of Aesocliate
Professor if he has the following qualcatoes:

1) A Xastel.'s -DeO .Pi full 5&La work, and at
least ten years of teaching expeTt.snce 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 and/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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II-C-6a
11/13/72

GUIDELINES FOR DEVELOPING PROCEDURES RELATED
TO HIRING, RETENTION, a)N-KETENTION AND TENURE

Guidelines Re ardihg

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

(1) The faculty shall help 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 aopliunts, any staff member should. feel
free to suggest possible appJicantsc

(3) The division, school and/or departmental procedure shall specify
the manner in which the faculty shall be involved in the selection
process, taking into consideration the availability of the faculty
during the Mein f process.

Guidelines Regarding; Retention and Non-Re tencion

The full time faculty who have beea retained. by each division, school
and/or department shall devise and implement a procedure for evaluation of
the work of a probationary staff member in order 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 ev?luation procedure should be carried out iequently enough
that the probationary staff member se,veral opportunities to know
and profit from the feelings of his colleagues during the probationary
period.

(2) A climate of mutual help among sr.afF members should be developed such
that if the faculty reaches the uonclusion that the best interests
of the department will be served Cy n,)t retaining 'toe probationary
staff member, the probationary staff meml-;er should normally be ex-
pected to previously have been _wore that his work has been deficient
in the eyes of his colleagues.

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

Guidelines Reqarding Tenure

The full time tenured faculty of each divisiop, school and/or department
shall devise and implement a procedure for recommending whether a probationary
staff member should be granted. tenure at the termination of the probationary
period. These procedures should be consistent w th the regulations of the
Board of Regents.
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SUMMARY OF BOARD OF REGENTS AND STOUT PROMOTION POLICIES *
4/18/72

Board of Regents UW-Stout
Faculty j Policy-8/6/70 Policy- 10/30/69
Rank Academic

i

Teaching Academic Teaching
Prep. , Experience. Experience

Instructor M or. equiv. M Recommended

Assistant M + one yr.
Professor grad. study

M + one yr. grad. 4 yrs. tchg. exp.
work or 30 S.H. and/or relevant work

experience

0,R

Earned doctorate and evidence of excellence
as indicated in General Policy Statement #2.

Associate D or equiv. 5 M + 2 yrs. grad. 9 yrs. tchg. exp.
Professor

I work and/or relevant work
experience

ABD

D (See policy
statement 10)

OR

6 yrs. tchg. exp.
and/or relevant work
experience.

OR

5 yrs. tchg. exper.
and/or relevant work
experience.

Professor D or equiv. 10 D (See policy 7 yrs. (See policy
statement 10) statement No. 2)

5 yrs. of experience
must be at college
or university level.

*These are Board miniaims--some modifications har; been made to this. The
UW-Stout policy is the basic guideline for promotion.
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HIRING AND RETENTION OF SPOUSES

University of Wisconsin-Stout: 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-Stout is:

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

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

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

Sec green sheet following this page.

EQUAL OPPORTUNITY AND AFFIRMATIVE ACTION POLICY

See green sheet following this page.

TMUR, Qrsmrssni,, NONTRETENTIp:1, REJCNATTONS, ANp RUTREMENT

],[11110

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 efficincy and good
behavior, 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 employed

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

(i) (a) All teachers in any state university shall initially beemployed 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 counttoward 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 causeupon 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
president 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
Trescribe by rale, pursuant to ch. 227, dates on or before which teachers em-
Ployed on probation shall be given written notice of reappointment or non-reareintment for another academic year, procedures to be followed with
respect to the giving of notice and opportunity to be heard when the employ-

. mein 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 for 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
employment before the end of the period for which he has been employed,
but the decision of the chanceilorof the university or the board of regents
in such a case shall not be subject to judicial review.

(c) In this section "teachers" includes all persons engaged full time
in teaching, as defined in s. 42.20 (14), as their principal occupation,
oxclnding faculty assistants, but shall net include any state university
chancelloror acting chancellor in his capacity as chancellorof any of the
state universities.

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

37.31 (lm) 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 session, shall not be considered as
voiding tenure. A teacher losing tenure must upon re-employment serve
another probation period.
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dopted June 9, 1972

T
he U

niversity of W
isconsin S

ystem
 acts in accord

w
ith the public policy of the state to encourage and

foster to the fullest extent practicable, the em
ploy-

m
ent of ... properly qualified persons regardless of

their age, race, creed, color, handicap, sex, national
origin or ancestry.

(W
isconsin S

tatutes 111.31)

In selecting persons for em
ploym

ent, the applicant
best qualified and available to perform

 in the posi-
tion should, w

ithout exception, receive the offer of
em

ploym
ent. N

o restriction is placed on hiring
persons related through affinity or consanguinity.
H

ow
ever, to avoid possible conflict of interest,

w
hich m

ay result from
 peer judgm

ent or adm
inistra-

tive review
 procedures, a person so related m

ust not
participate either form

ally or inform
ally in decisions

to hire, retain, grant tenure, prom
ote or determ

ine
the salary of the other person.

* * *

E
Q

U
A

L O
P

P
O

R
T

U
N

IT
Y

 A
N

D
A

F
F
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M

A
T

IV
E

 A
C

T
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N
 P

O
LIC

Y
A

dopted F
ebruary 7, 1975

(A
s part of U

W
 S

ystem
 P

lanning P
rinciples)

1. In line w
ith its R

egent-approved policies on equal
opportunity and affirm

ative action, the S
ystem

has as its affirm
ative action goal the placem

ent of
m

inority group persons and w
om

en in all of its
Institutions and offices in num

bers proportional
to the available pool of such qualified persons.

2. T
he S

ystem
 has as a further goal the developm

ent
of academ

ic program
s and policies w

hich w
ill

foster the opportunity of m
inorities and w

om
en

to enter and com
plete program

s throughout the
S

ystem
. M

ajor objectives of the S
ystem

 planning
effort include the developm

ent of procedures
w

hich w
ill insure:

a. T
hat the S

ystem
 and its constituent Institutions

shall m
aintain w

ithin the R
egents' and adm

in-
istrative policies, equal opportunity and affirm

-
ative action program

s relative to the em
ploy-

m
ent of all persons in the S

ystem
.

b. T
hat the S

ystem
 and its Institutions w

ill pro-
vide academ

ic support services suitable to en-
couraging the entry of m

inority and w
om

en
students into the several program

s of the Insti-
tutions, and to facilitating their successful
com

pletion of such program
s. T

he U
W

 S
ystem

's
1975-85 long range plans should be based on
the follow

ing broad guidelines.

(1) G
eneral planning em

phasis shall be placed
on both the num

bers of m
inority and

w
om

en students entering the S
ystem

, as
w

ell as on the num
bers successfully com

-
pleting stated educational objectives.

(2) S
pecial planning em

phasis shall be placed
on increasing the distribution of m

inority
students and w

om
en am

ong the varied
academ

ic and professional program
s of the

S
ystem

.

c. T
hat the S

ystem
 and its Institutions w

ill encour-
age faculty in their research, scholarly activity,
and teaching to replace w

ith accurate know
ledge

and residue of stereotyped perspectives concern-
ing m

inorities or w
om

en, and to m
axim

ize
inter-group understanding.

* * *
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A
dopted A

ugust 15, 1975

P
A

R
T

 I
- P

O
LIC

Y
 S

T
A

T
E

M
E

N
T

It is and continues to be the policy of the U
niversity

of W
isconsin S

ystem
 to adopt and support m

easures
designed to prevent and elim

inate discrim
ination

against em
ployees and prospective em

ployees of the
U

niversity of W
isconsin S

ystem
 on the basis of race,

color, religion, sex,national origin, age, or physical
handicap.

A
s a part of this policy the U

niversity of W
isconsin

S
ystem

 is com
m

itted to the im
plem

entation of
affirm

ative action em
ploym

ent program
s to recruit,

em
ploy, and prom

ote qualified w
om

en and
m

inorities.

T
herefore, the B

oard of R
egents of the U

niversity of
W

isconsin has resolved that the S
ystem

 adm
inistra-

tors and the U
niversity faculties shall continue to

take such steps as m
ay be necessary to accelerate

the final elim
ination of any and all vestiges of dis-

crim
ination because of race, color, religion, sex,

national origin, age, or physical handicap that m
ay

still exist in the em
ploym

ent policies, practices
and/or procedures of the U

niversity of W
isconsin

S
ystem

.
C

V
)

P
A

R
T

 II
G

U
ID

E
LIN

E
S

 F
O

R
 P

O
LIC

Y
IM

P
LE

M
E

N
T

A
T

IO
N

B
asic R

equirem
ents - E

ach institution shall:

c
o

1. E
xam

ine all em
ploym

ent policies, practices, and
procedures dealing w

ith recruiting, interview
ing,

testing, screening, selection, placem
ent, classifica-

tion, evaluation, transfer, prom
otion, training,

com
pensation, fringe benefits, layoffs, and

term
inations for discrim

ination on the basis of
race, color, religion, sex, national origin, age, or
physical handicap and take rem

edial action to
correct such discrim

ination if found to exist.

2. M
aintain a w

ritten affirm
ative action plan for the

recruitm
ent, em

ploym
ent, and prom

otion of
w

om
en and m

inorities in accordance w
ith S

ystem
affirm

ative action guidelines and federal and state
law

s. M
ake the plan readily available for reference
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Resignations

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 circumstances 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 37.31 (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 61 the University of Wisconsin

`System beginning on July 9, 1974. (Reference: Donald Percy Memo to Chancellors

dated September 5, 1975)

1. For new FACULTY oppointments on and after July 9, 1974 under provisions

411
of the new Chapter 36, Wis. Stats.:

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

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

Note: lthatever retirement age policy is subsequently adopted for

the OW System will apply to these appointees.

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

For all FACULTY empoyces whose 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.
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STATE TEACHERS RETIREMENT BOARD

CHAPTER TR 3: MEMBERSHIP

TR 3.01 Principal occupation
TR 3.02 Teacher
TR 3.03 Eligibility of part-time teaching

assistants-University of Wisconsin
TR 3.04 Eligibility of part-time teachers

3.05 Eligibility: part-time: substitu
3.06 Election to participate in to

variable annuity division
3.07 Creditable service

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 regular full-
time teacher with the same employer. Teaching is not a person's principal occupation
when engaged for less than this amount.

HiAtoty: 1-2-56; am. Regi)stet, Apti,e, 1973, No. 208, W. 5-1-73; t.
and teen. Regis-et, May, 1975, Na. 233, eliK. 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 he 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 paying for such
leave, in a time period of the same length as the leave, then the creditable service
shall he computed by dividing the compensation for the leave by the compensation
earned in the nroceding period and multiplying the remilt by the service earned in
1)),. /J--eding P"ri()d.

f I I hr. ,.,nru,,r,!;,11 jrffi i'; ,0111.1I tr, (n, qt. f,r I I I.,11

1.;(,11 pre,.eding tiwit (7reditalde f:ryice drned Moll he the
...uric! Cc; in !-;uch prer.:oding period.

Hi)stoty: 1-2-56; t. and teat. Regzet, May, 1975, No. 233, W. 6-1-75.

TR 3.03 Eligibility 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.

TR 3.04 Eligibility of part-time teachers. If a person is engaged in "teaching"
and in another occupation, and if his "teaching" amounts to 50% of more of what is

a normal load of full-time teaching in the same school, state universi.tv
and i=r; also 50% or more of his regular full-time work, he

of the ret:rement law but cr,ntrihution,: will Y'e ft,

:,1---.rorion of -alar./ r!;-irnr..d rrom ,2o7err,r1 ornr,1 (/'/"':r: t. ra: ./
!h h;ivr. to r;,.rtif7 or i rlrl lr.,J wIPIt

r .
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TR 3.05 Eligibility; part-time; substitute. When a person is employed In
"teaching" on a part-time basis for each of 2 or more employers in the public

schools, state university or university and such combined employment equals 50%
or more of a regular full-time load for any one or more, of said employers, such
a person shall be 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 employers,
such person shall be deemed not to be employed as a "teacher".

Hatoty: 1-2-56; am. Regatet, Aptit, 1973, Na. 208, e44. 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 group 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.

Histoty: Cn.. Registet, September, 1964, Na. 105, e44. 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
undei 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 teaching
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 regular teaching service provisions
and the provisions of the modified retirement plan under section 20.926, Wis.
Stats., the creditable service for each shall 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 regular teaching shall be reduced so the total
creditable service is exactly one year.
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nstony: Ct. Regiisen, Decembet, 1965, No. 120, qA. 1-1-66; am.
Regi4ten, Aptit 1973, No. 208, e44. 5-1-73; etc. (2), Regiztet,
nay, 1975, No. 233, e44. 6-1-75.

CHAPTER TR 4: MEMBER'S DEPOSITS

TR 4.01 DelimplJnt required deposits TR 4.02 Exchange teacher deposits

TR 4.01 Delinaymt required 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 required 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 regular position
during the year of exchange teaching.

ffiAtmy: 1-2-56; am. RegAAtet, Atoka, 1973, No. 208, e66. 5-1-73.

PERSONNEL ACTION GUIDELINES AND PROCEDURES

(Effective May 25, 1972)

Personnel Action Guidelines

The following personnel action guidelines reflect the Board of Regents'
intent as expressed in Resolutions #17 and 1180 and are specifically directed
to those personnel actions which must be accomplisLd outside of the annual
budget process.

IH.;(,n1 llllrl CI,fltral Admiliktrathm Apprfwal

Ihr tit-!:tmnr1 arthm!: hc taibmittt.d hy .ftch Chnttc,.filit

to Central Administration for review and recommendation to the Regent;;
for 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 previously been reported to the Regents. If 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.)
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2. All other new appointments (and authorizations to recruit) for
which the planned rate of pay is S25,000 or higher on either an
academic or annual basis. Excepted are visiting faculty, clinical
faculty. lecturers and consultants. This requirement obtains
regardless of source of funds (state or non-state).

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

4. All changes of statw; (title/responsibility) involving n salary
change In which Ihe :;alary Is above $2moo.

5. All designations of named prnfensorships.

R. Central Approval.

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

1. All new appointments in which the salary is between $20,000 and
S24,999 on either an annual or academic year basis.

2. All changes of status (whether or not involving a change in
salary) in which the salary of the individual is between $20,000
and $24,999. This includes administrative promotions, etc.,
except as specified elsewhere.

3. 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.)

C. Campus/Unit Approval.

The authority to app rose the following personnel actions shall he
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.

2. All changes of status not involving a change in salary, and all
changes of status where the raw salary is less than 520,000 on
either an annual or academic year basis, except as specified
elsewhere.

3. 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.

. Al.] designations of emeritus status.

*It is intended that leaves of absence not exceed one year except that

a leave may be extended under special circumstances.
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5. Ar..1 . _ rdih, or
,.:,

C,-asulc,aar; prITL-1

faculty, lc M3, .,...:de d that -hi this group not
exceed one year. t,eappe:;:tment vahici_n..; Of cl-isical faculty

or lecturers should be as.!to;..:t t.:ah the :a-anual budget
ptocess.

D. Arty personnel ac,:ions exp:jtiit_Ly .overe.-!.. in these policy guide-

lines should. be referni:. 7:,) the Aca..ie V Prcat for
procedural adjudication.

Procedures

A. Vacancies at the Vice Chancellor or .)eart level requiring search and
screen procedures will he reporte co Central. Administration/Regents
as then occur thereby permittin the egents to identify those posi-
tions for which they want a Regent comm'Lttee appointed to work with
the Chancellor lu revjevic:: the final li9C Of candidates.

B. All other vacanees above the 525,000 threshold will he reported to
the Academic Vice Preside-a: 17;7 Renr action as they aye identified
and in the prescribed format /-t,; prior recruitment action.
If the Regents identify a pos:_tien one requiring additional input
prior to granting fiaal approval, ,:hen procedure C must be followed.

C. 'For all personnel actions aow.,1. ''.25,000 threshold, the Chancellor
shall provide the Academic Y:Lcc. Pres;nertt witn a brief statement of
the recommendation. (Exh: 1') and rai.:k-u-) -focumentation including

persomaWprofessional resumes, letters of recommendation, copy of the
appropriate personnel action fo-fm.; etc ; as appropriate to clean"
define the position, justify tee sa.lu.ry, ce:onsrrate the qualifications
of the individual, etc,

Li the Regents have previously idn!-.iF.:Jed a ,..,osition as one requiring
final Regent approval to tee br:;_e::steremen.:. will_ be mailed in ad-
vance of the Regenc meeting to e, Gal" cme paragraph
of the brief sLatement, if aroosed Is epvevad, will ne re-
ported by rho T.'ducational Commitee Eciare:, C3ee attached
Exhibit -6)

Copies of the docuat-1 w_ll be to the Regents
at the Board meeting oreagla ther tit ss..et Chancellor for
Academic Affairs or cha Chancellofee ?his confidential
material will be available on :newest cc nny. desiring additional
information prior to ,the executive sess:c-1 of the Educational Committee,
or at any other time during aria meeting

if the position has not been iCentifici as orle. requiring Znal Regent
action, then the documentation nnx: brief statement wf..11 be used as a
basis for Central Administration's ,:,:comaudation on the proposed
action.

D. All nersonhel erh:ins rec,u1rLaJ Sc

the Academic Vice President not i en workdays prace6ing the
Regents meeting at which the acelol:.
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REQUEST FOR AUTHORIZATION TO RECRUIT

(Campus)

For Consideration by the Regents on
(Date)

Exhibit A

(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:

2. Division/College/School-Department/Project:

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

Date: Date:

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
Bobrd of on

(date)

II -C - 14

Exhibit
(Brief Statement)

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). His 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 (1965-date). In addition, he has been

a visiting professor at Purdue University and at Waite Agricultural Insti-

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.)
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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 return should be based upon an

understanding with the authorities of the institution."

"The teacher is entitled to freedom in the classroom in discussing his

subject, but he should be careful not to introduce into his teaching contro-

versial matter which has no relation to his subject...."

"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 community imposes special obli-

gation. As a man of learning and educational officer, he should remember
that the public may judge his profession and his institution by his utterances.

Hence he should at all times be accurate, should exercise appropriate restraint,

should show respect for the opinions of others, and should make every effort to

indicate that he is not an institutional spokesman."#

*American Association of University Professors, "Statement Concerning Res-

ignations, 1929" quoted in Bulletin, Vol. 44, No. 1, (Spring, 1958) p. 291.

iAmerican Association of University Professors, "Academic Freedom and Tenure:

1940 Statement of 'leinciples," quoted in Bulletin, Vol. 48, No. 1, (March,

1962) pp. 50-51.
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H-C.- 16

Most organizations have sofe type of "Ed 'is procedure. H1 The faculty-admini-
strative croup who 0.;ose.'. the Hrededure preferred to deal with
possible conflicts in a more affirmt-ive ;Tanner and named it a POSITIVE ACTION
PROOE.

The operation cf a ::nivers-fty is n.Jsed on r, interactions: student, fa.culty,
and administrative. .J.re positive and produce
cooperatie acton. Hc.7er, in situezio,7: irng uoups of people together,
a variety of exist. 2ifferihfj coirons, hopefully, produce a variety
of new ideds anc approaches to proo]ems. D-;fference may also produce conflict
when indivicais are unable or unwillng to change.

This POSTi.L. is a cev:,ce for c;ealing with conflicts involving
unclassified oersonnel h:Jt covered by soecific appeal procedures con-
tained in 1,,:isconsin States, the U',','-Systei:". Personnel Rules, or the Board of
Regents policies.

01 rix'oticn C.2S

The oranization and proedxes levels, with committees formed at
each level. The first leiel a the :.chool the Di vision of Academic Affairs)
and the di isiuc (in Ser\,ir,-). The second level is an all-university
one. At each level there are ,:,Yroced,Jres first, followed by formal
procedures if a resolution is rot rachA in'ornally. No action will be taken
at the secJ;nd level until firs: level (-,f rr 'e failed to resolve the issue.

School or 5-:vilor,a1 bevel ;Firs-a

The :7Jrcer.',ure7 are c;u-!ceire ,:.:eveocii'ent of the first level

procedure:. ccn 2,-.T;0')i or Tos:2_1':'y them to fit the ort3a-

nization OT. :owever, a oroceciure must be developed that is
satisfacT.ory tL facti ar.d unit and :=r7iLt3d to
the CliV1301; aL...)nstro.:wr .ea a.._;prov3 c-;.-:i:ion to appropriate faculty.

1UW-System Personnel ules, Sect-ion, 6.623 cal.; for establishment of such a
procedure.

facu;:y nf.'ve nkeJr tnon the four schools and
Student Services. :-.ecs.,e of such unics, it may not be
practical or necessary co haw.: In such cases, tnere
will -7 C17;e to
problem as poss.1:.Ao. such resolu;,1071 occur, the person may pro-
ceed to i..ne all-uhiverty level ,-;roceur,,:s.
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1. A Positive Action Committee consisting of 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 committee.

c. Submission of issues shall follow a two-step procedure: informal

discussion with the committee followed by a documented statement as

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 issue 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 not result from the informal procedure,

the committee shall meet in total to discuss the validity of the. issue.

If the issue warrants further action in view of the committee, they

shall proceed to a formal investigation.

d. When tre formal procedure is implemented, the originator of the issue

shall submit a written statement, outlining the incidents involved

and state specific details.

e. The total committee shall then meet on a formal basis with the indi-

viduals wnose agreement can resolve the issue. The major purpose of

this meeting is to resolve the issue.

f. 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.

All-University Level (Second Level)

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

1. One university "csitive action committee will be formed annually with a

term effective Uuly 1 to dune 30.
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a. Membera,ni,, .eleetec in zee 'e-e'eo4in(;; manner

MembersniP

School, or Divisioe
Representatives (5)

University Admini-
strators (2)

All-university
Members ;2)

'
:

C!ne eaen from the four schools, and
Stuc:ent Services by general election of
raculty of these units

Cnance-Hor's Council

Fnim tota': faculty by Faculty Senate

b. The committee ill elect an exeee,ci

vice cnairperson, and secretary.

2. Procedures

(irour consisting of a chairperson,

a. Persons completing action throun he a2iropriate first level committee
who wish to present their case co the aT'euniversity committee will ask
for an interview with the execute ;;roup who wib I informally discuss
the issue witn the person. Thecha-!rbason of the first level committee
may appea wit: the person if requee:ea to do so. The administrator
whose deci sion is being appealed mayalso De involved for the purpose of
possibly reso':ving Zhe issue informaly,

b. If a resolution is not effected inYcemal-,y and the person wishes further
formal action, he/she should prepare a written request to the committee
chairperson.

c. Upon receipt of the request, the cnairperson will convene the entire
committee to determine if further action is warranted. If the committee
feels there is not, sufficient cause, the matter wi.:1 be dropped. If the
committee concurs, by maority vote the total membership, that the
issue warrants -Further hearinfj, a hearing oaeel will consist of three
oersons selected from the cometee's membership as follows:

The origirator of the issue and a representative of the administration
involved in sne issue shall select the committee. The selection process
should involve an elimination procedTie in which the originator and the
admstration in turn remove one eame from the list of school or
divisional level committee meters. The first individual to strike a
name from the list shall be oetermined by lot. The panel is formed
when only three individuals remain on the list. The panel will select
its own chairperson and secretary.

d. The panel shall proceed according to the following guidelines:

l) All minutes and other records of the discussions carried on at the
first level shall be made available to the panel.

2) The chairperson of the panel shall obtain from both parties involved
a list of Individuals the committee shall hear.

7 5



3) A hearing shall be called to allow the committee members to inter-
view the individuals suggested by both parties. The open meeting
law 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 ACTIOr. r]c)s2IMITTEES FOR 1975-76

1. First Level Positive 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

Bill Crothers
Clifford Gauthier

Jim Daines 75-77
Harold 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
It chnrd Peter

I1 Smith
Douglas Stallsmith

77
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Alternates

Helmuth Albrecht

Ed Lowery
John Hunt
Esther Faris
William Mueller
MIchael Nicolai
Dion Manriquez
Rita McKinley
Steve Snyder

Robert Schaefer
Stanley Johnson
Joseph Thick
Charles Thomas
Armand Hofer
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Division Members Alternates

Academic Affairs con't.

School of Home Economics Rosalie Powell
Brent Barlow
John Moran
Donna Albrecht
Frank Bockus

Learning Resources Roger Hartz
Sharon Wieners
Connie Tiffany
Joseph Hagaman, Secretary
Robert Ward, Chairman

2. All University Positive Action Committee

School Members Alternates

School of Liberal Studies John Perri Lydia Rutkowski

School of Home Economics Sandra Gill Thomas Phillips

School of Education John Deutscher Thomas Allen

School of Industry/Technology Guerdon Wallesverd Jim Collier

Student Services Joe Brown vacant

All University Members Don Stephenson Steve Snyder

Robert Spinti Orazio Fumagalli

University Administrators Wes Sommers Wes Face

Nelva Runnalls John Stevenson
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SC/\L' I';DEAVmP,S AND P.:SEARfli

Foeoltv members are eh.:ourag,c: and urged LC) taivae ih scholarly en-.

Cleavers and research. A isconsin State rniversity faculty research Fund
has been e,-;tai ishod by the Board of Rogents of State Universities ih suppolA
of these activities. Each year the Center for Research and Fducational
Improvement solicits and reviews research proposals submitted by faculty
members, and a ;tatewide faculty committee makes final selection of the pro]]oals
which are then :uhmitted to the Board of Pegents for fording. A limited amount
of reear(h :s given by the Bouiid of hecents to Stout. Recommendr,tions
for the use of these junds or7 made by tile Center fur Research and Educational
Improvement.

Both formal and informal means of dissemiratinq, and applying the ro-sults of these effcrts arL., heartily encouraged at Stout. :acuity memPers
enjoy participJition in interdisciplinary and interciassroom seminars anddiscussions as well as in the publication of their creative work.

INSURANCE

ln-;urance coverge on a grow-, payroll deduction basis is available.
Basic- or medical hospital (hi tie Cross) and surgical (Blue Shield) clarc in era on wiih the State cohtrihuting W)2

. of the nremium for both
7;irn;le cad Th-i:- h covarmes. Faculty may also obtain from the Contra]
::n r I I nc ra mc Company an i4dditional group catastrophic (major
modi,-..1) policy.

,I01; ! nri)vi
cov

1;1: cc?

; . .; t v
:.-!;-or t..,, . ) t '111",".,11-,c1-u as the SL1V,..) s cont.

110:. !t_,_," o; employment. Information
in , in-ecLe:in i ,, r: ta a 1 irent blanks are available in the

(-)

79
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Income Continuation Insurance

All faculty members are eligible to participate in the state employee
'income Continuation plan if they are participating in the State Teachers
Retirement SYS7. Each teacher may select the wating period best suLtc d
to his needs. lie may select 22, 65, 90 or 130 working day waiting period.

The state will, pick up the cost of tne 130 day plan for all faculty
mem,bers with one or mare years of service.

Lden Le L .L11 eaC I; is ee:e rment Insurance

A volunt.ary accidental death and dismemberment insurance plan is offered

by the 'nivereity. Under this proram an employee, besides providing 2nr
himself, nay also elect coverage for his spouse and dependent children. All

cove.rae is provided on a 24-hour basis, 365 days a year, for death or in-

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

Inhercui:n Tests-------

Every employee most submit evidence of freedom from tuberculosis te
the Personnel Office within 60 days of employment and at three year inter-
vals thereafter. The University Health Service schedules skin tests on
Xonday 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 responsible
fca- payment of the x-ray if it is required. You will be contacted by the
Personnel Office when your next examination is due.

Workmen's Cempensation

An employee, faculty, classified, or student, is covered by Workmen's
Compom:ntion if he/she is injured on the job. All injuries covered by Workmen's
Compoe:;ation must he reported immediately to the office of the Campus Safety
Coordinator, located in the Personnel Office, Room 13, Harvey Hall, Extension
2l5. All forms are available in the Safety Coordinator's Office.

le! fe Insurance

Enive..sitv of Wisconsin-Stout faculty members have the opportunity to
ehta:n Se.te eroup life insurance through a payroll deduction. This term
insurance covers only the faculty member and requires a six month waiting
period [ar Enrollment at the end of the waiting period is auto
nat.c, uelesq the teacher has siy,ned a form requesting that he/sbg not be enrolled
Tho insurance amounts to the teacher's annual salary rounded off to the next
hHhest Lhousand. physical examination is required it the insurance is

acLrc:i. i upon eligidility. The state pays approximately one-third
cit the 're' n' cc)-;
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The Bureau of Purchases bulletin states in part:
"Such insurance 1.3 supplementary to that carried by the individua? auto-

mobile owner, but in /lc ;ay provides him with additional coverage while he is
operating his vehicle on personal business.

This endorsement will protect the state's liability when vehicles
owned by all classes of employeeselective, appointive, civil service,
faculty members, non-salaried board members, seasonal employees, etc.- -are
authorized for use in the performance of state fhnotions on a reimburseable
basis.

To be eligible for such authorisation, the vehicle's driver must
meet the same qualification requirements as drivers of state-owned
vehicles. (See University Fleet Cars). The vehicle owner must provide
adequate liability and medical payment coverage. If only the driver is
in the vehicle, 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.

If 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 EXA1'2LES:

1. A state employee having private automobile insurance of $10,000.00
property damage liabili-`y and $20,000.00 bodily injury liability
runs a stop light while carrying several fellow employees as pass-
engers and 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 awn passengers. The total of the
property damage and bodily injury inflicted upon others exceeds
the limits of his 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 his polio
limits would be his responsibility. as the Employer's Non-Ownership
Policy would not be in effect.

When involved in an accident while driving a non-state owned vehicle
on state business, it is the responsibility of the employee to file an
accidenc report with the insurance company insuring the vehicle."

If there are questions, please oontact the Purchasing Agent.

COLLECTING DAMAGES FROM THE STATg#

if a student or an individual not oonnected with the school is injured,
He or his parents can proceed in three ways to collect damages.

Certain buildings financed by the Wisconsin State Agencies Building
Corporation have liability insurance for the building and the im-
mediate vicinity. Please advise the Personnel Office if any such
claim should arise.

#Memo from Robert Alesch, 3/25/68 82



2. a student claims employee negligence caused him a phyaical or
mental injury (not connected with a vehicle) , we have
coverage through Classified Risk Insurance Corporation of Milwaukee.
Advise the Personnel Office of any incidents.

3. The third outlet is the Wisconsin Claims Conmdssion, State Office
Building, 1 West Wilson Street, Madison, Wisconsin, 53702. The
individual must initiate this claim.

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 suimaer session of eight weeks.

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

Withholding Tax Deductions

Federal and State regulations require UW-Stout to withhold taxes from
payrolls. 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 Deductions

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

Old Age and Survivors Insurance

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

Savings Bond Deduction

All employees may avail themselves of the payroll deduction plan for
tha purchase of savings 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 Menomonje Farmer's Credit
Union, State Capitol Employees Credit Union and University of i_sconsin 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 Ret-irement System. Contact the
Personnel Office for further information.
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FACULTY ABSENCES - 2/9/72

General

Members of the 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 vacation credits 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 on the day before
and the day 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:

Months
Worked

Days
Earned

Months
Worked

Days
Earned

Months
Worked

Days
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
check and will extend the last day in pay status by the unused amount.
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Vncation ,redice not taken Ia the vi _ earned may be carled over for six
month', into LOC ytar hp!;roved bv divisioe administrator
and/or appropriate dean. Unused vocation nit ap;yroved ter carry-over will lapse.

System employees transferring to eligible positions at UW-Stour may
transfer up to twenty-two vacation days earn. 2a ae their formal scnool to
their account ac UW-Stout.

Employees on leave without any will have their vacation earnings ad-
justed on a pro rata basis for the amount of rime gone.

Vacations are scheduled by supervisors et times and in amounts most
desired by employees keeping in mind the needs of the university and the
employee.

hiliployew; who become ill or injured white on vacation may charge a,o

days under the sick leave policy and cesric the vacation days. Vacation
days may also be used tc cover days absent due to illness regardless of the
employee's sici. leave earnings balance,

Records of vacetion balances and use will be kept on a calendar year
basis and will be centrally administered by the university Personnel Office.
Vacation usage will be reported to the 1?crsonnel Office at the end of each
month on forms provided by the Personnel Office. The Personnel Office wili
notify employees of their current balance in danuary and September of each
year.

The position of Chancellor is covered by d different vacation policy
established through state law aria not by any at tne above.

Compensatory time definition and utilization:

A. Employees eovered by the provisions cf the faculty vacation policy
acer not charge all absences ;JViLse their vacation account.
These employees, commonly referred to as "total effort", are ex-
pected to work whatever amount of time is necessary in order to
accomplish. assignments and normally work in excess of retie baeic
forty-hour work week without adoitf.e.na pay. liihere this occurs,
it is reasonable to allow a limit:et.: use of a compensetory time
concept.

B. Actlordngiy i total effort employee may have absences during the
year of up ta one-half day for each JOsence that neeu rot be
charged against her/his vacation baance. lt is intended chat the
employee will be self-policing in the application of this policy
as no record of time worked or time off wiles be kept.

C. Periods of compensatory time off in excess of one-half day may be
granted at the discretion of the Division Administrator.

8J



86

1:-C-27

UNIVERSITY OF WISCONSIN 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 care, will be subject to the following leave policy, effective
July 1, 1973.

The policy is applicable, without regard to extent of appointment, to all
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 illness, injury, disability, or
pregnancy. After 1), years 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.

If 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. Other

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.Iave 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 .kCCUMULATED 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 plan 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 reappointed to any position within the System within three years.

* The word "days," wherever used in this document, refers to working days.
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When a member becomes t) cee,eve e ender Income
continuatien insurance sic,: leave benefit- Are no icca4or eppliceble Co that
illness.

'ACU1;'Y THAX elso applies re n:neinstructiona
l!nnetty)

In an',' semester* in which e feceity member who has teaching responsibilities
is ent4i-1,a fe-) use sick leave, the peovisioee of this policy shall be modified
as follows:

(1) 1.E a fncuiLy member's dureee arc assumed by colleaguee for the
duratior Lbe :emester, as oeen the tredcional way or
eovering teaching reepone:bilities, the ab-ient individual wi.;1.
not be required to use sick leava ulaeLl the end of the semester
in ',/hich the absence began.

(2) e re)lecement is apeeined eesume the faculty member's
responsibilitice; he or -flu mu et t.. a ;[ck 'leave.

Whichever of the above iteatione durieg 'he semeseer in which the absence
commences, tlae ebst, . a: member viii be zechired Co use SLek leave thereafter.

USE OF S[CK LdAVT: IhAT Si.. ANTCIPATili)

In ole.ler to minimize di3ruption of the ecedem,:: pogrem and the attendant demands
en students and staff, a member or the fecutv who has teaching responsibilities
and who ezpeccs abeence under thi, ac Li cy during a.Y1 npeomiatg semester may, with
two months' edvance notice. clue: to receive a combination of pale and unpaid
leave for the entire semeter. Such lehve will be caken only at the option of
the faculty member, but the uu:liersiey '.11e7 re;latre proof at the time two z.Kmths'

notice is given that the enticipeted ebsehee carnoc be arranged so as to avoid
interruption of teaching duties. Under this cleese the faculty member may receive
the sick leave benefies for which he or sos 7: have been eligible had the staff
member remained on duey up to the tii.v aT dLicriizy. ,ner 1)ort.jons the

semester not covered by sick cave will be on leceea w1;:tJur

LEAVE ZCia .MATER1:77:: PUR2OSES

Provieions governin4 .eave d dif:er iron pelieee ,crver-,-,ng other

temporary disabilitiee. Leeching or neneteace-e scoff memi,er may opc to
continue her normal duties through pregnancy ee:ag accumulated sick leave as
needed for prenatal, delivery and post:delivery eere while physically unable to
perform her duties,. Thereafter, she may take auditional consecutive days or
the remainder of the semester as unpaid ieave at her option.

A member of the faculty wiech teaching responsibility, llternatively, may opt to
receive a combination of paid and unpaid leeve as provided in Use of Sick Leave
for Medical. Absence That Can 3e Anticipated.' In ;uch cases it shall he understood
that the timing of prenancy cannot be "acre-egad" ',.nder the meaning of ehis pelicy.

* The word "semester," here and wherever subseq-aently used in this document, shall
also be interpreted to mean. "quarter" es any ether institutionally defined
instructional time period.

** For the purpose of this document, faculty eeist3tants, lecturers and instructors with
teaching responsibilities shall be accoreed she same sick leave provisions as member
of the teaching faculty. Visiting faculty whose home institutions do not provide fo
sick leave shall also be covered by the prcvision.
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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 semester.' 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.

SICK LEAVE DURING SUMMER SESSION

Staff members whose basic appointmen:s are for nine months or more and who teach
in the summer session m,y qualify for sick leave in the summer session, provided
inception of the illne!,.s occurs on the first or subsequent day of the summer session.
Visiting faculty, if not covered by sick leave provisions at their home institutions
are covered during the summer session provided their appointments at the university

extend fr at least nine laonths 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 STAFF MEMBERS

Many members of the University of Wisconsin-Extension staff hold joint appointments
'isconsin counties. It has been customary for most such individuals to observe

the vacation and sick leave policies of the counties in which they are based.
?rovisipns of this sick leave policy do not apply to faculty and academic staff
members who elect to observe the sick leave policies of a county. However, the
University System sick leave policy does apply to county-based staff members who
elect to receive coverage under income continuation insurance for which a state
contribution is made.

RECORDS

Each department or ualivalent unit shall maintain records of sick leave entitlement
for its faculty and academic staff members.

EXCPTIONS

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

Either parent 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.

Method of Reportin,4 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
members will again immediately inform their immediate supervisors.

NOTE: A doctor's cerLificate may be required for extensive illness.
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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 at Professional Meetings

Faculty 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 with reference to receipts required, amount allowed for use of
automobile, ta% 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 representatives of the University
through partial reimbursement of expenses. The procedures noted above con-
cerning expense receipts are followed.

LEAVES OF ABSENCE

Leaves ni 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 her 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. If 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. rniversity facilities, equipment, and supplies shall not be used
by the staff for purposes other than carrying out their institu-
tional responsibilities without previous arrangements with the
appropriate University authorities.

ADMISSION TO COLLEGE ACTIVITIES

Lyceum

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.

2I3anization-Sponsored Events

Faculty members and their families are frequently provided complimentary
tickets to events sponsored by organizations. However, the policy governing
the admission charge 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 faculty members are welcomed at University functions.
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:-C.6:..;N,;ON FOR RETIREMENT OF UNCLASSIFIED STAFF

The following 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.

2. 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.

3. 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.

4. All University Recognition Dinner:

Near the 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
Faculty 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.

5. Emeritus recognition

When a faculty member is to be given Emeritus status, the Chancellor will
award this designation by means of a personal letter sent directly to the
retiree.

6. Publicity

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

7. 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.
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POLICY ON COPYRIGHT, OWNERSHIP 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.

These 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-
tnacted with the University specifically to develop the materials. An example of
this would be a written agreement between the University and the faculty member
with 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 puusuit of their traditional
teaching, research, and scholarly activities. These materials, including theses,
scholarly articles, journal articles, research bulletins, monographs, and books
are implicit in the faculty member's role as a faculty member 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.

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

cyl types of materials are among those which may now, or in the near futur
be subject co copyright:

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

musical dramatic compositions, and unpublished scripts.
dins, charts, transparencies, and other visual aids.
Video and audio tapes and cassettes.
Live liaeo or audio broadcasts.
'rc4.;rar:LeC instructional materials.
Dmputer programs.

,itner materials.
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These material:, may bL prodaeed or developed by the faculty and staff under
varying circumstances:

(1.) No University 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 i, (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. In 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 latter 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" agreement 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 feet. 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 will be issued by Central Administration of the UW System as needed.

93



i. -C, =37

Guideiihe Statement on

Ownership, Lac, and Control of instructional Recorded Materials

Instructional Recorded Materials include all videotape, audiotape, photographic
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, assignments and similar materials
which are necessary for successful use of the primary recorded material.

When materials are produced or developed unde7 the following circumsta-ces;
(1) Substantial University support and involvement and/or release time with
tne 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 following guidelines shall be used to establish a prior
written agreement 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).

1. Ownership and Copyright

A. Property rights in recorded materials will be vested in the University
when the contributions of the producing institution exceed $500
exclusive of release time of the faculty member(s), and/or dhen
suistantial release time is assigned for the development of such

materials. Calculatbn of costs should include use of laboratories,
supplies, equipment and support staff. A best estimate of these
total costs is acceptable.

o. Sin e conditions of production, use, and final disposition will vary
from 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 authorized officer of the University prior to the beginning of
production which clearly defines the rights and responsibilities of
all principati parties, 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 contract forms developed for this purpose shall satisfy
this requirement.

ner,:nip of recorded materials produced under the above conditions
resides with the. University. The University may copyright these
i.terial when it is agreed upon by the interested parties that such

appro2cate.

s. meMper(,i) will be responsible for the clearance of
..':yrighted materials which are included in recorded

7.;7cc:i1s. Toe University will provide guidelines, release forms,
ahe iegai assistance as needed.
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II. Faculty Right:.;

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
prOject.

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 and
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 responsible 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, proVision 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. It the University 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
identification of the faculty member(s) shall insofar as possible
be removed from the material and it shall not be aO,Tertised or
presented as his/her work.
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III. Faculty Compensation

A. Production

1. 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 released time shall include the responsible
faculty member or other faculty members assigned by department
or its functional equivalent.

B. Reuse

1. The responsible faculty member(0 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.

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

C. Compensation for External Distribution

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.

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

3. 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.

4. 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.

D. This distribution shall be continuing except in the case of
rermiL,.z.ion or death. (See Section III E. 2.)

6. Recommencation II. (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.

D. ,:acside Resource Person

1. :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 instLtution'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 lair or heeheirs in the event of
termination or death.

IV. Administration and Review of Guidelines

A. Administration of these guidelines shill 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 the charge for course
offerings when the courses taken are physically remote from the campus and
it is improbable or impossible 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 Office. 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 attention 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 Kelations.

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.
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E. FACULTY RESPONSIBILTTILS AND DUTIES

The following is descriptive of positive roles for teaching members 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
a 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.

C. 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., - Stout 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. He 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 books 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 social 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. Special 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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1. Seeing that the student hosts and hostesses perform adequately.

2. Assisting the committee in charge of the event to encourage
everyone present to participate.

3. Helping the committee to maintain acceptable standards of conduct.

4. Acting promptly in cases of serious infraction of University
standards.

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

6. Remaining at the social event for its duration.

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 students.

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.

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

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

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

4. Faculty Handbook returned to immediate supervisor.

5. Forwarding address given to Payroll Office.

6. All textbooks returned to the Textbook Service.

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

8. All university property not indicated in the above must be returned
to the proper source (such as department).
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FACVLTY PARTICIPATION IN STRIKES OR BOYCOTTS

II-E-5

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 he 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 If 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. If 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. If a staft member accepts appointive, local, state or national
office, political or educational in nature, he or she may be
granted 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 OPEN MEETING LAW

CHAPTER 297, SECTION 6G.77 WISCONSIN STATUTES

The Wisconsin Open Meeting 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, 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;
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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) Conferences 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

meetings, and department meetings, all school or college meetings, division 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 determined from the vice chancellor upon written request.

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

(1) A monthly calendar of all meetings 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

.).1 the Director of University Relations. All scheduled meetings will be posted by

submitting the completed attached form to the Director of University Relations.

Additional information on meetings may also be obtained by calling the chairman of

the meeting.

Secret ballots may not be taken by a governmental body at any meeting open or

closed. Any 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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STATE OF WISCONSIN

Date published*:

CHAPTER 297 LAWS OF 1973
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June 15, 1974

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 GOVERNMENTAL BODIES. (1) In recognition of the fact
that a representative government of the American'type is dependent upon an informed
electorate, 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 governmental 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) In 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 corporation; or a formally constituted subunit
of any of the foregoing.

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

(e) "Public 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 designee, to the public and to the official municipal
or city newspaper 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 lest than
one hour prior to the commencement of such meeting, which affords them a reasonable
opportunity to attend.

****************

*Section 990.05, Wisconsin Statutes: Laws and acts; time of going into force.
"Every law or act which does not expressly 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), all meetings of governmental bod: s shall
be open sessions. No discussion of any matter shall be held and no action of any
kind, formal or informal, shall be introduced, deliberated upon, or adopted 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 ji..65.cial 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) Financial, medical, social or personal histories and disciplinary data
which may unduly damage reputations;

(f) Conferences between any local government or committee therof, or adminis-
trative 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 or rules of the senate or assembly, which specifically so permit.

(5) No motion to hold a closed session or to adjourn an open session into a
closed session shall be adopted unless the chief presiding officer annornces 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 12-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 initial 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 the 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 $200 for each such violation, provided that he shall 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.

(9) The department of justice may bring an action under this section on 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 all action under the section upon the
verified complaint of any person. In such cases, the court shall award the re-
covery of reasonable costs to 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 guilty of violating this section, the court may award costs and
reasonable attorney's fees to the plaintiff.
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Group Name:

UNIVERSITY OF WISCONSIN - STOUT

OFFICIAL WEEKLY MEETING NOTICE

Person in Charge:

Meeting Date:

Brief Agenda Summary:

Time: Building: Room:

Please send to Chuck Buelow, Administration building, by 3 p.m. Friday for Mondaymorning posting.

Group Name:

UNIVERSITY OF WISCONSIN - STOUT

OFFICIAL MONTHLY MEETING NOTICE

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 thefirst.
.
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SCHEDULING EDUCATIONAL ACTIVITIES

1. FINAL EXAMINATIONS

a. Background. 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) Announcement 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. Background. For a number of years, faculty have been requested to
turn in grades within 24 hours of the end of the semester. There
were several reasons for this procedure. It was desir,..ble to inform
students as soon as possible of their achievement; students who were
to be dropped as a result of low grades should be giyen 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 give "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. Faculty 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
due date to the faculty each term.

1 1 1
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3. SPRING RECESS

a. nackfEaster

was early, the recess followed Easter Sunday; if Easter was late,I
,,round. For a number of years, spring recess included Easter if.

the recess preceded Easter Sunday. As we moved the end of the acadumic
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. Also,
there was an exceptionally long period without a break during Semester II.

b. Policy. Spring recess will consist of one week immediately following the
third quarter (mid-point of Semester II). Classes will be dismissed on
Good Friday, regardless of when it falls.

4. 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
I 8:00 - 8:50 A.M.
II 9:00 - 9:50 A.M.
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.
IX 4:00 - 4:50 P.M.
X 5:00 - 5:50 P.M.
XI 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.

b. Policy. Beginning with Sem,Ister II, 1973-74, all departments are
required to evenly spread their classes from periods I-X and to
carefully select a few courses for scheduling in the evening and
Saturday morning. School deans will rule on necessary exceptions
to this policy.
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Grading Policy
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October 1974

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 request for learning experience to be graded under Alter-
native II 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.
e. 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
committee 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.

2.2 The following grade categories may be assigned by faculty
members responsible for instuction in the course:

2.21 Evaluative Grades

2.211 To undergraduate students:

A Exceptional Achievement
B Above average
C Average
D Below average, but passing
F Failure
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2.212 To graduate students:

A - Exceptional achievement
B+- Above average graduate level work
B Average graduate level work
B-- Below average graduate level work
C Acceptable, but less than expected

graduate level work
D Unacceptable graduate level work
F Failure

2.22 Non-Evaluative Grade

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 year
will be referred to the department chairman for
grade 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

2.31 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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2.4 Grades Not Assigned

Should a faculty member fail to assign a grade to an
enrolled student:, the registrar will notify the chair-
person or the department which offers the course. The
chairperson, 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 is 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 considered 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

3.1 The Curriculum approval process for a Sequence of Learning
Experiences for grading under Alternative II will specity
the following:

3.11 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 Sequence.

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
Narrative Record, using a four-point numerical scale,
defined as follows:
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3.211 Developmental Level l: qualified to instruct
or lead others; to combine with related
competencies to develop original problems or
solutions.

3.212 Developmental Level 2: performance without
supervision, and with initiative and adapt-
ability to related areas.

3.213 Developmental Level 3: Periodic assistance
and/or supervision required.

3.214 Developmental Level 4: Can perform with
supervision and assistance. Development is
at the level of knowledge/awareness.

3.22 Each degree program which included a given sequence
will specify the required percent of competencies
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.

3.3 On the official transcript, the name, number, equivalence,
and the Achievement Indicator for the Sequence will be
recorded.

3.31 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 been 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:

3.321 M: Competencies attained to the
developmental level specified in
the degree program.

3.322 0: This grade should be assigned to
those students who show exceptional
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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
included in the narrative record
of the sequence.

3.4 The student's Narrative Record will consist of the list
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.

3.41 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 etsponsibility 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.

3.42 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.

Grade Reports

Each faculty member receives from the Registrar a class roster and
grade sheets. 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
record.

L
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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 EQUI-2nNT - SChEDULINC 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 members 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 bulletin boards resides with the administrative head of the school,
department, or unit utilizing specific bulletin boards.

Faculty mailboxes are maintained in the lower corridor of the Administra-
tion Building. Student mailboxes are maintained in the lower corridor of the
University Center and in the Commons. Only authorized 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 statistics 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 4n reporting the items declared as surplus, also
it should clearly identity 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 LOCKS - 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. Individuals' personal items are not covered by insurance.

4. 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."

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.

c. 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 on.._z1 to those areas under his

jurisdiction.

,2. Only department supervisors will be given keys with one spare set
(perhaps for the secretary). Other employees can gain sozess to
their work area by temporary assignment of the spare keys by the
supervisor or by being admitted by the custodian.

3. Part-time employees will not be issued keys. Student assistants

will notlbe issued keys directly. Their department chairman can
request keys and be fully responsible if he lends the.keys.

4. Building custodians can unlock doors to allow access for those who
have forgotten their keys.

5. 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.

6. 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 procedure for obtaining keys is as follows:

1. 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.

2. Keys are numbered and charged to the individual.

3. Everyone to whom keys are issued will sign personally for their
keys with the following exceptions: chancellors, assistant
chancellors, and those reporting directly 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.

4. Keys are not to be transferred to another person. Persons leaving
the employment of the university are to return keys to the
Maintenance Department 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

c. When re-keying and a lockset is requi .d - $20 per lockset,

plus the cost of keys

6. Final paychecks of persons leaving the employment of Stout will be

withheld until all keys have been returned to the Maintenance

Department.

7. Please report all lost .zeys to the Maintenance Department

immediately.

8. It is unlawful to duplicate university keys except by the Maintenance

Depaitment 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.

MEAL IBM SEM

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" Coffeehouse 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 uppmr level consists of a large snick bar, a ballroom, several meeting
rooms, an information desk, and fireolace lounge. The °floes of the Director
and the Activities Coordinator are also on this level.

Student Caliter Hours

Sunday through Thursday - 6s30 a.m. - 1100 p.m.
Friday and Saturday - 6,30 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.

It 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 45C per line plus 15t 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 follows:

Monday through Thursday - 1:00 p.m. - 10:30 p.m.
Frida/ - 1:00 p.m. - 12:00 midnight
Saturday - 12:00 noon - 12:00 midnight
Sunday - 12:00 noon - 10:30 p.m.
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TRANSFER OR MOVING OF EQUIPMENT

The moving of equipment from one department '10 another and from
one building to another should be accomplished by use of the department
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 he granted by faculty members of other employees for
students or "outside" persons to take such property from the University
premises. One exception to this policy is in the use of audio-visual equip-
ment for community service. Projectors, 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 llcents 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 will be used only for official university 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 other agencies or organizations on common
university or state business.

Exceptions are permitted but must have prior specific individual
supervisory approval plus the approval of the university insurance
coordinator.

3. Any incident involving a university vehicle, no matter how minor,
must be promptly reported to the university insurance coordinator's
office. Failure to report an accident promptly may cause coverage
to be excluded tn the point that any monetary payment may become
a personal responsibility of the driver. An accident claims packet
is kept in each vehicle for the driver to record information at
the scene of the accident.

4. When vehicles are used by a group, each and every driver who is
expected to drive that car on a trip must be qualified (as stated
beloO and listed at the fleet 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:

a. 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.

d. 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 necessary information including your departmental account number
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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a. Keys, credit cards, and permit card must be picked up at the
fleet desk between 7:30 a.m. and 4:30 p.m. Monday through Friday.

These items must bc: obtained on Fridays for weekend departures.
For earlier pickup Security personnel are on duty at 7 a.m.;
however, since their 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.

b. 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.

c. During winter and cold weather periods block heaters have been
installed for fleet vehicle use. Please use caution to unplug
the cord before moving the car.

d. 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 available at

this location to permit local telephone calls.

e. 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 space
in which to return their vehicle.

f. The fleet parking spaces will be marked "State-Owned Vehicles."

g. Various credit cards will be issued with the vehicle. Because
of the pricing arrangements, Standard. Oil credit cards should
not be used except for cases of emergency when no other service
station is available. Credit cards may be used only for gas
and oil and normal service. All other purchases are discouraged
except for emergencies. Report any lost credit cards immediately.

h. If the vehL: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
Office at extension 2356, or your department head for further
authorization.

i. Every 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
so that scheduling conflicts will not arise.
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UW -STOUT

1974-75
PARKING REGULATIOD.S 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 staff 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 regulations.

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 registration may be com-
pleted at the Security Office.
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Failure to rPiscer a vehicle for nnf.ve:sity parkin or to properly display
7the

Nrking registrnzion within 2 hours alter acquiring a new
vehicle will result in an assessment fe ,! in addition to the registration
fee. It shall be the responsibility of a vehicle registrant to notify the
Security Office promptly for any change in status (e.g., new license plates,
vehicle sold or ',urchaseid, noncurrent inormaLion on the registration card,
etc.).

The vehicle may be registered for one coded parking area only.

Mounting of Parking Registration Decal. The university motor vehicle
parking identification decal will be issued upon payment of the parking
fee and must be properly displayed to the left of the center on the rear
bumper as viewed from outside and from the rear of the car. Motor bike decals
are to be affixed to the rear fender. Taping or clipping on of a decal is
not considered permanent or proper display. Registration is not complete
until the decal is properly displayed.

Outdated and obsolete decals should he removed from the bumpers.

Identification decals ;,re not tr:.nsferaole. They must be removed under the
following conditions: (1) change of ownership of vehicle, (2) termination
of association with the university, or termination of authorized period
of parking.

A lost identification decal may he replaced by applying to the Security
Office and presenting a written statement of loss and evidence of payment
of registration fee.

Decals which are removed from a vehicle being released for the purpose of a
new vehicle may be replaced at no cost upot application to the Security
Office. Identifiable portions of the old decal must be turned in at the
time of application.

The decal will be honored only it is readaole. Should a decal become
mutilated or obliterated, a new one mutt be ob,:ained from the Security
Office without charge.

If a borrowed vehicle is used when the registered ,siehIcle is temporarily
inoperative ).1: some other !.,nforeseen development occurs, temporary permits,
not to exceed a period of three days, _,ay be obtained from the Security
Office for that purpose without charge,

Visitor Permits. Visitor permits are available the Security Office.
Visitors are any persons who are not students, faculty, or staff members
of the university. Visitors with a visitor permit are entitled to park
in university parking lots designated as red, yellow, blue, and orange,
or areas posted as visitor parking only (but not reserved lots).

Parking Regulations. The properly ree.s:ered vehicle must be parked incompliance w : :. _i i. parking regulations
as d,,,loped by the UniversitySecurity. All lots are identified by color ccC which corresponds tovehicle registration decal color.
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All vehicles using university parking lots must be properly registered and
display decal.

The identification decal entitles the vehicle on which it is affixed to
be parked in the appropriately 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 on days when c'asses are in session. Driving to
and from class is highly discouraged.

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
12 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 in each lot.

Vehicles 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 some of 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 utilization.

Vehicles must be driven into parking stalls so permit decals are visible
to passing traffic.

All vehicles must be removed from 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 owner's expense.

Abandoned vehicles (drag racers, junkers, ice racers) may be disposed of
or towed away 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, CKTO, HKMC, North, South
Red Lots - 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:

129



II-F-12

Vehicles which Cave zee green Aecals can be ,?erkeri in any lot, except
reserved lots as pos.:ed. Sticers issued for reserved parking stalls
(white and violet) are valid only in the designated reserved stall. While
reserved stickers ire valid for a 24-hour period, the specific, parking
stall maintains its reserve status only from 12 a.m. to -/ p.m. Reserve
stalls are available for opee paekin'z from 7 p.m. until 12 a.m. to facili-
tate various campus activities.

Traffic Regy.latecns and Violations. The colotor Vehicle Laws for the State
of Wisconsin, Ordinance of the City of Menomonie, and university parking
and traffic regulations are the laws in effect on university property.

Speed on campus property is 15 miles per nour unless otherwise posted.

All motor vehicle accidents on university property must be reported to the
Security Office within 24 hours on forms issued from that office. If

damage to either or both vehicles is $200 or more, or if there is personal
iniury involved, a report must be filed with the Wisconsin Motor Vehicle
Department within ten days.

Parking summoeses may be issued at all times when any of the following
violation(s) exist:

1. rai.i_ere to register vehicle for parking on university lots or
improper registration of the motor vehicle.

2. Improper display or failure to display the identification decal
of trio university registered vehicle.

3. Parking in an area without proper campus permit.

4. Driving or parking on service walks, lawns, playing fields, courts,
or patio areas.

5. Failure to obey an official sign or patrolman's direction.

6. Parking on stall lines or on the cross lines.

7. Backing into a parking space.

8. Parking of any vehicle in the same s:-.811 over a. period of seven
days, except in designated areas by permission of the Security
Office.

9. Repairing of vehicles or changing of oil in any university parking
lot.

The above regulations are necessary for the maintenance of health, safety,
and welfare of Stout students and personnel and to permit the normal
operations of the campus to proceed.

Revocation of Privileges - Falsification of information when applying for vehicle
registration, repeated violl.tL)as, or noncompliance with payment a<hi summonse
may result in the revocation of registration privileges and impoi;nding of the
behicle involved or removal from state property at the owner's expense. The
university is not 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 Polio 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-O-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 explaining 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 pena;ties are recommended for the
academic year 1975-76:
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Registration Fees, Fines, and Penalties

General Vehicle Registration

Parking Registration - Academic Year

No charge

$20.00
25.00

10.00
13.00

Residence Hall Students:

Automobile (expires May 31)
(expires August 31)

Motorcycle (expires May 31)
(expires August 31)

Commuting Students, Faculty, and Staff:

Automobile (expires May 31) 10.00

(expires August 31) 15.00

Motorcycle (expires May 31) 5.00

(expires August 31) 8.00

Parking ,egistration - Summer Session 1976

All registration on all vehicles 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 2.00

Failure to Register Vehicle (for parking) 2.00

Violation of Parking Regulations:

First or second violation 2.00

Third violation 3.00

Fourth violation 4.00

Fifth violation 5.00

Failure to Pay Fine Within Seven Days an Additional . . 1.00

Reserved Paring:
White Lot ($5 per month) 15.00

Violet Lot (available for the full summer session only):

Students 8.00

Faculty and Staff 12.00
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Policy Accepted By Chancellor

FACILITY USE POLICY
UNIVERSITY OF WISCONSIN-STOUT

(Everts, Temporary, Ad Hoc, Meetings, etc.)

Preface

October 14, 1915

The University of Wisconsin-Stout recognizes its commitment to the requests
for facility use by university community members and residents of the state to
the extent resources permit. This document sets forth the policies governing
the use 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
use for free discussion of public questions, or fer civic,
social, recreational 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 those 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, related programs, research, 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-

ersity 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. iwtaging authorities responsible to coordinate the scheduling of
space utilizat.Lon are:

Category of Space

Instructional Space (classrooms, laboratories-
consultation with appropriate department
chairperson, etc.)

Health 4 Physical Education Building

Harvey Hall Auditorium

Athletic and Recreation Fields
Student Center
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Managing Authority

Registrar

Department Administrator
of Physical Ed.

Department Administrator
of Speech

Athletic Director
Student Center Director



Category of Space Managing Authority

Housing and Food Service Facilities Director of Auxiliary
Services

Grounds Director of General Servic

Research Areas Director of CREI

Policy Review and Development

Policy review and development shall be handled by a Facility Utilization
(:ommittee. The committee shall consist of: two faculty members chosen by the
Faculty senate, two students chosen by the student senate, two managing authori-
rics chosen by the managing authorities, the assistant to the Assistant
Chancellor for Administrative Services, one administrator from Academic Affairs
cho!;cn 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 elect its own
Chairperson. Committee Supervisor: Assistant Chancellor Administrative Services.

The group shall also be advisory to the Chancellor and "Managing Authorities"
when needed relative to program appropriateness 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 Facili ty 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 the appropriate
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 use 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 whichwill 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 spread out during the year; 2) the auditorium, rather than the gymnasium
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should be used for lectures in most cases; 3) facility scheduling should seldom

result in "bumpineother sneduled activities. The Activities Coordinator and

other program developers must consider the question of appropriateness. Managing

authorities may individually determine appropriateness at times, or they may

consult with the Facility Utilization Committee 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 Guidelines

Activity scheduling within buildings will be allowed according to priorities

designnted for each individual facility. The managing authority will have

established priorities and policies for each facility for which he or she is

responsible.

Instructional Spaces Health & Physical Education

1. Instruction - Lectures & Labs 1. Physical Education Classes

2. Open labs F, Independent Study 2. Varsity Games & Practices

3. Educational Programs,i.e. 3. Intramural Athletics

Conferences, Workshops, etc. 4. Open Recreation

4. Campus Organizations 5. Administrative Events

5. Non-University Organizations 6. Other Events

Auditorium
Athletic & Recreation Fields

I. Speech & Drama Instruction 1. Instruction in Physical Ed.

2. Plays & SPeech Activities 2. Athletic Practice & Games

Part of University Program 3. Intramurals

3. Other Instruction 4. Open Recreation

4. University Activities 5. Other Events

S. Lectures
6. Non-University

Student Center
1. Food Service functions hays.

priority in what is generally'

a food service facility.

2. University recognized student
groups and Organizations.
University and Administrative
Groups and/o Organizations.

4. Non-university recognized student

groups.
5. Non-university groups and/or

organizations.

Grounds
i. Normal Traffic F Lounging

2. Open Recreation
3. Instruction Related Activities

4. Other Activities

13.5

Housing & Food Service Facilities
1. User Fee Students-students

under contract for use of
residence halls and dining

facilities.
2 University groups paying

for use of facilities.

3 Non-university groups
paying for use of facilities.

4 iniversity groups not paying

for use of facilities

S Non-university groups not
paying for use of facilities.
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In regard to Youth conferences, workshops, and institutes using the
University facilities, the ftliversity of Wisconsin-Stout recognize:: the
importance of youth groups being invited to ,:ainpus, therefore the facility
usng:2 fee may be adjusted.

Guidelines for Facility Use Charges

Events relating specifically to classroom instruction and/or University
administrative operation will generally be allowed without charge for use
of state funded facilities. Self-sustaining facilities generally are not
to he used for specific classroom functions.

Events scheduled by associated, affiliated, or other University groups
for that groups own function specifically relating to their program
purpose will not result in charges unless special set-up, clean-up,
staffing, and/or off-hours are involved.

3. 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
series of the University, are not charged the rental fee. Set-up,
clean-up, and other special charges may be assessed.

4. University groups scheduling profit-seeking events f. including those

established for charity, scholarships, etc.) regard1L.ss of funding
techniques, will be assessed rental charges in addition to set-up and
other necessary charges.

5. University groups or individuals sponsoring events which result in salary
or consult1.ng fees to University Personnel 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 fee 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-
lines for facility use charges will be charged this fee. These rates
would be charged for typical half-day or evening sessions--lights, heat
maintenance, insurance, etc.

Univ.

Spon.

Non-Univ.

Spon.

Summer
Rental

I. General Classrooms 5.00 10.00 50%

2. Auditorium 15.00 30.00 50%

3. Small Auditoriums 10.00 20.00 50%
* 4. Field House

a. Gymnasium 100.00 200.00 500 or
b. Pool (per hour) 15.00 30.00
c. Gymnastics Room, Wrestling Room
d. Other Health & Physical. Education

15.00 :2.00 Special
Plan

Areas 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.

5. Student Center

6.

7.

8.

a. Presidents' Room, International Rom- 10.00 20.00 50%

b. '1 Ballroom ,

c. Full Ballroom
15.00
30.00

30.00
60.00

50%

50%
d. Snack Bar 30.00 60.00 50%

e. Other Rooms 5.00 10.00 50%

Commons - Tainter Food Service Areas
a. Specific Small Area 5.00 10.00 50%
b. Large Dining Area 15.00 30.00 50%

Resident Hall Spaces 5.00 10.00 50%

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/
taking down.

1, Auditorium 6.00 - 18.00
2. Gymnasium 24.00 - 120.00

(Bleachers Out to Full Assembly)
3. Ballroom 12,00 60.00
4. Food Service (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.

1. 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. Each managing authority may find it necessary to assess special charges
in selected circumstances.

4, Direct pay to custodial, maintenance, or security staff members is not
allowed.
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S. Use of equipment which results in movement of such equipment to
facilities other than ,illerc housed may result in special charges.

6. Audio-visual requirements for any facility must be arranged for
through the University Media Retrieval Services by the sponsoring

group.

7. Charges for unreasonable damages may be assessed 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 revenue self-sustaining facility account or for

non-self-sustaining facilities shall be placed in the central Facility

Utilization 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:

1. 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 equipMent, 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 generally is
considered final; however, if 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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SiL,TE:1 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:

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 public 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 office, 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

GENERAL SERVICES

MAIL SERVICE

8/9/75

The following schedules and practices are in effect:

1. The purpose of the univev,ity mail service is to:

a. Pick up mail from city post office, sort, and distribute to the
various locations on campus.

b. 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.

c. Gather, sort, and deliver all intra-university correspondence.

2. The university mailroom will establish and maintain the following
work schedules and practices:

a. 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.

b. 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:

All off-campus mail will be delivered to the city post
office in late afternoon.

3. Mail will be sorted and delivered according to departmental and
individual groupings to various delivery points on campus.

4. Mailbags will be delivered to these points twice daily during which
time mail will be dropped and an outgoing mailbag will be picked up.

5. 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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6. The mailroom will sort by delivery points (one location per

individual). Further sortings by departments or individuals is at
the option of those grouped to a delivery point and will be

pprformed by departmental personnel.

7. 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.

8. Determination and accounting for mailing costs:

a. Each mailbag will be identified with an account number.

b. 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).

9. The following would facilitate more accurate and efficient handling
but is totally optional by the departments:

a. Local (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.

10. 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.

11. 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 piece 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. Each

piece must display a zip code. All pieces of a bulk mailing

must be put in numerical order as to zip code.

Each 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 sender; 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 prepare 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

mail.
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TELEPHONE SERVICES - 8/18/75

Long-Distance Calls
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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 of 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.

c. 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
10:30 a.m. and noon and between 2:30 p.m. and 4 p.m. A more satisfactory
long-di stancs service would result if more calls were placed during the
least busy periods.
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Reporting Telephone Malfunctions

Malfunctions of telephone equipment should be reported directly to the telephone
company "trouble repair" by dialing 9 to gain 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 a 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.)
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Changes or Additions to Telephone Equipment

Following are the Department of Administration approved guidelines for
telephone changes;

1. At least 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).

4. 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.

9. Telephones for low-use areas such as store. -ooms and more than one
custodial room per building are not provided.
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10. Changes to the initial sYstem as approved by the State Department
of Administration cannot be made unless there has been a
significant change or additional type functions within a
department.

11. Generally, private lines are not installed for faculty members
unless due to special assignments which necessitates heavy use of
telephone services (heavy use is defined as the receiving or
placing 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.

Bevests for Tel ChanFes

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.

3. The telephone coordinator will analyze and discuss the request with
the individuals involved.

4. 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 moves, 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 department'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.

d. Submit a memo to the Director 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.

3) Recommended additional changes to offset costs.

4) Total monthly increase or decrease in rental charges.
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e. The Director of General Services will:

1) Coordinate the change with the State Department of
Administr-ti^n.

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. PROCURMENTOF SUPPLIES, MATERIALS 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 delivery 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

Security & Student Health Center
Hovlid Hall
Fleming Hall
JTC Halls
Eichelberger Hall
Wigen Hall
Art Center

Wednesday

Student Center
Fryklund Hall
Power Plant
Child & Family Study Center
Child Study Center Building
Home Management House
Robert L. Pierce Library
Home Economics Building
CVD (Farmer Store)
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Tuesday

Administration Building
Bowman Hall
Ray Hall
Communications Center
Harvey Hall

Thursday

North Hall
AFM Halls
Graduate College
CKTO Halls
Modulux
Mobile Units
Science & Technology Building
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Friday

Commons
South Hall
H11C Halls
Physical Education Building
Butler Building
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
and

Duplicate

Triplicate

To Business Office, after approval by
department head.

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 Department 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 considerations 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
tiovernor.

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 Stout'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 but 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 foods and
services on all outside purchases.

1. White - Original )

To Business Office
2. Yellow-Duplicate

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

2. 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 outlined 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 list 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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8/1/74THE UNIVERSITY OF WISCONSIN SYSTEM

TRAVEL REGULATIONS
.107...NIIMITIIMMINUILAIIIMINOMAINVIIIMIS

t. GENERAL

This booklet sets forth the University of Wisconsin System policy with respect to travel
regulations.

The information presented is based 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 Ss stem.

The following quotations from the Wisconsin Statutes provide the basis for the author-
ity and responsibility to reimburse employes for travel expenditures.

Section 1653:
All slate departments shall diligently review and supervise the travel expenditures of
their empioyes and are authorized to adopt reasonabr; rules governing such expendi-
tures. Each claim shall he approved by the employe's department head or his author-
ized representative. The approval shall represent the concurrence with the accuracy,
necessity and rea..;onabieness of each e.vpense. Claims so approved shall be audited
by the department of administration on a sample basis in accordance with accepted
accounting standards.

Section 20.916
Traveling expenses. Employes to be reimbursed. State officers and employes shall
be reimbursed for actual. reasonable, and necessary traveling expenses incurred in
the discharge of their duties.

Employes traveling on official business should have sufficient funds to pay for all ex-
penses and should not charge expenditures to any Unit of the University System. However,
transportation arranged through a travel agency or carrier may upon Unit approval be
charged. (See Section VIII for travel advances.)

Employes are expected to be reasonaHe and economical in selecting hotels and meals.
They should exercise the sane care that a prudent person would if travel expenses were
paid 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.

H. ..ti IBORITY FOR TRAVVI.

A. Within the State

Necessary travel for rniversity business should be. authorized in accordance with rules
of the traveler's department.

B. Out of State
A Request for Out-of-State Travel form should be prepared by the traveler and sub-
mitted to the department head at least 15 days before the departure date, after which it
should be forwarded through appropriate channels for approval. The original of the Re-
quest for Out-of-State Travel should he attached to the Travel Expense Report.

C. Individuals authorized to travel include those who:
1. Have been designated to he otit.ial representatives at meetings.

2. Attend meetings of organizations to which the University holds memberships.
3. Travel in connection with extramurally sponsored programs, but subject to any lirn-

itations imposed by the sponsor.
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Tavel n^ 1.;s.t1,,iz,,; ..viter,. such is a normal past of the services required

tic ..,\C Cr.i

J. Arc students representi:.; atithorized student .groups.

III. MODE OF TRAVEL

All travel should he by the most expeditious route. If art individual, for personal con-
venience, travels circuitously or iuterrupts travel by direct route, thereby incurring addi-
tional expense. such additional expenses must he considered personal with reimbursement
limited accordingly. Lxpenses ,11 be reimbursed within the following limitations:

A. Air Travel

I. Shall he limited to tie fare for the lowest jet class available.

2. If other classes are not available, or on the approval of the Dean or Director, an
employe may travel first class. If only first class accommodations are available,
the employe should obtain a corroborative 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 appropriate, ar.d when a price differential exists, round-trip tickets should
be purchased.

5. To reduce the cash outi.,:; for traveiers, tickets may be charged directly to the Uni-
versity by the travel ag.2t.cy (make reference to any direct charges on the travel ex-
pense report). "the dates and purpose of the trip should be indicated on the invoice
or a copy of the Request for Out-of-State Travel should be attached.

Receipts are required and are to be ntiached to the travel expense report.

B. Travel by Train

I. Travel by train shall be Boated to coach unless overnight, where accommodations
should he limited to roomette.

2. Receipts are required and are to be attached to the travel expense report.

C. Travel by Bus

I. Should be utilized for one-stop trips between cities.

2.. Receipts are required and are to be attached to the travel expense report.

D. Taxis and Airline Limousines

I. Tips ritav be included up to 15`,:;.. arid should be inciuucd in the amount of the fare in
the travel :xpense report.

2, The destination and purpose should be indicated.

3. Normally cab fares to and from restaurants are not a reimbursable item.
4. If the number or amount of cab fares is unusually high, an explanation should be

provided.

5. Receipts are not required,

E. Automobile Transportation

When transportation by aotomobile is author's.. , appropriate mileage rates may be
charged together %kith reasonable lodging and .ocals costs. The following situations
normally justify the use of an automobile

Common carrier service is not available without excessive costs or undue loss of
time.
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The use of an automobi IL: ailow the traveler to make necessary intermediary
sto;i:i more elleLtiveiy.

When two or more persol.s are traveling to the same destination, the use of one
vehicle would result in an overall savings to the University.

The use of a vehicle is neeessar\ to transport delicate instruments or bulky mate-
rial not readily adapted to comae ii carrici transportation.

All passengers should be listed.

1. Use of University Fleet Cars

Fleet cars should he used whenever an automobile. is required for conducting Uni-
versity business. A fleet car authorization form should be prepared by the traveler
for approval by the Departmera. Appropriate University officials as designated by
the Chancellor's office I ill! St give C 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 Duluth. The approval form(s) must accompany the travel
expense report. Authorization forms arc available at the appropriate Unit locations.
Only employes of the University with a valid driver's license are permitted to drive
University vehicles. Students or nonemployes may drive only when a driver author-
ization form is filed in advance of the trip with the designated Unit representative.
All drivers of University vehicles should complete the Defensive Driver Training
Course prior to operating a University vehicle. Credit cards are provided with each
car and should be used when any expenses are incurred. The only expenses in con-
nection with fleet ears which can be claimed as reimbursable are:

a. Storage and parking charges.

b. Emergency expenditures related to the operation of the vehicle, such as gaso-
line purchased where credit cards provided arc not accepted. Receipts are
required.

All charge slips for fleet car expenditures should be given to the fleet car office.
The University carries bodily injury liability and property damage liability in-

surance that protects the University and drivers of University vehicles. Only per-
sons on official University business arc permitted to ride in fleet cars.

2. Personally Assigned State-Owned Vehicles

An employe who has been assigned a state-owned automobile may use such auto-
mobile for personal use, but must reimburse the State for such use at the current rate
of SC per mile plus 4 Wisconsin Sales Tax.

3. Use of Privately Owned Vehicles
a. Privately owned vehicles may be used when fleet cars operated by the Unit are

not available. The fleet car office should maintain a record of requests for cars
which are denied. Such record supports a traveler's request for full reimburse-
ment for use of a personal automobile.

b. When the use of a privately owned vehicle is authorized, reimbursement will be
at the appropriate 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 mileage rates.

d. When a privately owned vehicle is used in 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 is made flexible to reflect changes in the price of gasoline. The
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11: l':::1',H,r'.7..s.'1111.t+*t.0!" :1;1CC of gasoline in the Cii_ iii
M;iviadi.ec as rtiport..:21 tne 1),:partmeni of Labor, Bereau of Labor Statis-
tics. the conversio:, table to by used by tic Department of Administration on a
monthly basis in determining the reimbursement rate, and the change in
s. 20.916(4)(a) raising the base allotment from 500 to 600 miles is indicated

The State Fleet \darn:gement triit, Department of Administration will obtain the
current Gas mode:. Figure on a mmthly basis, as quickly as it becomes available
(around the 25th 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. Central Pre-Audit .:ill. upon receipt of the information on the
current reimbursement rate, make dis tion of the figure to all Units.

NOTE: Employes preparing travel cspense reports should combine the current
add-on factor with the base rate Ahen computing reimbursable mileage.
For example, the current add-on factor for July, 1974 is lc (due to a
Gas Index rate of 53.3c in May). The travel expense report would then
be prepared to show:

XXX Miles not over 600 ai .12 per mile
XXX over 600 at .08 per mile

It is emphasized that the flexible r,lte procedure became effective with mileage
driven beginning July 1, 1974.

SECTION 61b. 20.916(4)(a) of the statutes, as affected by chapter 51, laws
of 1973, is amended to read:

202916(4)(a) Whenever an'.' state agency determines that the duties of an
employe require the use of an automobile, it may authorize such employe to
use his personal automobile in his work for the state, and reimburse him for
such at a rate of 11 cents per mile for the first 500 miles per month and 7
cents per mile for each mile over 500 miles per month. Effective -zi-er.1-..,-4-7
44+ the fir,t day of the first ::-.orth occurring after the effective date of this
act (1973), the reimbursement rate shall be 11 cents per mile for the first
600 miles per month and 7 cents per m.ie for each mile over 600 miles per
month.

SECTION 109r. Mileage Reimbursement. (1) A reimbursement factor, in
addition to that granted undet section 20.916(4)k:I the statutes, based on the
price of regular gasoline the City of MiEvaukcc. as reported in the U.S.
department of labor, bureau of labor sfiitistac.;, "Regular and premium gaso-
line indexes for the United Stabs and selected areas," shall be applied to
employes' total mileage of the month as an add-on or deduction from the pre-
vailing formula. Determination of this additional reimbursement factor shall
be made on a monthly basis by the department of administration in accord-
ance with the L.S. department of labor gasoline price index applied to the
following table:
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CO>:.1:.ri-,ION TA!. _I.

Index Ran.- e iC entsl t',Ictor
Gas

Index 1<arige (Cents)
Add On
Factor

41.1 47.3 $ .005 72.4 - 78.5 $ .030
47.4 53.5 .0" 0 78.6 - 84.8 .035
53.6 - 50.8 .015 84.9 - 91.0 .040
59.9 - 66.0 .020 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. 1975. In any case, no c:riploye may be reimbursed less than the
amount specified tattier section 20.916(4)(a) of the statutes.

In addition, charges for parking, road and bridge tolls, etc., are reimbursable.
An additional reimbursement at the rate 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 pulling of trailers, etc. When a privately owned vehi-
cle is used on official business and a University automobile is available and
tendered the current reimbursement rate is eight (8C) cents per mile.

f. The starting point and destination should be stated daily. An explanation should
be provided for reimbursement of mileage in excess of the normal highway dis-
tance.

g. Charges for repairs, tow services, lubrications, etc., are not reimbursable items
when privately owned vehicles are used.

h. in the event a privately owned vehicle is involved in an accident while on of-
ficial University business, the driver has excess coverage from the University
automobile liability policy. However, the University policy does not provide
any protection to a privately owned vehicle for physical damage or collision
damage.

Private Airplanes

University departments may authorize staff members to charter an airplane or authorize
them to use their personal airplane when such airplane use is the roost efficient and
economical. Reimbursement rates for use of a privately owned airplane are 10 cents
per mile for airplanes capable of carrying 2 passengers, 20 cents per mile for airplanes
capable of carrying 3 or 4 passengers, and 30 cents per mile for airplanes capable of
carrying 5 or 6 passengers; except that such reimbursement shall not exceed 10 cents
per mile for each passener carried. When ,t.tbmitting the travel expense report, include
the passenger capacity' of the plane. The pilot is considered a passenger when deter-
mining the size of the plane for rate of reimbursement.

G. Rent-A-Car Service

1. Certain rent-a-car companies have made available to the University System and its
employes charge cards entitling the holder to the current applicable discount which
is generally 20'1. Employes who have occasion to utilize car rental service may
apply for a charge card by contacting their Unit Business Office. Employes who do
not have charge cards can obtain, the discount by indicating their University affili-
ation and requesting the discount. Charges from the rent-a-car companies will be
billed directly to the card holder. The University will reimburse the card holder for
official usage upon-submission of the kciaal .--Igxernent with the regular expense
report.
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2. Wreil, .1 charg,L car,: 01 ti:ie University or loses a charge
Lard, notif.caiug, si,Ua.Q b.: nettle to tie: net s Office.

3, A traveler, when using rent-a-cars, purchase the collision damage waiver In-
surance for the first $100.110 damage to the ear.

4 , Pcrsoia Ac ulent inser.ince an indivuival is trot reimbursable by the
University.

S. An adequate exPlJnatum and cost justification should he provided for the use of a
rent-a-car in lieu of other transportation. The basis of need should be indicated and
starting point and destination provided to support mileage driven.

IV. MEALS AND LODGING

A. Determination of Reasonableness

Travel expense must he determined to have been necessary, actually incurred, reason-
able and not otherwise reimbursed. The immediate supervisor is in the best position
to make this decision. By signing the travel expense report the immedia e supervisor
indicates that the expenses are reasonable. A general rule for determining reasonable-
ness or mcais is that tucial expenses should reflect the average meal costs of a prudent
person purchasing meals in the piaiticular area,

It is the policy of the State, as an employer, that its employes live in moderately
priced hotels and motels tvlien tieo,eling on State business." it is recognized that
the cost of a moderately priced inner or motel will depend on the locality. Units may

develop further guidelines for deterrmnin legscnableness of travel expenditures. llow-

ever, establishing maximum dollar amounts for any item does not mean that amount
should be charged, Employes should he aware that they are certifying to actual and
necessary expenditures.

13. Meals

I. Reasonable amounts fir meals w:11 be allowed with no receipt required. The cost
,of alcoholic beverages is no *t reimbursable. kSee local meal reimbursement poi

2. If the amoant is extreme or excessive, a receipt will be required along with a full 11

explanation of the reasonah!etars of such expense.

3. Tips may be included up to 15':: o!' the actual meal charge. The cost of the meal and
tip should be entered as one amount on he travel expense report.

4. Meal costs of resident ,imployes for on,tanized business meetings may, under certain
circumstances, be paid by the University. (See Section V for Organized Business
Meeting Expense.)

S. When the tin,e, departure from the neadtiute.ters city is prior to 6:30 A.M., the cost
of breakfast may he reimbursed,

6. Lunch will be aliowed when the traveler is away from his home base city for a rea-
sonable time before and after the lurch hour.

7. When the time of return is after 6:00 P.M., the cost of the evening meal may be re-
imbUrscd.

C. Lodging-

I. Machine-printed ledger-type receiwe are required from hotels and motels. When a
traveler stays in Lin establishment. which does not use machine-printed receipts, a
handwritten receipt with the of the hotel Or n101.'I indicated is allowed. Du-
plicate copies are not allowed as reneip;s unless art iicie,itiate explanation is pro-
vided, Credit card invoice.; are not accepted as receipts or lodging. If the charge
may appear excessive or unresonabie, an explanation should be provided. When
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hi\ eraliv facilities with a person who is not In be re-

ft'. I. R) the traveler is limited to the s: .e

rate for a sinaic
2. Many hotels grant 700:1 rental discounts upon request of University personnel.

Identification will usually be required to obtain this discount. When attending a
convention the Traveler shou;LI tal..e advantage of convention rates offered.

3. An employe v.ho is required to remain in one location for an extended period of time
should attempt to find lodging at weekly and/or monthly rates.

4. A reasonableness 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.. traveling of only a relatively short distance. Except for cx-
terinating circumstances. a traveler will be expected to travel to and from such
meetings during the same day. It extenuating circumstances are present, advance
agreement should be obtained from the administrative office whose budget will bear
the expense of the travel:

5. Lodging expenses should he paid directly by the traveler. Travelers may request
travel advances throuah their department or use a personal credit card to minimize
cash outlays. 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
to one budget.

ORGANIZE() RUMNESS 1iEFA1NG EXPENSE **(See II-H-13 local policy-Meal Costs and
refreshments in Menomonde)

A. Under certain conditions, departments may pay meeting expenses of State employes
when they are at their headquarters city and therefore, not in travel status. These ex-
penses should be "necessarily incurred in the performance of duties required by the
State service." A few examples will serve as illustrations.

1. Attendance at business meetings where the meal period was the only time when all
participants could be brought together and the business at hand accomplished. Eor
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 educational programs which are essential to the continued effective-
ness of department operations sometimes have the meal period scheduled as part of
the overall program in order to provide a time for discussion. For example: Uni-
versity of WisconsinExtension 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 xithin the state of Wisconsin and outside the state.
Sometimes a visit by interested parties to the department 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 visitation
team or a visit from an accreditation team.

4. The majority in attendance should be employes from other than the city where the
meeting is held or nonemployes.

B. The prior approval of the Unit Chancellor's Office should be obtained. The request for
approval should include the following information:

1. Type arid purpose of meeting.

2. A list of the individuals who are to attend including their home-base city.

3. Estimated length of meeting, place and date.
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Ven6it,I tittparti,..ent head end submitted through reg-
ular clianhels, ',volt a L.-tpv .: tne ,Ipprovet: (2a.0.1t2S1 referred to in 13 ;Thovc mollified to
indicate iii change', in atteialance.

**VI. EXPENSES IN E111'LOYL'S HEADQUARTERS C.'ITY (See local policyMeals Costs
Refreshment Costs in Menomonie)

A. Employes who are headquartered in city in which the. expense occurs shall be reim-
bursed for their actual, neeessar and reasonable expenses incurred in the discharge
of official duties. travel berkeen employe's residence and headquarters city is not
reimbursable.

B. This type of expen-e is specitically covered by State Stzttute and applies primarily to
individuals who are required to pav expenses v.,tile attending a business meeting, con-
ference, training institute, etc. Approval is required of the Chancellor or his desig-
nated business representative. A complete explanation should be provided on the travel
expense report.

C. The procedure outlined in Section V should be followed, for 11 group of individuals in
attendance at an "Organized Business \leering" when the department has obtained
liniversity approval to pay the exoenses directly.

VIII. NIISCL:LI...AV!:01:S AND SPECIAL ALLOIVAroiCE 1..APENSES

A. Telephone

Charges for official business calls are allowable. A description of each long distance
call should be included on the 'travel expense report.

B. Registration Fees

Receipts are required for reelsiration fees for conferences. conventions, seminars. etc.
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, convention, seminar, etc.

2. Specific meals which were included in the registration fee,

C. Special Allowance Expenses
1. !,sundry, cleaning or pressing service. If away from home more than three consecu-

tive days. one charge For each type or necessary and actual service may be claimed
per calendar week. Receipts ale rwi. required.

Porterage. Tips are allot...et; not to exceed sl for each stay at a hotel or motel.
Receipts are Nit required.

3. All of the "Special Al;ov.ance kxpenses" should be separately identified and re-
ported on the travel expense report form.

D. Other Incidental Expenses

A complete description should be included in the travel expense report.

VIII. TRAVEL ADVANCES

A. Advances u:ay hr made ;Olen estimated navel expenses are expected to exceed s50,00.
The adv:iin.e the estimaied etport,i7 to he paid by the traveler and
should be rounded to the nearest 51.00 multiple below 80`,k.
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H. Travelvn, Nuhmt travel expense reports as soon as they ieturn from the trip.
The amount due the traveler v.til be reduced by.any advance received, and a check All I

be issued for the net amount due. In cases \khere the advance exceeds the expenditures.
a check payable to the University should accompany the travel expense report.

C. Travel Advance payments may be made from the Unit Contingent Fund.

D. Travel Advance forms are available from Unit Business Offices.

IX. SPECIAL TRAVEL ADVANCES

The following departments may request travel advance funds for group travel:

I. Forensics.

2. Athletics.

3. Music.

4. Drama.

S. Others with approval from Central Pre-Audit.

B. Expenditures of such funds shoutd he submitted on a travel expense report and sub-
nutted promptly upon return from fte trip.

X. CASH ADVANCES 1.1011 CONTINGENT FUNDS

Cash advances may be authorized to individuals for special projects which require the
expenditure of funds in the field for other than living costs. Expenditures made from funds
advanced for other than travel should be fully accounted for including receipts for all items.
Any unused portion of an advance and the travel expense report should be submitted
promptly to the Unit Business Office.

XI. FIELD TRIPS

University 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 fur in the terms of the gift, grant, or contract. Transpor-
tation for field trips may be provided in University fleet cars or public bonded carriers.
Normally, the driver of a fleet car should be a University employe with a valid driver's
license. Students or nonemployes may drive only when a driver authorization form is filed
in advance of the trip with the proper University Office, Normally, passengers should be
limited to state employes or such other persons whose presence is necessary for conduct
of official business, If faculty or students use private cars for field trips, they should be
fully aware of their liability and should carry adequate insurance.

XII. MOVING EXPENSES

The University of Wisconsin System regulations on reimbursement of moving expenses
are set forth in Financial Policy and Procedure Paper ::19.

.4.:C;713

NIII. APPLICANT INTERVIEW EXPENSES

A. Unclassified Service Academic Staff

1. The employing department should submit a request for authorization to reimburse ap-
plicants for their interview expenses through appropriate channels to the Chancellor
or his authorized representative.
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2. l'he request should include the following ir,formation:

Narne of applicant and hou.. address.
b. Exact title of open position and department or school.

c. The basis for determining that reimbursement is a necessary part of recruitment
process. (See 3 below.)

d. Estimated reimbursement.

e. Signature of rcquestor and the Chancellor or his authorized representative.
3. The following 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-
tive recruitment process.

b. The prospective employe is one whose skills are in critically short supply and
reimbursement is usually available 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.

e. Other reasons unique to the department or school.
4. Consideration should he given to partial reimbursement.

5. A copy of the approved request will be returned to the originating department and
should be attached to the travel expense report when requesting reimbursement for
interview expense s.

6. Travel expense reports requesting reimbursement should comply with the Univer-
sity of Wisconsin System Travel Regulations for employe travel. This requires the
signature of the applicant and the submission of required receipts.

7. There are occasions when staff members arc required to interview applicants while
on a travel status. The University will reimburse employes for the cost of any rea-
sonable meal furnished the candidate. A receipt should he 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 each
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 Interview Expenses in the classified service.

XIV. HONORARIUM PAYMENTS - Special Services Not 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 riot employes of the University of Wisconsin System are allowable. If service to
he performed will he in excess of $3,000,00, it will be necessary to obtain Governor's
Waiver to Sealed Bid. A breakdown of expenses and the fee charged, if any, should he pro-
vided. A brief explanation of the type of service is required, and in the case of a rela-
tively high fee, an explanation of how the fee was determined. Whenever possible, the fee
charged and travel expenses should be submitted on one travel expenso-report. The Social
Security number and home address must be provided. The claimant's signature is not re-
quired, but proper approval authorizing payment mast 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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XV. PREPARAlION OF UHF TRAVEL EXPENSE REPORT

A. All travel expense LIaitti., he subinitted on the travel expense report at the ear-
liest practicable date fol.ov,Ing the trip. llov,ever, in the case of persons making fre-
quent trips, travel expense reports should he submitted monthly. Each traveler should
account separately for his expenses and submit separate receipts. An exception is
made in the case of student groups.

1. Each traveler should itemite expenditures and mileage daily

2. The purpose of the trip should he specitically stated.

3. list the date and time of departure and return. Show the number of miles traveled
daily, if a privately owned or rental vehicle is used.

4. Each item of expense should be listed in chronological order.

5. Required receipts in chronological order should be numbered and should be attached
securely to the travel expense report.

6. Verify all computations and indicate travel advances that should be deducted from
the amount due the traveler. The complete account coding should be Indicated.

7. Travel claims of all employes, other than the President and the Chancellors, must
he approved personalty by the employe's supervisor in addition to the standard ap-
proval by the person delegated to sign travel expense reports. The traveler must
personally sign the Claimant's Statement.

8. The mode of travel should he indicated even if the employe is not reimbursed for
transportation expenses.

B. Any expenses which are billed directly to the University or paid by another agency
should be indicated on the travel expense report.

XVI. AUDIT OF EXPENSE REPORTS

A. All travel expense reports should be carefully reviewed and audited by the Unit Busi-
ness Office.

B. At its discretion, each Unit may reimburse the traveler from Contingent Funds.

C. Transactions will be audited by the Central Pre-Audit Office as part of the normal proc-
essing cycle.

XVII. TRAVEL INFORMATION

Inquiries concerning travel expense regulations or the submission of travel expense
reports should he 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 status

is less than a full day, the test of reasonableness will be applied within the
$12.00 guideline.

If the total meal costs exceeds $12.00 for a day, a receipt for the evening
meal and a justification 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-Stout 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
university 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.

2. A clear concise explanation of the activity as to the purpose of
the function. A copy of the agenda must be included.

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.

5. If the meal time is the only period covered for the meeting, a
stai-ement of justification for that time period must be included.

6. Appropriate approvals.

II. 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. For 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 functions to occur, as described in Section II, a

malority 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. Names of university and non-university personnel participating.'

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.

1

For purpose of definition, "in Menomonie" includes the City of Menomonie and a
15 mile radius.

2
For purpose of definition, refreshment costs are those costs which are for food
served other than meals.

The authorization for headquarter city expenses form is to be the basic data form
used with supporting documentation as required attached thereto.

16'1



IIIUNIT:

UNIVERSITY OF WISCONSIN STOUT

Authorization for Headquarter City Expenses

(For Food Service Use Only)

2. Date Service to be Provided:

3. Service to be Provided by: j Snack Bar

Other

4, Location:

Commons

If on campus

List 'anticipants:

*Asterisk Stout Employees

5. Total Number of Persons

Account Number to be Charged

9 Reques;_ed By:

10

I

II-h-I5

1. Date:

Tainter

(Give Name of Establishment)

7. Estimated Cost

Approvals: Division Administrator MUST Approve:

11.. Purpose:

12. Source of Funds:

STATEMF,NT Of CERTIFICATION MUST BE SIGNED WHEN MEAL PERIOD IS THE ONLY TIME FOR CONDUCTI

MEETING.

I certify that the meal period is the only time the participants listed could be
assembled for the purpose of the meeting.

Signature

Distribution of Copies:

0 iginal and 2nd Copy to:

A. Food Service. Unit Providing Service, or

B to Business Office with receipt for occasion if not catered by Stout Food Service.

ird Copy:

Departmental Copy.

Illn truction for Completing Form on Back of Department Copy.

VANCHD APPROVAL IS REQUIRED.
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STOUT STATE UNIVERSITY
Menomonie, Wisconsin No.

AUTHORIZATION FOR TRAVEL

(To be submitted to immediate supervisor ten days before date of travel)

NAME

AREA WHERE COSTS WILL BE CHARGED

TRAVEL TO: City

Departure Date

State

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

Account No. to be charged

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 EMPLOYEES

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 Recruitment 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 (peliodically 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.

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. if

standards are not being met, the supervisor should consult with the Per-
sonnel Office regarding the appropriate action to be taken.

7. Classified employees are paid every other Thursday.
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8. 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.

9. All classified employee fringe benefits such as medical insurance, life
insurance, income continuation insurance, etc. are administered by the.

Personnel Office.

10. 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

11. 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. Provisions for proper use of sick leave are found in the

employees' handbook or union contract.

12. Non-unionized classified employees are granted 91/2 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.

13. 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.

14. Non-unionized employees may use the state's grievance procedure if they
are dissatisfied with conditions of their employment.

15. 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.

16. 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.

3. Academic 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 midnight
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 contains a wealth of materials in many formats: more than
142,000 volumes; over 850 16mm 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 microca,.ds.

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 available upon faculty request.

Interlibrary Loan and computer search services are available 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 (10Q per page)
is available on the first floor.

Duplicate copies of microfiche can be produced for 10 cents per fiche.

Paper copies of microfilm are available at 10Q per page.

Photoduplication services for articles from periodicals not owned by the
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 membe
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 Alines, etc. Film indexes and catalogs are available on the film index
table in the reference area and in room A110, (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 Develop-
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 is 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 it 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 addition, 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, stereophonic, 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 Maintenance

Maintenance service for all AV equipment is located in Room 138 of
the Communications Center Building. In the event of any problems with
audio-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 prirary
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 equipment 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
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PIGEON LAKE FIELD STATION

The 4.isconsin State Universities sponsor a summer program at Pigeon Lake
Field Station near nrimmond, 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 1-ast, 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 natural 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 LAKE

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 Station 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 accommodate 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

Eligibility for Service

II-K-1

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 entitled 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.

2. A physician will be on duty at the Health Center from 8:30 a.m. to
12:30 p.m. Monday through Friday.

3. Office calls will be available to students at the Red Cedar Clinic
by referral from the University nurse Monday through Friday, 1:00 p.m.
to 5:00 p.m. Office calls are available 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.

a. There will be no charge for office calls to the student if a
referral slip is issued to the student by the University 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 opinion 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.

Services Available Include

1. First 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,
hospital, 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 related 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 University 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 si_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 necessary
if the University is to bear any cost.
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5. The 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.

7. Transportation to a health care facility may be arranged by
residents of the residence halls with the resident head. The
University Health Service does not include ambulance service.

3. 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 Emergency

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 should be
brought to the Health Center. If medical attention is required after normal
Health Center hours, telephone either the Red Cedar Clinic (235-9671), or
Memorial Hospital (235-5531) for instructions. For conditions that are
obviously very urgent, take the student directly to the hospital emergency
room.

Telephone:

Health Insurance

Health Service
Red Cedar Clinic
Memorial Hospital
Police

232-1314, 232-1473
235-9671
235-5531
235-3456

Students are urged 'to carry comprehensive health insurance which will
cover hospitalization, surgery, x-rays, 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
Business Office full responsibility for collection, recording and safe-
keeping of all funds connected with University activities. This includes
any and-all payments required of students or customers by any department
or activity.

No faculty member or any other employee is authorized to accept any
funds on behalf of the University except persons designated by the Assistant
Chancellorfor Administrative Services.
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HOUSING

While the University does not provide faculty housing, every effort
is made to help faculty members secure satisfactory accommodations.

The University Housing Office maintains housing lists for student
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.

MAIL 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 PUBLICATIONS

School Paper

The Stoutonia is the official student newspaper at Univ. of Wit. - Stout.
It is edited and produced by students throughout the University year, and
is issued on Fridays. News articles for publication may be submitted
directly to the editor or to the faculty editorial adviser. Sub-oription
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 coract faculty members to make appointments for photographs. There
is no charge. Copies of the yearbook are sold to faculty members at less
than cost. In recent years, the Tower has achieved considerable dis-
tinction among yearbooks from universitie.; in its class.
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REPORT OF THE THEFT AND MUTILATION COMMITTEE

The molinwing procedure will he used in working with Individuals,whether they are students or nonstudents, when it involves theft, mutilation,or damage of university property.

1. The situation would he written up by the observer or the supervisorof the person observing such action. This would include identifi-cation of the individual,
if possible, the date, time and place ofthe incident, and a description of what occurred. Also, the namesof any witnesses should be included in this.

2. The following day, a hearing would be set up which would involvethe complainant, a member of the security staff, a representative ofthe area having jurisdiction over the material, a representative fromthe Dean of Student's Office, and the individual accused. This hear-ing would hear the feCts in the case.

3. A decision on a course of action would be made involving the SecurityOffice, a rer esentative of the area having jurisdiction over theproperty astion, and a representative of the Dean of Student'sOffice.
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L. FACU 1.,TY - STIII) ENT COMMITTEES

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

Purposes

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 instructional faculty.

AAAT Members

Dean, Graduate 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.

Aumii 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 alumni homecoming activities and alumni commencement activities.

To furnish suggestions for additional services to the alumni.

ATHLETICS

Functions

1. To encourage an intercollegiate program consistent with the edu-
cational objectives of the University, and the Constitution and
By-Laws of the Wisconsin State University Conference.

2. To formulate or approve standards of scholarship, sportsmanship,
and general conduct for all persons concerned with the University
intercollegiate athletic program.

3. To formulate policies for the conduct and administration of the
intercollegiat.. athletic program of the University.
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4. To revise or 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! Fi4 ENT

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.

12] To ascertain if the proposal will fulfill a justi-
fiable need.

To ascertain if the proposal has realistic, consis-
tent and measurable objectives, and appropriate
evaluation procedures.

E4:-]
To ascertain if the proposal is housed in the opti-
mum school or area.

r5.] 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.

[15] To ascertain if the title and catalog description
is descriptive of the content and objectives of
the proposal.

EL] 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
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 2. 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.) To 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 (:). 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.

Section 5. The election of officers shall be held at the October meeting.

188



II-L-6

ARTICLE V. DUTIES OF OFFICERS

Section 1. The Chairman shall:

(1.) Preside at all meetings of the Committee.

(2.) Establish an,; 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 wees.s in advance of each regular meeting.

(5.) Send copies of the agenda of each regular meeting to all
department cliirmen, 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 them if their
presence is required.

(7.) Keep an accurate record of the proceedings and actions of
each meeting.

(8.) Prepare copies 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

Section 1. Regular meetings of the Committee shall be held monthly during
the academic year and as needed during the summer session.

Section 2. Special meetings may be called by the Chairman.

Section 3. The quorum shall consist of a majority of the voting members.

Section 4. The meetings shall be open.

ARTICLE VII. PROCEDURE FOR RECOMMENDATIONS

Section 1. All procedures for recommendations shall be in accordance with
the Curriculum Handbook approved by the Academic Affairs Admin-
istrative Team.

Section 2. The recommendations will only be
party submitting the material is
alternate. At the discretion of
recommendations may be presented

considered at a meeting if the
present or represented by an
the Chairman, certain routine
without representation.

Stction 3. The proposer of a recommendation shall submit to 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.

Section 4. 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.

190



II -L- 8

FINANCIAL AIDS

Purposes

1. Communication - To inform students, faculty, administration,
donors, and potential donors of the financial
aids available at University of Wisconsin-Stout.

2. Co-ordination - To co-ordinate all financial aids programs, to
include both graduate and undergraduate programs.

3. Advisement - To serve as an advisory board for the Financial
Aids Office.

4. Selection - To aid in the selection of scholarship winners.

5. Distribution - To insure equitable distribution of funds to all
students and all departments.

6. Appeals Board - To serve students who might otherwise not have
this avenue open to them.

7. Contributions - To encourage contributions to the Financial Aids
program at University of Wisconsin-Stout.

GRADUATE COUNCIL

Purposes

To set policy for the development and operation of graduate programs
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

II-L-9

To serve in an advisory capacity to the chairman of the Physical Edu-
cation Department on the utilization of the Health cnd Physical Education
Center and to help in setting up priorities on its use.

To advise and assist in the promotion of an opcm recreation program
for students for such times as the facilities may be available.

To advise and assist in the operation 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 fLr.ctions described

above.

INTERNATIONAL STUDENTS ADVISORY

Purposes

To re-evaluate present 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 pa'ticular
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
Office 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

3. Any form of weldirig processes.

4. Repair or servicing of any vehicle.

5. Caustics or explosive materials, hot liquids or solids, injurious
radiations or other hazards not enumerated.
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FACULTY OR ACADEMIC STAFF Fl.?LOn:ES in the following departments are
required to wear eye or face protection when involved in such activities
as outlined in the policy.

Graphic Communications
Energy & Transportation
Industrial Management
Materials & 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 determine 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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S:UDENT SERVICES

Purposes

1. 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.

b. To recommend problems for study and policies for evaluation
which deal with student services.

c. To review student services and student organizations periodi-
cally so as to motivate self-evaluation and growth by these
services and organizations.

d. To guide Student Services Workers in their attempts to help
the faculty concentrate its attention on the problems, needs
and characteristics of students.

2. To serve liaison functions between student services and the faculty.

a. To communicate faculty and student views toward student services.

b. To encourage inservice programs for faculty members who perform
student service functions.

c. To assist in the coordination of classroom instruction and
student services.

3. 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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Rev. 11/19/69

M. PROFESSIONAL ORGANIZATIOcS

Descriptions of three local faculty organizations 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
a,4reed that each should participate in the formulation of policies for the
successful operation of the university, hereby declare that an organization
tc 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
officer 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 Board
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 by 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 understood
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 faculty of
the university with the rank of instructor or higher.

ARTICLE III. Purposes

The purnoses of the A ociation are to promote the professional welfare
of the university and the faculty, and to participate in policy determina-
tion.

ARTICLE IV. 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 VIII. 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 maters or privileges affecting
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. It 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.
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2. Eligible members who 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

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 by 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 fill 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.

S. 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
shall 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
meetings in his files and one in the Robert L. Pierce Library.
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D. The Treasurer shall perform the usual duties of such office: he
shall receive and disburse the assessments and perform any other
duties assigned to him.

ARTICLE IV. Association Meetings

1. Special meetings may be called by the Chairman or as scheduled by the
Association.

2. A regular or special meeting of the Senate may be held in conjunction
with an Association meeting.

3. A simple majority of the membership shall constitute a quorum.

4. 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.

5. Robert's Rules of Order (Revised) shall govern the conduct of the
meetings.

ARTICLE V. Senate

1. 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.

2. The officers of the Senate shall be the officers of the Association
as prescribed in Article TII 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
Chairman may vote to break a tie.

R. The Vice Chairman, Secretary, Treasurer, and Past Chairman shall
be ex-officio members of the Senate with the right to vote.

C. Any Senate delegate elected as Secretary or Treasurer shall re-
tain his right to vote.

D. Anv member of the Association elected as Secretary, Treasurer, or
Vice Chairman shall have the right to vote.

E. The Chairman shall be ineligible to hold a seat in the Senate.
such a vacancy shall be filled by election at the annual election.

3. ` 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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D. Representation

(1) One-half of the delegates shall be elected at large by
eligible members of the Association.

the

(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 Home 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 (see C.)
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 elected
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 thit
the remaining term is at least three full semesters, and provided
that the vacancy is caused by the departure of a delegate on 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 procedure in
V, 3.5. shall be followed.
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4. The term o!: service as a delegate shall be three (3) years; one-third of
the total membership being elected each year.

5. A delegate having served three consecutive years in the Senate is inelgi-
ble for election or appointment as a delegate for one year.

6. Senate Meetings

A. The Senate shall hold at least one meeting each nine weeks period
during the academic year.

B. The first meeting each year must be scheduled on or before the second
Monday in May.

C. Speci -1 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.

E. 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

C. 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

1. Executive 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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3. Financial Benefit Committee

A. The Financial Benefit Committee, appointed by the Executive Committee
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.

B. The Financial Benefit Committee shall prepare and maintain a policy
code for its activities which shall be approved by the Senate.

4. Election Committee

A. The Election Committee, appointed by the Executive Committee and
approved by the Senate, shall conduct the elections.

B. 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
Executive 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
administrative 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 dismisF,ai 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 employment",
or Rule 2, "Procedure for;,dismissal of a teacher having tenure",
according to which rule is applicable.
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7. The Chairman snail at his discretion or at the request of the Associa-
tion or the Senate appoint any special committees as the need arises.

ARTICLE VII. Elections

1. All details concerning elections not prescribed in these By-Laws
shall be formulated and maintained by the Election Committee and
approved by the Senate.

2. The tegular, 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.

6. Candidates

A. candidates for the office of Vice Chairman (Chairman Elect) shall
file for election at least three weeks prior to the election and
shall he 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
!;even day6.

7. A majority of the votes cast shall be required to elect the Vice
Chairman (Chairman Eiect).

8. A certificate of election of a candidate shall be submitted by the
Chairman of the Election Committee to the Secretary within twenty-
Four hours alter the close of the election.

ARTICLE VIII. Assessments

1. The proposed budget shall be based upon the recommendations of the
Association Committees.

2. The Executive Committee steal.' compile the proposed budget for the
following year based upon the recommendations of the Association
Committees.
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3. The proposed budget shall first be approved by the Senate and then
submitted to the Association for final approval.

4. The Association shall act upon the proposed budget at the spring
meeting; thereby setting the assessments for the following year.

ARTICLE IX. Amendments

1. Amendments to these By-Laws may be made by a majority vote of the
members present and voting.

2. 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.

3. 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.

4. 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.

5. A proposed amendment must be published and posted at least two weeks
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.
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APPROVED WITH REVISIONS AND AMENDMENTS THIS FIRST DAY OF NOVEMBER, 1969,
AT MENOMONIE, WISCONSIN.

JOHN J. JAX, CHAIRMAN

LEE SMALLEY, VICE CHAIRMAN
CAROL DOBRUNZ, SECRETARY
ORVILLE NELSON, TREASURER
EDWARD LOWRY, PARLIAMENTARIAN
DAVID BARNARD, PAST CHAIRMAN
JOY JOCELYN, EXECUTIVE COMMITTEE
EDWARD MORICAL, EXECUTIVE COMMITTEE
DAVID MCNAUGHTON, EXECUTIVE COMMITTEE
NELVA RUNNALL8, EXECUTIVE COMMITTEE

WISCONSIN EDUCATION ASSOCIATION - LOCAL

The WEA Local is a branch of the Wisconsin
Education Association. Theexecutive council consists of these officers: president, vice president,secretary and treasurer. Each year a treasurer is elected by ballot andthe other officers progress to the next office; i.e., the treasurer becomessecretary, the secretary becomes vice president, and the vice presidentbecomes president. The executive council selects a delegate to the annualWEA convention.

The purpose of the local W.E.A. is to maintain close rapport with theN.E.A. and the W.E.A. and to work with the teachers at Stout, the studentN.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'sAssociation. Dues usually are collected in October.

MEMBERSHIP' IN ACCREDITING ASSOCIATIONS

The undergraduate and graduate programs of University of Wisconsin-Stoutare 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 University Women.
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TAUWF
The Association of University of Wisconsin Faculty is a statewideorganization with chapters at each of the state universities. It hasexisted since 1915. The organization functions locally through fivecommittees: (1) Academic Freedom and Tenure, (2) Educational Policies,(3) Salary and Fringe Benefits, (4) Legislation, and (5) Executive. Thechairman of each local committee serves as a representative to thesimilar statewide committees.

The Association seeks to foster policies designated to provide youngmen and women with the best education possible at public institutions ofhigher learning at minimum cost, and to work for conditions which willattract and retain competent and gifted teachers for the University ofWisconsin System.

The Association provides a unique means through which faculties haveaccepted 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 ofWisconsin System, the Coordinating Council for Higher Education, and withofficials and faculty representatives of other educational institutions.

Relations of TAUWF with the Board of Regents and the university chan-cellors have been harmonious since its existence. Association officersattend meetings of the Board of Regents and present to the Board the viewsof the university faculties. This relationship is unusual and desirablein that it provides direct contact between faculty and regents. Minutesof meetings of the Board of Regents are furnished to each member by theAssociation.

Active in behalf of its programs, the Association seeks coordinatedpolitical 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-
mendations for the state organization. Any local group may send proposals
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.

Mei..bership 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 your
salary over an eight month period. The dues for the state organization areset annually by the Delegate Assembly and are based upon a Tercentage of the
salary earned in ten months. TAUWF dues are tax deductible since it is in-
corporated as a non-profit-organization.



UNIVERSITY MAINTAINED MEMBERSHIPS

ALA Government Documents Round Table

American Association of Collegiate
Registrars and Admissions Officers

American Association of Museums

American 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
Association

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
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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

Association 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
Admissions Counselors
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Intercollegiate Broadcasting System

Intercollegiate Press

International Association of Coun-
seling Services

International Association 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
Buyers

National Association of Industrial
Technology

National Association of Inter -
Collegiate Athletics
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National Association 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 Association 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



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

II-N-1

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,
either 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 appointed by the Chancellor of the
University from nominees by the student se:late.

4. The committee shall elect a chairman by majority vote to serve as

the presiding officer.
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5. The faculty members shall s-,vL two year terms, staggered so that
two members are elected each year. No ,:.ember shall serve more
than two consecutive years.

6. The student members shall serve two year terms. No member may
succeed himself.

7. When a committee member vacates his seat, the Chancellor of the
University shall appoint a replacement to serve during the
remainder of the term. Replacements shall follow the same pro-
cedure as original appointments.

8. A quorum shall consist of any five voting members of the committee.
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0. INFORMATION CONCERNING STUDENTS

ADMISSIONS POLICIES

Undergraduate

II-0-1

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, but 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 would 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 any, 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 atUniv. 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 cf 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.
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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 through 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 nonce to in-
structors will not be considered an official drop and will result in the
student receiving 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 early 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 consult 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 SEME:.;TER CL_ SEES OM ER THAN FULL TERM SEMESTER AND QUAaTER CLASSES

The following schedule will be followed for adds or drops of courses
which meet for less than a quarter.
are applicable.

Guidelines of procedures mentioned above

Short Term Add/Drop Period Drop Period Drop Period
Classes Drop Not on Record With "W" Grade With "F" Grade

1-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
4-week ' Days 1-2 Days 3-10 Days 11-20
5-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 Policies

1. Faculty Responsibility:

A. Faculty 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 along with approximate cost to the student for the
trip(s) so that students may make necessary plans (financial, ex-
cuses from other classes, etc.).

B. Excuses from classes to attend required field trips will be honored
by all faculty.

C. Faculty 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."

E. When an individual (faculty or student) drives his/her privately
owned vehicle, the minimum liability limits of insurance on the
vehicle required by Wisconsin state law are $15,000/$30,000/$5,000.
If the individual is also to take passengers, these liability
limits should be $100,000/$300,000/$10,000.

F. The cost per student is to be establishee by the faculty 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.
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G. The faculty member may elect one of two alternate methods of col-
lecting field trip fees from students, each of which is described
in detail later.

(1) Fee to be collected by the Business Office.
(2) Fee to be collected by the faculty member.

2. Student Responsibility

A. 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
absehce.

B. 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.

3. School/Department Responsibility

A. Fees for field 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.

B. Review of field trip accounts which have deficit balances may re-
quire budget or expenditure adjustments from departmental or school
budgets.

C. The Business Office will not collect fees for field trips which cost
Less 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.

Process When Fees are to be Collected by Business Office

1. Faculty Responsibility and Action

A. Establish cost of trip and cost per student per I-A-3,4.

B. 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.

C. Submit completed Form FT-1 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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FIELD TRIP ACCOUNT

DEPOSIT RECEIPTS TO ACCOUNT DESTINATION

(Must be school field trip account)

NAME OF FACULTY MEMBER
OFFICE LOCATION
EXTENSION

II-0-7

Form FT-1

DATE OF FIELD TRIP

COST PER STUDENT $

ESTIMATED COST OF TRIP $

SOCIAL SECURITY NUMBER STUDENT NAME BUSINESS OFFICE USE ONLY

Report must be typed or legibly written -- all information provided. Send to
Cashier's Office, Administration Building. Report must be received by Cashier

at least 2 weeks prior to date of field trip.
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1NDET'LKDENT STUDIES

A lie;:Thie ocaoemic program called Independent Studies is offered by
most doperimenis to help develop more of our students into self-directed
learners. This program provides more scope and depth in the curriculum
by encouraging studenLs to Investigate areas of interest not currently
included in any approved course at Stout; study areas and develop projects
which CUE across course boundaries; and delve more deeply into specific
parts of on existing offering.

The Independent Studies program is open to all students after they
have completed one semester on-campus. For each semester hour of credit,
a student: is expected to expend at least 54 clock hours of study. Approval
for en7olling in an Independent Study course is necessary by the student
completing a special application form. On this form the student states
thc, Learaci,:; objectives of their proposed study, the proposed methods by
which eo or s e hopes .o obtain the objectives, the method of evaluation
they are ptDposing, and the type of grading system they desire. The study
is then approved by the Chairman of the Department most closely related to
the study obje.:tives. A faculty member is then selected jointly by the
sLocent and the Deportment Chairman to act as a study advisor during the
study and as on evoieator at its completion. All necessary forms and pro-
cedures arc' caoro:ated from the Field Experience-Independent Studies
of:lee.

FINANCIAL AIDS

Finaecial aids ace awarded to students who, without such aid, would be unable
to attend rho :Tilversit;, of Ihscensin-Stout. Financial aids are awarded by the
University Flnarcii Aids Office and :,re based upon the applicant's financial
need and a:ladmic potential.

To help the uniYersity judge student need and award aid fairly, parents arc
a3k::d to fill out !J. confidential statement of their income, assets, and
Liabilties. On the basis of this financial statement, the financial aids
officer can detel.mino the gap between what parents and students can afford
to c:-)ntriUnte and what actuai educational expenses will be. Students are to
commit substantially all of their resources toward educational expenses
before recuesting assistance.

Because of the need to help lany students, the university often "packages"
financial aids offering a calbination of grants, loans, and employment. The
make-up of aid packages depends upon factors such as :,fate and federal regu-
lations, availability of funds, the number of students seeking aid, and the
academic record of the student.

Students must be least half-time (8 credits or more and be eligible for
financial aid programs unless noted otherwise.
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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.

2. Financial assistance is generally awarded for the academic year. Each
applicant is considered for all types of financial aid available.

3. 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 .,rant)

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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Supplemental Educational Opportunity Grants (Federal)

Value: $200 to $1,000 per year 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,
Bureau of Indian Affairs, or the
Inter-Tribal Council

Value: Up to $1,500 per academic year based on financial need.
Eligibility: Wisconsin residents who are American Indians.
Duration: Renewable 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

Value: Unspecified amount per academic year based on financial need.
Eligibility: 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 GraduateOffice.
Duration: One year. Students may reapply annually.

Foreign Student Scholarship

Value: Remits all or part of non-resident portion of student tuition for alimited number of students.
Eligibility: Full-time foreign students who show financial need.
Duration: One year. Students may reapply annually.

Minnesota-Wisconsin Reciprocity Agreement

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 re-apply annually. MHECC will contact students.



State Veterans hducationai Grants

Contact: County Veteran's Service Officer
Value. reimbursement, 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 extend to unremarried widows and children of qualified
deceased vetera.is.
Duration: No set limit.

Vietnam Era Veteran Education Grant

Contact: Financial Aids Office
Value: 5200 per academic year, if single, and $400 per academic year if married.
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 year for undergraduates: up to $5,000 to graduate
students. Interest-free while student is enrolled on at least a half-time
basis. 3% tnterest computed annually beginning 9 months after student
graduates or leaves school. Repayment period up to 10 years. Up to 100%
of loan can be cancelled 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 year only. Students may reapply annually.

Wisconsin State Loans

Value: up to $2,500 per fiscal year (July 1 thru June 30.) Interest-free
until 9 months after graduation or termination of university attendance;
thereafter, 7% interest computed annually. Repayment period up to 10 years.
Eligibility: Residents of Wisconsin who have a satisfactory academic record
and show financial need.
Duration: For one year only. Students may reapply annually.

Guaranteed 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). Interest
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 required
to be eligible for interest benefits. However, if student requests to borrow
over $2,000 but less than $2500, needs analysis is required to be eligible
for interest 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 needs analysis is required.
Duration: One year only. Must reapply annually.
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State Votein;,s

Contact: County Veteran's Service Officer

Value: lip to $3,b0C repayable at 3% per annum.

Eligibility: Veterans who are Wisconsin residents and show financial need.
Benefits extend to unremarried widows and children of qualified deceased

veterans.
Duration: Non- renewable.

OTHER AlD PRO CRAMS

Collee h,)1.-k-Study Program

Value: Compensation on hourly wage basis determined by the university.

Eligibility: 0-3. citizens or residents of Trust Territories; in good
standing with their institution who show exceptional financial need.
A.L7;ws for up to 40 hours of employment per week.

Studeit-Community Part-time Employment
(Register at the Financial Aids Office)

Tice ,,age vL:ric according to the employer. This is available to all students

who ap;-,1;. Locol businesses or citizens desiring part-time student assistance

contact 1):7.0 ',.'inancial Aids Office who in turn contacts students seeking employment.

Employment

Value: Cmpensation on hourly basis determined by department employing student.

Eligibility: Must be enrolled at Stout.

Duration: Determined by department employing student as to how long they

may WofK.

Social Security

Cotact: U.S. Social Security Administration

Value: aA:ounts up to $160 per month.

Eligibility: Students up to age 22 whose parents are receiving Social Security.

Duration: For the time a student is enrolled full-time at Stout.

I-ederal-State Funds 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 degree.

Graduate Assistants

Contact: Gradua e Office

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.
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Other Sources That May have Scholarships Available in the Community

1. County Organizations
2. Family Employers
3. National Scholarship Awards
4. Local Service Organizations (Rotary, Lions, Business and Professional Women's

Club, Etc.)
S. Local Teachers Organizations
6. Industrial Corporations

Inquiries should be made directly to the organization. Contact your high school
counselor 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 directed to:

Dean of The Graduate College
University of Wisconsin-Stout
Menomonie, Wisconsin 54751

National 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
any other employment during this period.

2. Stipend: y2 888 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 of professional service per week in areas
related to the student's major.

2. Stipend: $1,444 per academic year,

3. Maximum Credit Load: Fourteen 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.

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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ACADEMIC P6L!CI

A STUDENT IS INELIGIBLE TO CONTINUE AT A UNIVERSITY IF HIS GRADE
POINT AVERAGE FOR THE FIRST SEMESTER OF THE FRESHMEN YEAR FALLS
BELOA .75 OR IN ANY SUBSEQUENT SEMESTER, BELOW 1.0.

G. A STUDENT WILL BE 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

IuNiVERSITIES ATTENDED WILL BE USED TO DETERMINE THE STuDENT-S 4,1

CLASSIFICATION.

CREDITS TRANSFERRED FROM ACCREDITED INSTITUTIONS IN WHICH A GRADE
OF "C" OR BETTER WAS EARNED MAY COUNT TOWARD GRADUATION, BUT SUCH
GRADES AND CREDITS WILL NOT BE USED IN THE COMPUTATION OF THE
CUMULATIVE GRADE POINT AVERAGE.

5. A STUDENT WHO DESIRES TO IMPROVE HIS RECORD MAY ATTEND SUMMER
SESSIONS. A RE-EVALUATION OF THE STUDENTS SCHOLASTIC STATUS MAY
BE MADE AT THE CONCLUSION OF THE SUMMER SESSION.

6. THE FOLLOWING POLICIES APPLY TO STUDENTS ENTERING ON PROBATION

r)
t

A. rRESHMEN: PROBATION IS REMOVED IF A GRADE POINT AVERAGE OF
1.6 OR MORE IS ATTAINED PRIOR TO THE BEGINNING OF THE SECOND
SEMESTER IN ATTENDANCE. THEREAFTER, PROBATION /RETENTION
STATUS IS DETERMINED ON THE SAME BASIS AS FOR FRESHMEN NOT
ENTERING ON PROBATION. A FRESHMAN STUDENT WHO ENTERS ON
PROBATION AND CONTINUES ON PROBATION IS INELIGIBLE TO CONTINUE
BEYOND A SECOND SEMESTER IF HIS CUMULATIVE GRADE POINT AVERAGE
PRIOR TO THE BEGINNING OF THE THIRD SEMESTER IS BELOW 1.8.

B. TRANSFER STUDENTS: A TRANSFER STUDENT ADMITTED ON PROBATION
MUST, IN HIS FIRST SEMESTER OF ATTENDANCE, ATTAIN A GRADE
POINT AVERAGE WHICH IS EQUAL TO OR EXCEEDS THAT PRESCRIBED OR
HE IS INELIGIBLE TO CONTINUE. PROBATIONARY STATUS IS REMOVED
IF HIS CUMULATIVE GRADE POINT AVERAGE 18 EQUAL TO OR EXCEEDS
THE REQUIRED STANDARDS. CREDITS EARNED AT OTHER COLLEGES OR
UNIVERSITIES, AND ACCEPTED BY THE UNIVERSITY BEING TRANSFERRED
To, WILL BE USED TO DETERMINE HIS CLASSIFICATION AS FRESHMAN,
SOPHOMORE, ETC.

A STUDENT WHO HAS BEEN DECLARED ACADEMICALLY INELIGIBLE TO CONTINUE
AT A UNIVERSITY MAY REQUEST A HEARING FROM A FACULTY COMMITTEE
ASSIGNED SUCH RESPONSIBILITY OF APPEAL.

RETENTION STANDARDS

1. To REMAIN IN "GOOD ACADEMIC STANDING", THE STUDENT'S CUMULATIVE
GRADE POINT AVERAGE MUST BE 2.0 OR ABOVE.
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i,RO3ATION i r HiS

%;.,T ;z-_-- 7HE STANDARI:i SET Bi THE UNIVERSITY. PRO-
aA-ioNRy ST; 7us INDICATES THAT IMPROVEMENT IS NECESSAR, IN ORDER
'OR THE STUDENT To ATTAIN THE MINIMUM CUMULATIVE GRADE i',1%1
AVERAGE OF :7_.0 REU.RED OF SECOND SEMESTER SOPHOMORES (42,-..)9
CREDiTS; AND ALL. 'UPPER DIVISION STUDENTS.

To ASSiST THE STUDENT IN HIS ORIENTATION TO UNIVERSITY LEVEE 1,ORK,
THE MINiMJM ACCEPTABLE STANDARDS FOR. RETENTION ARE CE,=-INED AS
FOLLOWS:

A :'IRST SEMESTER FRESHMAN WILL BE PLACED ON PROBATION
1

i HE
ACHIEVES A GRADE POINT AVERAGE LESS THAN 1.6 Al THE END THE
SEMESTER; HE MAY BE SUSPENDED I F HIS GRADE POINT RAGE 18
LESS THAN AT THE END OF THE SEMESTER.

a. A SECOND SEMESTER FRESHMAN WILL BE PLACED ON ACADEMiG PROBATION
IF HiS CUMULATIVE GRADE POINT AVERAGE AT THE END () THE SECOND
SEMESTER :S LESS THAN 1.8; HE MAY BE SUSPENDED Ir HIS GRADE
POINT AVERAGE iS LESS THAN 1.0 FOR THE SEMESTER.

A F ;RST SEMESTER SOPHOMORE WILL BE PLACED ON ACADEM i C PROBATION
;, HIS CUMULATIVE GRADE POINT AVERAGE AT THE ENO 0' THE SEMESTER
IS LESS THAN 8; HE MAY BE SUSPENDED IF HIS GRADE POINT AVERAGE
IS LESS THAN 1.0 FOR THE SEMESTER.

3. A SECOND SEMESTER SOPHOMORE (44-59 CREDITS), OR AN .,P:, ER

DtVISION ST-)ENT, WILL BE PLACED ON ACADEMIC PROS',T,.:!N AND MAY
SE SUSPENDED AT THE END OF ANY SEMESTER IN WHICH H;S

GRADE POINT AVERAGE IS LESS THAN 2.0; HE MAY ALSO BE S'JS
FENDED AT THE END OF tNY SEMESTER IN WHICH HIS GRADE P:.,iNT
AVERAJ.E IS LESS THAN 1.0.

,D-JDENTS ON PROBATION WILL NOT BE ALLOWED MORE THAN TAU .;_,NSVOU-

TIVE SEMESTERS TO REGAIN ACCEPTABLE ACADEMIC STANDING.

THE PROBATIONARY PERIOD THE STUDENT DOES NOT THE

MINIMUM ACCEPTABLE STANDARDS DEFINED IN "3" ABOVE, KE
SUSPENDED.

IN! TIMJB

1. ACADEMIC PROBATION: THIS TERM IS USED TO INDICATE THAT THE
MINIMUM GRADE POINT STANDARDS SET BY THE UNIVERSITY FOR PROBATION/

RETENTION HAVE NOT BEEN MET. THE STUDENT IS OFFICIALLY NOTIFIED OF
BEING PLACED ON THIS STATUS THAT IMPROVEMENT IS NECESSARY IN ORDER
FOR HIM TO BE CONTINUED IN ATTENDANCE.

3iSPENSION: HEN THE GIVEN PERIOD OF ACADEMIC PROBATION HAS BEEN
ALLOYED AND /OR SATISFACTORY PROGRESS HAS NOT BEEN MADE iN MEETING
THE RED t.', '.DEW STANDARDS THE Ut :VERS1-Y, ./1fk

NOT BE CONTiNJED IN ATTENDANCE. A STUDENT -:HUS DECLARED w,AD,MI-
CAL'Y INELIGIBLE TO CONTINUE MAY NOT BE RE CMITTED:

A. :',ErORE THE LAPSE OF AT LEAST ONE SEMESTER ONE QUARTER) ,;%LESS
T ;;;.N; BE S.,,TISFACTORILY DEMONSTRATED THAT HIS AEAOL U SiS-

PEASION WAS DUE TO FACTORS BEYOND HIS CONTROL ANC 1HA; 'tE

CAJSE(S) HAS (HAVE) BEEN REMOVED.
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B. SIMILARLY, A STUDENT WHO HAS BEEN SUSPENDED, READMITTED, AND
AGAIN FAILS TO EARN THE REQUIRED GRADE POINT AVERAGE, WILL
NOT BE ELIGIBLE FOR READMISSION UNTIL A PERIOD OF TWO YEARS
HAS ELAPSED UNLESS IT CAN BE SATISFACTORILY DEMONSTRATED THAT
HIS ACADEMIC SUSPENSION WAS DUE TO FACTORS BEYOND HIS CONTROL
AND THAT THE CAUSE(S) HAS (HAVE) BEEN REMOVED.

3. THE PROBATION AND SUSPENSION STATEMENTS IN THE PRECEDING PARAGRAPHS
APPLY TO ALL CAMPUSES OF THE STATE UNIVERSITY SYSTEM. THUS A
STUDENT SUSPENDED FOR ACADEMIC REASONS ON ONE STATE UNIVERSITY
CAMPUS MAY NOT ENROLL AT ANOTHER STATE UNIVERSITY CAMPUS UNTIL HE
WOULD BE ELIGIBLE FOR READMISSION AT THE UNIVERSITY WHICH SUS-
PENDED HIM.

A "SEMESTER" 18 DEFINED AS AN ACADEMIC YEAR TERM IN WHICH A
STUDENT IS OFFICIALLY ENROLLED FOR SEVEN OR MORE SEMESTER CREDITS.
rOR STUDENTS CARRYING LESS THAN SEVEN CREDITS, TWO SUCH TERMS
SHALL BE CONSIDERED EQUIVALENT TO ONE SEMESTER (QUARTER). A
SOMMER SESSION 18 NOT REGARDED AS A "SEMESTER".
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...licuiating Grade Point Average. Same as for une..-...auac_e,

Pc,.-liciLs. A student entering the Graduate Colle the
:nr,uit..en of pursuing a given graduate degree at University if

works with an adviser to develop a program leadingtuJe
Uegru. . a comp,etion of at least 9 semester hours of graduate credit_

at iniversity of Wisconsin-Stout, the student must 'or
student, in consultation with the major should

Le courses required for this block of credits during Lhe
iitenance.. Any student admitted to a degree program
Inti:ation should consult with the major adviser as .:!i,en he

for degree candidacy.

in eNamiation, generally prior to or as part if
Uo required of selected or of all graduate studeaL, 'Thu

uiiij given near the end of the first term of LU. ala:
:;)riU summer session in attendance. In either ca*. ;:atLire
lo ation are announced in advance. To be

y_ ze f.A116winz, minimum requirements must be met ma .!ors

oc ie. of courses specified for the major.

grade point average of at least 3.
ca:luate courses completed to date.

:aLi,,"ac;orily complete all required Graduate Coilege
Mnaacy is requested by the student, recommended by
ai.ver and the diretor of the major and approved by tA;;:. )17

The (;racicate College, A student may not enter upon
cre-iits of work without being admitted to candidacy.

reents For Graduation. The general graduo:
nent ter of science degree are as follows. More

-:ejor desired are .f,i_vert in the deacript.ich
do ',oard of Regents requires students to j.

=.;AL es, room and board, fines and the like befol-,..
reieased.
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1. The pattern or ,!0:k ou'lined for the degree must be completed.

All programs renn t tasl: 30 semester hours of credit and

nt- least 15 or tl.! credixs must be earned in residence on the

UW-Stout C1MOUS.

At least 15 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 graduate Council but will be granted only in unusual cir-

cumstances.

4. To earn a master's degree requires that the student spend at

least two sessions or one semester on campus as a full-time

student (minimum of 6 credits per summer or P. 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 Status. 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

grade point average in the last two years of undergraduate work. Full status

miv be changed to probationary status iF a student fails to maintain a 3.0

grade point average in his first term.

Probat lonary st at us ins granted t o applicants seeking a degree if they

have an undergraduat 0 grade point average less t han 2.75 but nut less than

2.25. A probationary student may be dropped if he fal Is to earn a 3.0

average in his first term.

Provisional status is granted to applicants seeking a degree if they

meet the grade point requiremJnt 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 -rho are not seeking

a degree. Included in this group are graduate students from another college

who are attending the University of Wisconsin-Stout Graduate 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 a full Load to complete bachelors degree work andwho desire to take graduate work. Such students must have 2.75 grade
p,,int averages and statements from their undergraduate major advisers
th,AL they will complete their bachelors degree work in that term. The
froal credit load of undergraduate and graduate course work is limited to15 -semester hours.

Transfer Credits. The Graduate College will accept for transfer to
a degree program up to 9 semester credits of approved graduate work takenfrom 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 degreerequirements. All credit to be transferred must have been taken no morethan five years previous to admission to the degree v7ogram 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

1. Students interested in auditing courses must receive prior approval from
the instructor of the class.

2. Ptil 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 audited.

4. It is the responsibility of the student to inform the instructor and
the 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 yver 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.
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who require less than a full load to complete bachelors degree work and
who desire to take graduate work. Such students 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 to15 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 morethan 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

1. 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 audited.

4. It is the responsibility of the student to inform the instructor and
the 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.
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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.

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 Sat_ urday 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 II-B-19) and reports received from individuals
not covered by these regulations.
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REPOWI 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

fry, thy: Board of Regents 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.

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 he

composed of reports required by Workmen's Compensation regulations, (refer

to Workmen's Compensation II-B-19) and reports received from individuals
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Review of the following terms will clarify the procedure for reporting
student-visitor campus accidents.

Student - An individual who is currently enrolled in a credit or
non-credit course at University of Wisconsin-Stout.

Student Assistant - Student employees 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
medical attention, i.e., first aid from staff, nurse or doctor,
And occurs within the Campus Limits or at University supervised
events.

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-
spective administrative officer, i.e., supervisor, dean, or assistant
chancellor, and the Campus Safety Coordinator within 12 hours of
:111 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 personal,
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 he 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 course 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 week.

If the work is taken in a nine-week period instead 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 asix week period, the time
spent would be tripled.
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PiRPOSE AND REQUIREMENTS

THE PURPOSE 0, STUDENT TEACHING IS TO GIVE THOSE PREPARING TO SE
TEACHERS PRACTICAL EXPERIENCE WITH THE OUTIE8 AND PROBLEMS THEY WILL EN-
COUNTER. PROSPECTIVE TEACHERS ARE GIVEN CLOSELY SUPERVISED EXPERIENCE. IN

TEACHING SO THEY MAY HAVE OPPORTUNITIES TO PUT INTO PRACTICE THE THEORIES
AND SKILLS LEARNED IN UNIVERSITY CLASSES. IN ADDITION, THEY OBSERVE THE
WHOLE SCHOOL IN OPERATION AND GAIN SOME KNOWLEDGE OF ROUTINE PRACTICES IN
A SECONDARY SCHOOL AS WELL AS AN UNDERSTANDING OF THE RESPONSIBILITIES OF
TEACHERS IN COMMUNITY LIRE.

PRIOR TO ENROLLMENT, EACH PERSON MUST SUBMIT A COMPLETED APPLICATION
FORM FOR ENTRANCE INTO THE STUDENT TEACHING PROGRAM. IN ORDER TO BE
ACCEPTED, THE CANDIDATE MUST HAVE APPROVAL FROM THE UNIVERSITY DEPARTMENTS
OF HEALTH, ENGLISH, AND SPEECH, AND AN OVERALL GRADE POINT AVERAGE OF

TRIPLICATE COPIES ARE COMPLETED AND FILED IN THE OFFICES OF THE
Asst.Chancellor ROR STUDENT SERVICES, DEAN OF THE SCHOOL OF EDUCATION, AND
HEAD OF THE DEPARTMENT CONCERNED.

THE uUN1OR 'EAR EXPERIENCE*

TOR MAJORS IN TEACHER EDUCATION, STUDENT TEACHING DURING THE JUNIOR
/EAR IS PROVIDED AS A PART OF A COURSE TITLED INTRODUCTION TO TEACHING.
Td's IS ESSENTIALLY A METHODS COURSE IN WHICH ACTUAL TEACHING IS OBSERVED
AND PRACTICED IN THE MENOMON I E ..)P,. -SR. HIGH SCHOOL. STUDENTS ARE ASSIGNED
TO SPECi-I', LABORATORIES FOR THESE PROFESSIONAL EXPERIENCES BY THOSE
VERSITY STAFF MEMBERS RESPONSIBLE FOR TEACHING THE RESPECTIVE COURSES.
THE ACTUAL SUPERVISION OF THESE STUDENTS 18 CARRIED ON BY THE MENOMONIE
SECONDARY SCHOOL STAFF WITH THE UNIVERSITY STAFF SERVING AS COORDINATORS.
N ADDITION, INDIVIDUAL VIDEO TAPE RECORDED LESSONS ARE OBSERVED AND

EVALUATED.

THE SENtOR PROFESSIONAL SEMESTER*

iN THE SENIOR YEAR STUDENT TEACHING IS PROVIDED AS ONE-HALF OF A PRO-
--ESSIONAL SEMESTER BLOCK. DURING THE FIRST QUARTER OF THE SEMESTER, THE
STUDENTS ARE ENROLLED IN COURSES DEALING WITH THE PHILOSOPHY OF THEIR
SPECIAL SUBJECT, OBJECTIVES, CONTENT SELECTION AND ARRANGEMENT, EVALUATION
OF STUDENT ACHIEVEMENT, LABORATORY MANAGEMENT AND GUIDANCE. IN THE SECOND
:1.JRTET, Or THE SEMESTER THEY ARE ASSIGNED TO AN OFF-CAMPUS CENTER WHERE
THEY WO-RK IN A LIVE-TEACHING SITUATION UNDER THE SUPERVISION OF BOTH THE

*VARIATIONS OC iN THE TEACHER ED.:CATION PROGRAMS IN AMERICAN iNC)STRY,
ART ED.,-;-7.0% AND ,'RE- SCHOOL EDUCATION.
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HIGH SCHOOL GOGPERATiNG TEACHER AND THE UNIVERSITY SUPERVISOR (=DR A
PERIOD 0, EIGHT WI-LKS. :)NE: WEEK CL THE SECOND QUARIER Is SPENI IN OklIN-
IAlION TO THI AND IN A iOLLOW-DP SEMINAR At THE GoNc:Lusion.
JruoF_Nrs ARE. 6RANTLD 8tVEN ro NINE SLMESTER HOUR8 CREDIT FOR THE FIRS!
'.!JARTER'S wORK fli_PrNDING ON THE NUMBER 01- COURSES TAKEN AND EIGHT sEmLsrER
HOURS CREDIT FOR THE OFF-CAMPUS TEACHING ASSIGNMENT.

UNIVERSITY COUNSELING CENTER

STATEMENT Or PURPOSE

THE UNIVERSITY COUNSELING CENTER IS ONE FACET OF THE OVERALL STUDENT
PERSONNEL PROGRAM TO HELP EACH STUDENT DERIVE THE MAXIMUM BENEFIT FROM
HIS JNIVERSITY CAREER, AND DEVELOP TO THE FULL LIMIT OF HIS OR HER
POTENTIAL.

S--RVICES

COUNSELING, GUIDANCE, AND TESTING ARE AVAILABLE ON A FULL TIME BASIS
TO ASSIST STUDENTS WITH PROBLEMS CLASSIFIED INTO THE FOLLOWING THREE
GENERAL AREAS: VOCATIONAL, EDUCATIONAL, AND PERSONAL-80CIAL. A WIDE
ARRAY Or EVALUATIVE INSTRUMENTS AND GUIDANCE MATERIALS ARE MAINTAINED TO
ASSIST IN THIS PROCESS.

T IS IMPORTANT TO NOTE THAT STUDENTS NEED NOT BE EXPERIENCING EX-
TENSIVE OR PROLONGED DIFFICULTIES IN ORDER TO BE ELIGIBLE TO RECEIVE
ASSISTANCE. THE PROBLEM MAY BE TRANSIENT AND REQUIRE ONLY BRIEF COUNSEL-
ING OR GUIDANCE. THERE MAY BE No PARTICULAR PROBLEM, BUT ONLY A DESIRE
FOR SPECIFIC INFORMATION WHICH CAN BEST BE OBTAINED AT THE COUNSELING
CENTER.

THE STAFF OF THE COUNSELING CENTER ALSO STANDS READY TO ASSIST
,CuLTY AND RESIDENT ASSISTANTS TO MEET STUDENT NEEDS IN ANY WAN, POSSIBLE.
fACuLTY AND RESIDENT ASSISTANTS ARE WELCOME TO CALL OR VISIT STAFF MEMBERS

RELATION TO ANY PROBLEM INVOLVING STUDENTS.

PERSONNEL AND RESOURCES

THE STAFF c:), THE COUNSELING CENTER CONSISTS OF PSYCHOLOGISTS SPECIAL-
IZED IN RENDERING EDUCATIONAL, VOCATIONAL, AND PERSONAL COUNSELING AND IN
DIAGNOSTIC EVALUATION OF STUDENT PROBLEMS.

THE 'COUNSELING CENTER HAS THE FOLLOWING SOURCES AVAILABLE FOR
ASSISTANCE OR REIERRAL OF STUDENTS.

3.

THE JNIVERSITY HEALTH SERVICE

:\OPTHWEST PSYCHIATRIC _,L- I N I C-- AU :;LA I RE

EAU CLAIRE COUNTY GUIDANCE CLINIC--EAU CLAIRE

TRI-:OUNTY MENTAL HEALTH .2.1-INIC--BALDWIN
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A LIST OF MENTAL HEALTH CLINICS IN WISCONSIN IS ALSO MAINTAINED FOR
/SE IN REi ERRING STUDENTS, IN SPECIAL SITUATIONS, TO CLINICS NEARER THEIR
HOMES.

REE ERRAL TO THE UNIVERSITY ;;OUNSLLING UENTLR

SUCCESS IN HELPING STUDENTS DEPENDS UPON THE PRESENCE OF TWO ESSENTIAL
ELEMENTS. THERE MUST BE A RECOGNITION BY THE STUDENT THAT HE HAS A PROBLEM
AND THERE MUST BE A DESIRE TO SEEK ASSISTANCE. ENCOURAGEMENT BY FACULTY
MEMBERS OR RESIDENT ASSISTANTS TO USE THE COUNSELING SERVICES OFTEN GIVES
THE STUDENT THE INCENTIVE HE NEEDS TO ACCEPT ASSISTANCE.

WHOM TO REFER. STUDENTS THOUGHT OR KNOWN TO HAVE A VOCATIONAL,
EDUCATIONAL, OR PERSONAL-SOCIAL PROBLEM MAY BENEFIT BY REFERRAL TO THE
COuNSELING :ENTER. EXAMPLES OF SIGNS SIGNIFYING PROBLEMS IN THESE AREAS
ARE AS FOLLOWS:

1. VOCATIONAL DROBLEMS: CONSTANT CHANGE OF VOCATIONAL GOALS; EX-
TENSIVE SEEKING OR VOCATIONAL INFORMATION IN DIFFERENT AREAS
WITHOUT APPARENT INTEREST IN ANY AREA; EXTENSIVE COMPLAINTS
ABOUT COURSES IN MAJOR OR MINOR AREAS; APPARENT LACK OR INTEREST
OR MOTIVATION IN SUBJECT MATTER OF CHOSEN FIELD OF STUDY; DIFI-
CuL TY IN MAJOR AREA OF STUDY WITH HIGHER GRADES IN ANOTHER AREA
OF STUDY.

t. 'ZDJ7.ATIONAL PROBLEMS: FUNCTIONING BELOW STUDENT'S PC;ENTiAL;
GRADES FALLING BELOW PREVIOUS LEVEL; CONSTANT FLUCTUATION IN
GRADE LEVEL; POOR STUDY-HABITS AS POOR ABILITY TO TAKE CLASSROOM
NOTES, TO TAKE TEXTBOOK NOTES, TO TAKE EXAMS, TO ORGANIZE MATERIAL.

3. PERSONAL-SOCIAL PROBLEMS: POOR MOTIVATION; INABILITY TO PAY
ATTENTION TO CLASS LECTURES; LACK OF PERSONAL FRIENDS, INABILiTY
TO RELATE ADEQUATELY TO PEERS OR ADULTS; EXTREME SHYNESS; FEARFUL-
NESS OR SELF - CONSCIOUSNESS; QUARRELSOME BEHAVIOR; CONSTANT VOICING
OR PROBLEMS TO OTHERS; CONSTANT SEEKING OF APPROVAL FROM OTHERS;
CONSTANT SELF-ABASEMENT; EXTENSIVE DAYDREAMING.

TO R To REFER STUDENTS TO THE COUNSELING CENTER USE THE
FOLLO::ING PROCEDURE:

13UNSEL:ND THE STUDENT: IT IS DESIRABLE THAT i-ACULTY MEMBERS OR
RESIDENT ASSISTANTS, WHO INTEND TO REFER A STUDENT, FIRST COuNSEL
THE STUDENT CONCERNING REFERRAL. THE PURPOSE FOR THIS COUNSEL IS
To HELP THE STUDENT SEE HOW THE COUNSELING CENTER GAN ASSIST IN
THE SOLUTION HIS OR HER PARTICULAR PROBLEM. SOME STUDENTS ARE
RESISTANT 70 SEEKING PROFESSIONAL COUNSELING BECAUSE THEY EQUATE
THIS HELP WITH BEING SERIOUSLY DISTURBED. THESE STUDENTS SHOULD
BE ASSURED THAT THE COUNSELING CENTER'S PURPOSE IS TO SERVE THE
ENTIRE STUDENT BODY WITH ANY PROBLEM OR QUESTION RELATING TO
VOCATIONAL, EDUCAT:OWL OR PERSONAL-SOCIAL MATTERS.

ANY F.A7.J....TY MEMBER OR RESIDENT ASSISTANT WHO DESIRES ADVICE
ON HOW TO APPROACH A PARTICULAR STUDENT ABOUT REFERRAL MAY FIRST
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call the Cothtseiing Center. It 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.

Feed-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 office
hours.
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PROCEDURE FOR WITHDRAWAL FROM UW-STOLT

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.

6. Visit the Business Office for their clearance.

7. Return S.S. 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 100% 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
week 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

Ste..ents are encouraged to obtain part of their college education off
the Menomonie Campus by means of the Field Experience Program. This program
allows a student to receive educational benefit and credit for off-campus
experiences related to his or her academic major. This experience is then
coordiJated with classroom studies by means of group seminars, written
reports, supervisor's evaluation, and field visitation.

Coordindted Field Experience courses are available to students in
practically all majors offered at Stout. Lists of potential employers
llog with other guidance aids to finding and securing educationally
Deneficial off-campus experiences are available. Most students use the
summer to obtain their Field Experience but this is not the only time Ccijs
program is available.
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Two credits are given for the learning achieved while the student isworking each eight week period or approximately 320 hours on a part timebasis. A student may repeat this experience for credit in most majors.However, each subsequent experience must be in a different environment orbe in a different or more responsible position. Some student choose (0take several different types of field experience with the same organizationas part of a continuing cooperative education program while others taketheir field experiences with different organizations and in differentlocalities 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 act. 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:

I. 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 reques and determine whether to
delete or alter the information as requested

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.

C. 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. released to authorized representatives of government agencies
in connection with an audit or evaluation of federally supported
education programs;

c. released 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 transfer,

b. send the student a copy of the record (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:

a. secures 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 eo the
students, or

c. Job placement offices may continue to provide student
information to prospective employers under signed student
Authori7nrions. Jr is 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 permanently 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.

D. The cusdian should take immediate steps to maintain the confidentiality
of any documerts given to him in confidence concerning any student
p_endinl further clarification of this area from HEW. in the interim,
all confidential materials should be removed from the files bein
reviewed.

PROCEDURES FOR TESTING OUT OF COURSES
(Effective Sera. I, 1975-76)

A. GENERAL POLICIES

1. A student seeking credit at UW-Stout by test-out procedure must be a
legitimately enrolled (registered) student at Stout before initiating
and attempting to test-out for credit.

2. Students seeking credits 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 deterrdned by the examining committee on an individual basis.

3. Students seeking credits for courses will receive the credit normally
awarded 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.

4. The process and method of determining and recording credits earned
through a trade examination (for trade epxerience) are outlined in
the university catalog.

B. 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.

2. The decision to permit a student to test-out of a course housed 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. Tho department will designate who wiii determine the melj,7,d used
testing the student out of a course housed in the department, selecting
one or a combination of any of the following methods:

a. Written examination
b. Oral examination
c. Performance evaluation (practical exam)
d. Examination of completed work and/or records presented and defended

by the student

S. The department will approve all credits awarded to individuals through
the test-out of courses housed 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 $5 charge for each course in which the student intends to test-
out, to be credited to the Registrar's Office to cover the cost
of handling the necessary record keeping.

b. A SS charge per credit attempted to be credited to the department
in which the course is housed to cover the cost of the adminis-
tration of the test.

2. Credits by Trade Examination:

Foes for trade examinations cannot be pre-set in terms of credits attempted.
Instead, the following is recommended:

a. An application fee of $25 will be charged before arrangements will
be made for the examinations. Of this, $5 will be credited to the
Registrar's Office for necessary record keeping. The remaining
S20 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 charge of S5 per credit awarded beyond four (4) credits to be
made after completion of the examination, such credits to be deter-
mined by the examination committee. The monie 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 40Z 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
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 number of freshmen attempting to establish eligibility to
enter the University in r.he '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 summer session enrollment usually represents over 30 states, the
District of Columbia, several provinces of Canada, and some foreign countries.

Mod Summer Schedule*

2!

2j 31

24, 2

8

31 2

3

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 five week
sessions begin and end.
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STOU".: UN. VA= ALUMNI ASSOCIATIO AND FOUNDATION

STOUT ALUMNI ASSOCIATION

There has been an active Stout Alumni. Association since 1934 and the
organization has grown rapidly in the past two decades. Its purpose Is to
advance the interests, influence, and efficiency of UW-Stout and to strengthen
the connection between the members and their alma mater. Alumni are located
in every state of the Union and in many foreign countries. Successful alumni
groups are organized in many of the larger cities and these groups meet regu-
larly for social and educational activities.

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 scholar-
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 loyalty and are one of Stout's best
sources for 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 meet
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 trough which larger gifts (gifts in kind,
securities, and monies) may be sought from selected sources
of support.

3. Consult witn the Administration concerning long-range needs
and plans which may be supported by private sources.

4. Assist in interpreting the University's plans, needs, and
problems to the community, state, and nation.

5. Enlist leadership for general support of the University and
for assistance in supporting approved projects.

6. Encourage alumni and friends of the University--by appealing to
their sense of loyalty and dedication--to contribute to the
Foundation and 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,
foundation, or business firm for the purpose of obtaining financial support
for a university program.
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R. ACADINIC STAFF RULES: COVERAGE AND DELEGATION

See ittached pamphlet.
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UNIVERSITY OF WISCONSIN SYSTEM 33

Chapter UWS 9

ACADEMIC STAFF RULES: COVERAGE AND
DELEGATION

UWS 9.01 Coverage t WS 9.02 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. October, 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. Scats., 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. No. 2:38, eff. 11-1-75.

Register, October, 1975. No. 238
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Chapter UWS 10

ACADEMIC STAFF APPOINTMENTS

UWS 10.01 Types of appointments UWS 10.04 Nonrenewel of probationary
UWS 10.02 Recruitment and letter of academic staff appointments

appointment UWS 10.05 Notice
UWS 10.03 Appointments 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
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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 appointments 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 granted 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.

HIetory: Cr. Register. October. 1975, No. 238, elf. I I - I -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, No. 238
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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
law; 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. 238, eff. 11-1-75.

UWS 10.05 Notice. (1) NOTICE !Talons. 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.

Register, October, 1975, No 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 mAmbers 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.

Register. October. 1975. No. 238
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Chapter UWS I I

DISMISSAL OF ACADEMIC STAFF FOR CAUSE

UWS 11.01 Dismissal for cause-indefinite. 1IWS 11.08 Suspension from duties
academic staff appointments UWS 11.09 Date of dismissal

UWS 11.02 Responsibility for charges (1WS 11.10 Hoard review
UWS 11.03 Hearing body UWS 11.11 Dismissal for cause -fixed
UWS 11.04 Hearing term or probationary aca-
UWS 11.05 Adequate due process demic staff appointments
UWS 11.06 Procedural guarantees UWS 11.12 Dismissal for cause - leaching
UWS 11.07 Recommendations: To the

chancellor
members of the academic
staff

UWS 11.01 Dismissal for cause-indefinite academic staff
appointments. (1) A member of the academic staff holding an
indefinite appointment may be dismissed only for just cause under
sections UWS 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 chapter 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.
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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. October. 1975. No. 238. eft. 11-1-75.

UWS 11.03 Hearing body. (I) 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
1,iirsuant to the provisions of chapter UWS 11.

History: Cr Register, October, 1975. N. 238. off. 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: Cr. Register, October, 1975, No. 238. 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 he heard in his or her defense;

(c) A right to counsel and/or other representative, and to offer
witnesses;

(d) a right to confront and cross-examine adverse witnesses;

(e) A verbatim 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;
Register. October, 1975, No. 238
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(g) Admissibility of evidence governed by section 227.10, Wis.
Stats.

History: Cr. Register, October, 1975. No. 238. elf. 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. 2:18, elf. I I -1 -7r,
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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 s tbstantial 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: Cr 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: Cr. !leiroder. 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. Stets., Open Meeting Law.) All decisions of
the board, whether after review on the record or after oral argument,
shall be expressed in writing and shall indicate the basis for such
decision.

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
Register, October, 1975, No. 238
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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
opportunity 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 appeal 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
provide that dismissal for cause of a member of the academic staff
having 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
make such provisions, dismissal for cause shall be made pursuant to
UWS 11.11.

Ifistory: Cr. Register, October, 1975, No. 238, eff. 11-1-75.
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Chapter UWS 12

LAYOFF OF ACADEMIC STAFF FOR REASONS OF
BUDGET OR PROGRAM

UWS 12.01 General UWS 12.07 Layoff status
VIA'S 12.02 I.ayi4T UWS 12.08 Alternative employment
UWS 12.03 Individual It decidon UWS 12.09 Reappointment rights
()WS 12.04 Hearing body UWS 12.10 Retention of salty

1 WS

VIA'S

12115

12i6

Review and hearing for in-
deludte appoint ment,
Review for fixed term and
probationary tie/1(4'111k' daft'
member+

UWS 12.11 Rights of academic staff
memhers on layoff

UWS 12.01 General. Notwithstanding 36.15, Wis. Scats., and UWS
10 and I I, the chancellor of each institution or his/her designee may
layoff a member of the academic staff holding an indefinite
appointment, or may layoff a member of the academic staff holding
either a fixed term or a probationary appointment prior to the end of
the appointment period, when stir!' 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 chancellor 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,
even if for financial reasons, is not a layoff for reasons of program or
budget.

History: Cr. Register, October, 1975, No. 2:18, 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
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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. 2:18. elf. II-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. elf. 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, ell. 11-1.75.

UWS 12.. "5 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 he 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 layoff 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. 1975. No. 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) Admissibility of evidence governed by 227.10, Wis. Stats.;

(g) The hearing shall be closed unless the staff member whose
position is to he 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 wlich 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 he 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 actions which are consistent
with an appropriate professional code of ethics;

(b) Employment practices prescribed by applicable state or federal
law; or

(c) 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 bearing 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, P.)75, 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
decision 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 tide 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 chancellor shall review the matter, decide
whether the staff member should he laid off, and notify the hearing
body and academic staff member of the decision. This decision shall
he 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!I 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: Cr Register, October, 1975, No 238, eff. 11-1-75.

UWS 12.07 Layoff status. (1) An academic staff member whose
position has been eliminated according 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 staff 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.
Hi.tory: Cr. Register, October. 1975, No. 238, eff. 11-1-75.

UW41 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 operation& 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 system.

History: 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. Scats., 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, No, 238
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require, as to his/her location, employment sr ,.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. 2:38, 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. 238
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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 seriou 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.

History: Cr. Register. October. 1975. No. 238. eff. 11-1-75.

Register. October. 1975. No. 2:38
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Chapter UWS 14

OUTSIDE ACTIVITIES

UWS 14.01 Outside 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
procedures shall be designed to encourage appropriate participation
by academic staff members in public service or endeavors related to
their fields of interest while ensuring adequate attention to all normal
university 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. Stets., 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
procedures for such appointments shall be determined as appropriate
by 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. October. 1975, N... 238. eff. 11.1-75.

Register, Octoher, 1975. N. 238
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Chapter UWS 8

FACULTY/ACADEMIC STAFF CODE OF ETHICS

I 'WS KW Declaration of polio}
l!WS 8.(12 1)e r init ions
1.1W5 8.0:1 Conflicts of in terest
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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, thoir 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:

I. 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 unavoidable in 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 and/or investment conflicts with the
specific provisions of this code of ethics.

Illistory: 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.
(c) "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) "Chancellor" means the chief executive officer of a four-year
institution, the center system and university extension, or an
equivalent title.

(1) "Dean" means the executive head of a college or division and
center system 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
appointments, that are primarily associated with higher education
institutions or their administration.

(i) "Immediate Family" means any individual related to a member
of the faculty 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 he considered "Contracting Personnel" only if so
designated by the chancellor of his/her institution and notified in
writing of the designation.

History: l'r Register. June. 11475, No 211.1, ell. 7 1 75.

UWS 8.03 Conflicts of interest. (I) (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.

(b) 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. Id be influenced thereby.

(c) 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
Regmer. June. 1975. No. 2 :34
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that is obtained from university records or in the course of official
university business and is not ateilAle 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.

(f) No members of the faculty or academic staff or members of
their immediate families and no business 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 academic 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, ir, b) assign the
matter to another member of the faculty or academic staff who does
not have a possible conflict of interest.

History: rr Register. June. 1975, No 234, 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 2:14
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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 shall be

submitted to the appropriate chancellor; where the complaint is

against a faculty member, the chancellor shall proceed under the rules

adopted by his institution pursuant to UWS faculty 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 adopted

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: ('r. Register. June, 1975, No. 2:14, eff. 7-175.

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. 234, eff. 7-1.75.

Register, June, 1975. No. 234
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ITh.c.)(1.DUT:LS FOR IMPORT TNG CI.iT TN- EINT

Rationale: Based on Central Ael,,n,sration requirements and local
property insurance and liability factors, all "gifts-in-kind" received
by the university must be ,rted. To assure compliance with this
requirement, this reporting form is to be'completed by the recipient
and forwarded to 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 resolution 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.

II. 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. Identify the donor of the gift(s) and also the date received. It is
important that a specific person be identified so that the proper
acknowledgement can be generated 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 he obtained upon request from the Director of CREI.
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I. Division:

UNIVERSITY OF WISCONSIN-STOUT

"Gifts-In-Kind" Report Form

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):

Approximate Market Value (for insurance and/or inventory purposes* - $ value
will not be reported to the Regents): $

*Property control report must be co T -leted and forwarded to the Property
Control Officer.

VI. Distribution: Director of CRE1
--copies will be forw.irded t.
Department Chairperscn
Property Control Office'
Dean's Office
Vice Chancellor or iThsi:;tant Chancellor

Chancellor
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