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. / » 1975-1976 Academic Calendar : ' |

} . \ . . .
FALL SEMESTER - ' . -

Student Registration August 21 - September 3

Classes Begin September 4 (Thursday)

- . ‘
/ ’ ‘

Thanksgiving Recess _ " November- 27, 28
Classes End . - December 19 (Friday)
. First Quartér Student Teaching \ Septemger 4 - October 24
First Quatter Courses September 4 -»Octobgr 24
v -
Second Quarter Stuaent Teaching October 27 = De;ember 19)
} " Second Quarter Courses o ) ' October 27 - December 19

[

SPRING SEMESTER : ‘

Student Registrationp January 5 - 14

L} s - -

Classes Begin i January 15 (Thursday) : .
* ‘ Spring Recess . March 22 - 26 : T J
a ) y . )
. Classes End May %i&lfgiday) . . o~
. , N
Commencement May 26 (Wednesday).
i ) A 4 ' . . !
Third Quarter Student Teaching . January 15 - March 19
' Xk :
. Third Quarter” Cqurses § January 15 - March 19 . h
. N 2 .
. Fourth Quarter Student Teaching ., “March 22 -~ May 2}
Fourth Quarter Courses . MaJLh.ZQ = May 21 .
- &
~ -
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.non-reappointment not later than March 1.

f|.

\ . . : h ' ‘ v
< ~° - . ACADEMIC AFFAIRS

DEADLINES

o
.

. v
The Office for Academic Affairs %s_responsible for all matters pertaining
to instruction, curricula, faculty recruitment, and academic planning.

AN

»

New Programs, C

All revisions,in undergraduate programs and courses5; and all new coursds
for September, 1976, must be ‘submitted to deans and directoxrs before

October 1, 1975, All proposed major programs for .September, 197%, must’
be submitted to deans and directoré before April 15, 1976. -

¢

Reappoiﬂtment 'S

First year facultVy members are informed, in writing, of reappoinfment or
€

Second year faculty members are informed, in writing, of reappointment
Oor non-reappointment to a'third year by December 15; they are informed
of reappointment or non-reappointmeit to a fourth year by June 30.'of
theit second year; faciéfy member,s are informed of reappointment or non-
reappointment to agfifth and sixth year by Jung 30 of Fheir third and
fourth years, respectively. Y

. ‘ S -
Other Deadlines

-

A codﬁlqge schedule of deadlines will be distributed-shortly after the

beginning of the Fall Semester. ‘o
7
\

COURSE NUMBERING

The listings jconsist of a 3-digit alpha code for All.existing subject
fields, an& % 3-digit number code distinguishing course levels. The
system is explained in detail on page 31 of the college bulletin.




Aruitoxt provided by Eic:

“conflicting enaagements is generally handled informally between student

LS . . . ) .

. - . . ‘)
] . 3 e

- EXAMINATIONS

-,

Exams are scheduled by the 1ndiv1dua1 instructor durlng the regular 75
minutes clasg periopd(s). Department chairmen have urged, as a guideline,
that final exams not contribute to more than one-third of the total
semester grade. .Students are privi}ebed to review all graded \term papers, ..
short papers, reports, téests and final exams. Graded. work should be kept ‘o, ’
for at lgast one scdmester for this purpose. . .

. ! .
An 1nstr6(t0r should oxpert to be informed by any student who ‘misses a -
tlnal examination because of an emergency situation. Upon notification
by the student, the department chairman, or %the Academic Affairs Office
wilt inform the instructor if the student cannot do so personally. The .
instructor may request documentation: of - justifiable absence before pro-
viding make-up drrangements.

&
. STUDENT ABSENCES v

-

Absence from class because &f illness, urgent personal reasons, or

afid in§tructor3 Instructoxs and students should notify the Studeny
Development Office (Dean of Students) when a situation prevails in which

¢ontinued or prolonged absencé will affect a student's academic _progress.
' AN i

A student who misses a final examination for an excusable reason must

make arrangements with his instructor to reschedule the final examlnatlon,
or he will receive a grade ottt F therein.
4
FIELD TRIPS
oo o .
Academilc programs may requilre olt-<ampus work or IlPld trips. Arrangements
mu-t be made ten days in advance.  lLegal responsibility requires clearance
in advance by the Office of Academic Affairs.
. ' ! ~
Guidelines ‘ - D/\
‘ )
1. Whenever possible, athletfocvents should be scheduled at night and
on 1satur(iays.
2 le department «hmrman must approve .111 field trlgs f;ponsored by N
aculty of hi« department., . . &
3.7 A1l trips must be scheduled ten days in advance.
N ' T

4. No students will be admimistratively excused within two weeks T;:?foro
the end of classes.,

- -

5. A student who misscs a class in order to participate in a regularly
scheduled colleage athletic event is entitled to an administrative \
excuse.,  I'm such cascs, the student should be provided the opportunity
to make-up, without penalty, ahy work or tests that were missed. The
student should initiate the arrangement, and it should then be to the '
mutual satisfaction of instructor and ssudent,, '

q. 4




Procedures | . . . .

ﬁL‘i-The Faculty member must provide to the &fflce of Academlc Affairs a
list of names of all ficld trip participants at least six days in
advance. A form for the list is available in the Office of Academic -

Affairs.

2 Ordinarily, class absence répor%s will-not be issued; hdwever,
instructors may spec1{1ca11y request individual students to obtain
- absence reports from the Office of Academic Affairs.

3. Within ten days of the field g&%p, the faculty member should give
to his dean or d1rector three copies of the Field Trip Request and/

A or Application which is available from his department chairman, or
L from the Academi¢c Affairs Office. - (for use of bus) One copy will
be returned immediatedy with approval or comments. -

. ,

4. Just before a bus leaveq the campus, the faculty member must leavée
with the Academic Affaits Office any deletions or additions of names.
so that the college knows of every student 1nvolved, in case of

emergency. . . ‘\ . .

» .
Bug'Trlp Costs .

Bus trips will be arrariged with the Dircctor of Business Serv1ces
Transportation costs will be charged against the mateglals and sﬁpplles
allocation for the dvpartmont requesting the bus, excepY in, cases where .
students will bear the transportatior expenses..

-

l .
'GRADES 2
— . ;. "
A h )
’ The criteria for determining the final grade must be clearly explained é? .

and presented in writing by the Rrof@qqor to each rlass section at the
opening of thg.semvater. . .

. -
LI

A * .
Each instructor is responsible for the grades he givé? An effective

gradlng system is one in which the grades of all instructors carry
approxlmataly he same meaning. )

* Academic standing is reported by the use of the following symbols:

- Excellent g JINC = Incomplete Work

A
B = Good ) ¥ WP - Withdrawn from courqe,‘Passing
C - Fair . WU, WF - Withdrawn from course, Failing
D - Poor ' WD - Left College ' -
. F - Failure CR - Requirement met by exam
j P + Passed Satisfactory IP -~ In progress : -
) U - Unsatisfactory , . -

o : "

[1{“:( N -3

Aruitoxt provided by Eic:
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Aruitoxt provided by Eic:

- * : .
‘Incomplete grades a;; granted only glr evidenced illness or other serious

.

™~
Incompletes .

!

v

problems. Incompleta grades should not be given 4o a student who wishes .
to avoid a failing grade or who, through negligence, has not turned in .

‘work or taken exams. The student is responsible for contacting the

faculty member regarding the completion of course work and meeting the
deadline date. ' .

' 4
Failure to complete the course work by.the deadline means that the grade
of INC may be converted to the grade of F. '

The grading system is further outlined in the college catalog.

STUDENT COMPLAINTS AGAINST INSTRUCTORS
The foliowing structure for processing student comp}aints against in-
structors shall replace the present policy (Feb. 13, 1974, Senate’
Resolution) on or before November 1, 1974: ’ -

I. Each department may establish its own complaint procedure
and committee, preferably with student members. The -
procedure shall be posted on a department bulletin board
‘accessible to students and faculty members, and copies
shall be sent to: The Student Affairs and Faculty Affairs -
Councils of ‘the Faculty Senate, the bargaining unit, the
Dean of Students, the SGA Executive Board, and the appro-
priate Dean or Director. Y

IT. Each school or division shall establish a procedure and :

committee for appeal of complainfs, and a procedure for
? selecting faculty for an Appeals Panel, follpwing these
guidelines: ' ~
A. At least six faculty members, including at .
least one from each department in the school
or division, shall be elected to the banel,
from which three are to be drawn bh lot, either
annually or for each appeal heard. Annually,

’ oné. panel member shall be designated to receive
appeals. For cach-.appeal, one faculty member
from the department involved shall also sit on
the committee. A faculty member involved in thi\

- appeal shall not sit on the committee hearing

that appeal. ,

' f o= : ] i
B. The SGA Executive Board shall choose an equal

.number of students for the school/division panels,

at least one from each department within the

school or division. From this pdnel three are to

be drawn by lot, either annually or for each appeal

heard. For cach appeal, one student from the de-

partment involved shald also sit on the committee.
* A student involved in the appeal shall not sit on
the committee hearing that appgal. ‘ P

— A

PR

-
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-

. N C. The Procegures for appeals shall be posted on

bulletin boards accessible to students and

faculty memBers, and copies shall be sent to:

the Student Affairstwand Faculty Affairs Councils

. of the Faculty Senate. The bargaining unit, the

/ Assistant to the. President for College Relations, .

. : : The Dean of Students, the SGA Executive Bdard,

. . ‘ and the appropriate Dean or Director. The pro-
cedures shall also be included in the faculty ©

\\ and studernt handbooks. ‘

I1i. The order of steps to be taken by a student having a complaint
against a faculty member shall be as follows. (If either
‘party is not satisfied with the decision at any step, appeal

may be made to the next step.) : ®
A.- Discussion with the faculty member. .
v B. Discussion with the chairperson of the department.
- C. Appeal to the departmental complaint committee, if any.
D. Appeal to the school or division complaint committee.
E. Appeal to tQp Dean of the school or djivision.
. F. Appcal to the

President of the college.
! s M e e
IV. The complaint and i%e proposed solution, from step B onward, shall
- be provided in writing t¢ all parties involved, to the chairperson,
and to the next group or person appealed to. Minutes shall be
kept at each step, and signed by all present. Hearings at each
step shall be held within three to seven days after the request
for hearing. ' ‘ \
' NOTE: 1In the interest of fairness} to all concerned, it is
recommended that complaints not be made public, and that legal
actions net be taken, until all steps and procedures have been
utilized. v

ACADEMIC DISHONESTY

-

: . 7 .
Principles by which the faculty are guided: -
. ' & . ’ ‘

1. It is assumed that students are sincere in their work toward a degree.

-2. Evaluation, whether in daily discussion, written assignf®nt, or
testing, should be regarded by the students and the® faculty as an
opportunity for self-evaluation and used by the faculty as a mean

. for/planning future work. ) , >

. -3, Students'. attempts to circumvent their own learning and the corfect
appraisal of their achievement by the faculty through substitugion
of borrowed facts and ideas (either on tests gr in any kind of written

or oral work) is in direct violation of the above. Both students and
faculty should provide whatever méyns-are necessary to insurk eithical
J behavior of th% students in their ily class work and eXamjinations. /

4




sl ,

| , , -,
v Specific Suggestlons to the faculty for the en00uragement of honest and .
, thoughtful performance of students: R . < .
S) P : A\‘// s
1. All class assignments should be clear. /T , ‘
» . \ .
2. Adequate time for preparation should be provided before examlnatlons.
3 'Tegts should be cg?nged annually and for different class sectlons if
they are scheduled at different times. , ‘ : .
—/ 4. AMtest materials should be safeguarded. ,
f"' : / -
a. Student assistants should not have access to these materials. -
b. Discarded copies should not be left in wast baskets. . ‘ -t
¢. Extreme care should be exerc1sed in storing examination materials.
. Experience has indicated that the faculty member's home is ‘the
safest Mace. ) \ ’ !
5. Adequate physical arrangements for examinations should be provided. ‘ -
o ’

Policies for disciplinary action for academic dishonpesty:
¥
- . .
. 1. Cases of students who are dishonest in their academic work should be
dealt with in a prompt and uniform manner. The College regards academic
dishonesty as seriously as it would any other kind of dishonesty.

2. The faculty member who suspects—ern has evidence of dishonesty .should A
first discuss the matter with the student or students involved. )

The faculty member should then discuss the, situation with the chairman
of his or her department. <

. L& I'd
-4. For the first-oftense of a student who seems to have madesa mistake in
practice, rather than been guilty of i tentlon, or in a case that clearly
warrants ,leniency, the faculty member and ajrman worxking together

may do one of the following: ' . , - .

a. Grade thce work im question '"zero" or '"failing'; ’

b. Allow the student to demonstrate that he can fulfill the
assignment through his own hanest effort if doing this WOuld
give him bencficial experience;

c. Averaqe the «vcond grade with the zero 1n dotermlnwgg the
' © student's final grade. "
X -7
. . The action should be reported to the appropriatewdean. - 9
. V ) . ' “
5. For a first offense.which seem, to be a clear case of cheating and ,
which does not seem to warrant leniency, the chairman of the department
. involved presents the case to the Admlnlstratlve Commlttee on Student
. Conduct. ., ) . _ -
~ o - ,
/
4
' ¢ ’ ‘ ,
. - A .
1 N ~
r - . _L - . p
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. , L / ) ’ . . \( v »
a. This committee will listen to the ev}dence presented by
the faculty memker, will give the student a hearing, and

will consider other related data.
Q.' If the committee concludes that the case‘goes not warrant

lenlency oy

. : T % o . ' -
T (1) The student will be excluded from further partlcipation - .
in class, and a grade of WF will be recorded; .
(2) he parents of all unmarried 5tudents under 21 will be

'Y

B - - fotified by the Dean of Student Devglopment Serviced;
T / . (3) The student will be referred to t Student Development.
' ' Divisioh for counseling; ’ <
/’ , - (4) The Dean of Studemt Dove}opmont Services will record L 'n
" . this action, . v N -

6. If academic dishonesty which warrants leniency is repeated,vthe case
v will be referred tb the Administrative Committec on Student Conduct. ‘
. . - . ’ . ‘_’\\
7. If academic dishonesty which does not warrant ‘lerdiency is repeated, .
. the case will be referred to the Administrative Committee on Student
Conduct which probably will recommend dismissal of thé student to : y
- the President, unless clear evidence is presented that a more lenient -
: action vwhnuld be taken. by ' ! .

FACULTY ADVISEMENT B .

~ N
Each stude has a faculty adivser from within ﬁjs major department. Advisers
are assign by the department (halrmvn. The chief activity of the faculty - ‘ .
- adviser is thaﬁ of assisting the student to select appropriate courses
during cath pre-reqgistration period, ir order that the student may- be assured 3
7 of meeting }oquiromonts while at the same time benefiting from the expertise
of the faculty member in reaard to recommended electives. It is expected
that advisers will meet stydents at times other than pre-registration for .
the purpose of becpming acquainted with each other and for counseling on
study methods. The adviser should be alert to personal or Qm9fiona1 Pprodb- .
e lems of the \dylsoeq as well and refer his adv1seeq to the proper resource |
on campus when necessary. .
The Office of Academic Advisement and Evaluation is the central agency for
assuring that departments assigp advisers and for maintaining the lists of
advisers. In addition, this office, in cohjunction with the Registrar's . - -
Office, supplies ‘the -academic inforsation to advisers which they will need ,
as the basis for their assistance to students xn.prv-rpglstratlon. Tﬁe E ’
Advisement Office creates and issues Control Sheets of Degree Roqu1romentq
to students, checks students records tfor proaress toward the degree beginring
. at she junior year, and Mheeks the rP(OrdH ot all applicants for graduation
in order to certify thejr eligibility.*

«

. w'
. s .
Some Suggested Procedures fob Advisers:

©

" . P . .' L
1. It is dedirable that cach adviser arranae to meet his advisees at least
once each semester other than pre-rdagistration advisement; whén ihformal-
| . - . . . [
- conversation and rapport may he facilitated. o
T

'

ERIC - € o .
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i B ‘ . . . . .
1T s . _ . - - . - T
‘ e . . LTt .\ . -
g 2. The viser. should equip higseif by a tho}ough study of OllCleS
. Qgﬁ quilip P 5
b *  procedures, andrcurrlculum requlrements ‘of his spec1f1c majof and

-dlstrlbutlon‘requlrements.‘ Study of ! the eatalog, mater1als suppiled

by ‘the Adv1sement OfflCe, and mater1a1s 1ncorporated in the Mas;g;xf
' Schedule are’ (see espec1a11y page one) the ‘resources to be used

. ~ 7 v = T
~ 3. Each advlser should ma1nta1n a folder ofilnformatlon relatlng to’his
v > 'adv1see.' Incorpbrated in the file my bé .information gleaned. from .
T the. student his grade geports, a copydbf the Control Sheet, especially

<L for upperelhssmen, and a record of conferences with the advlsee. Pro-
v1slon should bé mhade for forwardlng this flle'to future- adv1sers,

b _should the student thange his major program. A " }
. » N N “ i N
’ 4, Advisers should post office hours and be ava11able to advisees by N
. rapp01ntment : T ‘\_ - - '
— R . . . [N ~
zl . ', 9
\}\5. 'Some of the’ more frequent problems(encountered in (the academic areas
’ . are these. ¢ e ’ .
[N N L.

a. Inadequate study methods. ‘Some students'feel that putting in
,i. hours is the same as studying. ey need to be shqwn how to get
W - 1nformatlon from a text how to make notes, .when to do assign-

s ments. In any event, the average.student should plan to study ’
o, two hours out- of class. for each hour in class. Most students

' i are bewildered when a. faculty member tells them toa”study T
2 /" harder."" Show. ‘theii. how! X , .

Al .
N . \ Y
c

b. /Taklng a heavier load than can be handled 'Many,studentsvtake
: 717 or 18 s.h. oft work in a semester after 15 $.h. of below 2.00
*§§§~ 3%9 _ average in the previous semester. - The resulfs are almost always
0 ' unsatisfactory. The weak student can be adyised . to take a lighter
load; perhaps 12 to 14 s.h. (12 s.h. 1§&the minimum requirement
¥or classlfléatlon as a full- time student‘) iA student who is = °
N - currentlyycarrylng a 1load too heavy for him can lessen his load
: ’ - by w1thd;aw1ng from a course.by 'the deadlines announcéd in each
» . . Master Schedule. Some students will need’help to itcept\the
' ) _possibility that “they may need to take longer than four years to
o graduate.- .

c. Cont1nu1ng in an unsuitable major. A studeng'wishing to change
. ‘his ma jor  should discuss this with his adv1ser. A change of major
* . form is available in the Office of Academic Advisement and Evalu-
ation. _The form requires the s1gnature of the chairman accepting
. the student as well as that of the chaigman of the ‘departmént - -

r releasing the student. The steps should be taken in that order.
’ ! _Deadline dates must be cbseryed: October 30 for the Spring semester
- ) “and March‘30~for the Fall semestér e

b
{
"d. Negative attitudes toward work, college, professors, education,
- 'whiqh may or may not be based on fact. He needs a chance to air

these views withaqut fear of retributiorf -

* ) N -

e. Unrealistic expectations. Because of reater competlt;on in.
college,. students who were outstandln in llgh school are sometimes
devastated to discover that they cannot maltain the same gradeg. . ,\

. They should be helped to adjust their expectathns to the changed °
competitive situation. r ' .
ERIC - 15 B -
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. Unrealistic attitudes. Many
in college demands hard work.

students «are ndt aware that success
Others work hard on the wrong tasks.

" are listed in the college catalog.

Many marginal students mistakenly believe that it is possible tg

succeed while carrying a heavy load of act1v1t1es, long. hours of -
work, or a. very active social life. The adviser can assist.a
student in establlshlng his pr10r1t1es. , .
~ \
Abllity,»purpose, maturity. Although it is dlfflcuLt to 1nst111 a
desire to .learn; the adviser should be’ aware that most men and
A women who fail in college are not dedicated students., The adviser -
- ‘who encourages students to meet- the demands of the«college may
' save many from academic fallure“ In some cases, students lacking
~ a.- sense of. purpose or the ablylty to cope with demands of the

college education should be referred for professional counsellng.—

- .
N .

e 4 ’ STUDENT TEACHING

<

The following is the\s;%dent teaching require%ent fé?”the bachelor degrée
as approved by the State Board of Education:

.o _ V4
Graduation from a New Jersey college with a degree earned in a Q:ogram for
" the preparation of teachers 51gn1fles that the student has succe sfu%ly
completed -this currlculum an s recommended by the 1nst1tut10n for the
New Jersey teaching certlflcaxe.

\

Supervision by Faculty >

1Superv1sed student teachlng is included as one . of the requirements in all,

Prerequlsltes for admission to student teaching
It is recognized that students may per-
form successfully in the academic courses and still prove unable to berform
adequately in a teaching situatior. Unless the college has supervised this
teaching experience, i'ts lacks adequate basis for judging the candidate's
success and for grantihg the degree in teaching. The student teacher who

teacher education curricula.

.t

Q
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‘twice by the ‘appropriate education department. /

is 5uperv1sed by only one department will be visited a minimum of three
times. Students majoring in Endlish, Mathematics, Science or Social Studies
will be visited a minimum of four times, twice by the major department and

- L]

Supervisors of student teachers with fesponsibilities for preparing the final
evaluation are asked to submit the evaluation for each student supervised
within four weeks .following the close of the student teaching period. Students

‘:who are doing poorly in their student teachlng should be warned as early as
poss1b1e.

s . -4
To avoid excessive expense and time in the superv1s10n of the work of these
students, centers have been establlshed insofar as is possible within an
hour's ride from the college. Attempts are also made to place as many’
students . as possible *in each center, thus™ enabling college personnel to

supervise the work of two or more students in a given day.

Cy N )
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If a.studentlshould fail. student .teaching, at least one semester.musf
elapse before he is permitted to repeat the student-~teaching experience.
An ”Incomplete" is given when, for illness or other tircumstances beyond
the student's$ control he is unable to complete his s‘tudent teaching. An
the event of voluntary withdrawal-or dismissal, with "WF'" or "WP" w111 be

. recorded by the instructor. . _ . -

G

FACULTY REFERENCE STATEMENIS FOR GRADUATING STUDENTS ' .

- Faculty members, who agree g;zwrlte reference statements for students,
should forward their prepare® statements as soon as possible to the Place-

ment Office. The Placement Office will then be able to forward a complete
set of the student's official college placement credentlals to interested
prospectlve emﬁloyers .

4

e ADMISSIONS POLICIES

/

The college ‘catalog summarizes detatled admissions réﬂpirements. Faculty -
members are encouraged to participate.in the formula%ion of recommendations
‘for improved admissions policies an&"procedures. Recommendations may be
made to the Dlrector of Admissions who will channel them to the appropriate
~

commlttee / L.

7

Transfer Admission

Transfer students wi be considered for acceptance if they have a
cumulative grade point average of least 1.8. However, competition for
admission has usually forced the cumulative ‘grade point average somewhat
higher. Transfer credit will bé allowed for letter grades of "D'" or better.
Grades for transfer credits are not recorded nor computed in determining

a student's cumulative quality point average.

’
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DIYISIQN OF CONTINUING EDUCATION

~

S, , - ; ‘.
Until the end of the, Spring Semester of 1973, the Division of Continuing
Education was responsible for the admipnistration of the part-time evening SN
progrém involving credit and non-credit courseg. With the implementation

of tHe "one-college" concept the administratich of those courses and pr
gramg. which carry academic cfedit b me the Pesponsibility of those of?§2§s
which handle the full-time program. The Division of Continuing Education
has the responsibility for planning, organizing, and supervising programs

of activities which include the following: '

1. Courses involving non-credit college level work both on and off Eampus.

2. 'Courses involving credit and non-credit callege 17vel work at off-
campus centers, . A e P

. A\ - A L
J - 3 - . . - .
Direction of summer sessions and special and 1nnovat1ve(prdgrams ,
3 - . _
/ such as workshops, seminars, and conferences.

. « .

. ~N '
4. Directing®the College's efforts toward establishing and maintaining

academic, social, and cultural refationships\with the community.

3

,

The Division of' Continuing Educatibn represénts the College in variaus
community agencies affiliated with programs involving students and faculty.
The Office explores community neceds and recommends possible College re- -
sources th?t may be used in meeting these needs. ' i

b N -

,

Facultx

Policies and regulations set forth b& the College apply to faculty employed
in association with programs)administered by the Division of Continuing
Education. (A fdculty member receives 3 s.h. of within load credit for
teaching a 3 s.h. course.) When a Continuing.Educdation course is taught

as an.overload, additional compensation as prescribed by College regulations
is paid. Overload must be approved by the Dean of Educational Services

in cooperation with the Office of Academic Affairs. Regular faculty members
are employed on a first priority basis and coadjutant faculty are employed
in instances where regular faculty are unavailable.

-~

Non-Credit Cours®&s ' A \ . .

These courses are offered which provide an opportunity for individuals to
continue learning and making productive use of valuable time. Such courses
offér an opportunity te study for the knowledge to be gained, to obtain
certain types of certification, or to develop or improve job proficiencies
usually without pressure of academic grades.

Summer Teéching ' ) , ' .

Regular faculty members are given first consideration as instructors for the
summer session.. There can be no guarantee, however, that a staff member will
be employed during the summer session. A faculty member who.desires such
employment should direct a request ;o his or her department chairman.

.

L 16 | .
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Summer Courses ¢

Students must obtaln written approval from -the Office of ‘Academic Advise-
ment and Evaluatlon in order to enroll for summer coursés “to be taken at
Trenton State College or at other institutions prior to enrolling in these
courses. . T

.
v

Grades for summer courses taken elsewhere are not included 4in determining
the student's cumulative grade point average. Grades for courses taken at
Trenton State College during the summer sessidn are included as part of
the student's averag7 for the followlng semester.

¥

B ’
For more and detailed-information’ regarding offerlngs in the DlVlSlon of

Continuing Educatiaqn, refer to the Summer Bulletin.

.

e
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'GRADUATE DIVISION . ‘ , | ‘

~ . T ' L

The,College offers 23 programs leading to graduate degrees on the Master's
.level. For detailed information regarding graduate offerings refer to the

Graduate Bulletin. ‘ - t

The Office of Graduate Study is responsible-for the admission, registration,

and official records of graduate students. Graduate Office publications

include an annual bulletin and a quarterly newsletter. Faculty members are
\ inwited to cont;lbute to the Newsletter. . \

. € .o ’ '
} The Graduate Facultw o :

The Graduate division’is governed by the rules and regulations of the .
° college and the'policies set forth by?3he Graduate Faculty and the Graduate

Council. Membership in the Graduate culty is sqﬁgctive. " Graduate °

Council membershlp is restricted to members of the Graduate Faculty *The

Dean and Associate Dean- of Graduate Study with vote, :‘and the Vice President

for Academic Affairs without vote. Further information and procedures for

"application to the graduate faCulty may be obtained from the Graduate

Office.

4y
.

Graduate teaching faculty- are 3551gned from the regular teaching staff of
the collegeswithin  the normal 1nstruct10na1 course load. Minimum qualifi- ,
cations ‘for teaching graduate courses include the earned doctorate. '
. B “

A faculty mcmber receives four semester hours of within load credit for
.teaching a three semester hour graduate course. When a graduate course 1is
taught as an overload, additional compensation is paid at the currently ‘
approyed rate per semester hour. An overload assignment must be approved
by the Department Chairmgn and the Dean of Graduate Study. Coadjutant
faculty members are emplbyed as needed.

< . v o )
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GRIEVANCES .
%

Please note the following'from the Agreement between thl State -of New

Jersey and the Council of New Jersey State College Locals, NJSFT-AFT,
1974, Article VII,/Paragraph G, Sub-paragraph 6:

.AFL-CIO, February 22, ’

6. Claims of violation of procedjire by any promotion or °
retention gommittee must have¢ been reported.to the
president of .the college by the individual gtievant . \ .
within seven (7) days from the date on which such
claimed violation took place or seven (7) days from
" the date on which the individual grievant should have :
reasonably known of its occurrence. In the event of? ¢
failure to report the occurrence within such sewen (7)
ot ’ day period, the matter may notsbe raised:in any later
grievance contesting the validity of such conmmittee's

recommendation or amy action based thereon.
]

: .
( Grievances should be taken up with *the co—chalrperson of the Collective

Dr. Marion McLeod (Speech Commun-

Bargaining Agent's Gr;evance Commi ttee,
/

ication -and Theatre Department). (

MERITI

he Board of Trustees upon the recommendation of’ the President may provide

eritus status for a retiring president, dean, or professor, should it
Such a ret1r1ng faculty *

sire to recognize meritorious performance.
mber shall have served a minimum of fifteen years 1n one or more of the

ate rollogeq and shall have hald the rank in which he‘is to, receive
eritus ‘'status a minimum of five years preceding the date of retirement.
ch a faculty member shall have the right to attend and to speak at all

He shall have the usual faculty rights and pr1v1leges
to lecture, or to perform research’

7

N0 e 3 QA0

culty moot1ng€;
may accept assignments to teach,

r the college. <

.
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TRENTON STATE COLEEGE

Trenton, New Jersey 08625 = p -
Office of the President \ Telephone: (609) 771-2101
’ .
. [ 4
e .
TO: Trenton-State College Students T
r. 5 - !‘ )
FROM: Dr. Clayton,R. Brower '
DATE: March 25, 1975 *
RE: Family EduéatiéﬂxRigh}s and Privacy Act of 1974

I am writing this ‘letter -to each student at Trenton State
in accordance with the requirement of the Family Education Rights
and Privacy Act of 1974, which has now become effective. Because .
there were so many ambigulties in the first draft of the act, it s
was 1mp9551b1e to prepare and publlsh 1mp1ement1ng regulations
prior to this date without creatlng confusion for students and the
institution's various offices. The Family Education Rights and
Privacy Act requires that the students be informed of their rights
regardirg access to the records of the College. Please note the
enclosed policy which will explain in greater detail the specific
policies relating to records at Trenton State College.

' Students should be aware that: 1. they have the right to
inspect and review their personal academic records, in the Registrar's
Office for undergraduates,and in the Graduate Office for graduate
students. They also~have access to the confidential, disciplinary /
records ih the Dean of Students Office. Most students already know
the information contained in these files. 2. students are glven

an opportunity to insure that their records are not inaccurate, mis=-
leading, or otherwise in violation of the privacy rights of the
student. 3. no personally identifiable student-information con-
tained in the academic record file or the disciplinary file will

be released to unauthorized persons by, or in behalf of, the College
without the written consent of the studgpt An exception is the
release of information under court orfer or subpoena.

The provisions of the Family Education Rights and Privacy
Act of 1974 will continue to provide privacy for the records of
individual students, but will necessitate the students having to
provide a written release for information they wish ethers to have. -

-

1 2
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STUDENT RECORDS POLICY

\ﬁ’h AT ‘. s : -
. ™~
o . TRENTON STATE COLLEGE .
G - .
’ ~ - - o .

There are two types of official records at the Colleges The academic

record: con51sts of a folder and record gard for undergraduate students. -

These materials are maintained in the Office of the Registrar in Green
Hall. For graduate Students, they are maintained in the Graduate Office
-in Green.Hall. The informgtion contained in these records is not given
to unauthorized persons wifthout the express consent of the student involved,
except wnder legal compulsion, or in cases where the safety .of persons of
property is involved, #s’ determined by the supervisor of that offlce. The
supervisor of the office, or designee, assumes responsibility fQr 1mpart1ng
. information contained in these recdords. No inquiring person handles the
file personally, nor the material it contdins. The folder is maintained
for approximately seven years after graduation and is then destroyed. The
academic record is kept on file permanently’ -

) ,
For those students who are involved in disciplinary situations, a -second -’ -
official record is maingtained in a confidential file in'the office of the
Dean of 3tudents. Information from these records is not given to unauthor-
ized persons without the express consent of the student involyed, except

under legal compulsion or in cases where the safgiy of persons or property .

is involved, as determined by the Dean of Students. e Dean of Students,
or designee, assumes responsibility for imparting information contained in
these records. No inquiring person handles the file personally nor the
materigls it contains. Routine destruction of non-current disciplinary
files occurs at the end of an elght-year period, pr upon graduwation, which-
ever comes first. The dxs%lpllnary record contains the statement of -~
charges -against the student, the disposition of the case, and the summary

of the testimony. A student has the right to place in this folder his: own
account of the incident for which-he is charged. No records are kept which
reflect political activities or beliefs of students.

There are'also other information files at the College for those students
who choose to use the various services:

Financial Aid. There is a financial aid file which includes the application,
Parents' Confidential Statement, and final decisions relating to the awarding
of financial aid. The student has provided most of the information contained
in these ' records and it is available tq'him with the .exception of the Parents'
Confidential Statement. The parent must indicate whether the student may

see this information. The Parents' Confidential Statement is the parents'
property and-rfiot that of the student. ‘

Placement Office. A student may prepare Trenton State College placement .
credentials for forwarding to interested prospective employers by the College
Placement QOffice. The candidate's placement credentials are composed of .
references written by Trenton State College faculty and staff. The student -
teaching summary may be included in tMese placement credentials upon the
written request of the candidate to the academic department.

> 21 A - ' ’
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All personal reference statements written aftey January 1l; 1975 will be =
made available to the student by the Placement Office., However, if a
student wishes that the. placement references remain confidential, the
student may sign a form waiving the right to see or secure a copy of h;§

or herlown placement file. . =

“
.

‘Counseling and Learning Center. The Counseling and Learning Center main-

no one other than the counselor working with the individual student. The *
Counseling Centeg folder contains an application form, copies of any tests
taken, and ané

Center retord ntains an application form, an interview form; and a progres
report, form. . ’ : ) o -

to complete a health form in order that the lealth Center may better serve
the students when they seek assistance. All information is supplied by the
student or in ron%ultat1on with the studant.

'

° 4
Directory. Directory information will'contain name, local address, home
address, telephone number. and major. If the student does not wish this |
ormatlongto be published, the directory information card should not be
ed gut at «the time Of reglstratlon. )

v
’

o [

r

the College without the written consent of the student, except to College
officials who have educational interests, some gov®rnment officials spec-
1f1ca11y outlined in federal legislation or in connection with the student's
appllcatlon for, or receipt of, f1nanc1a1 aid.

Students will be required to submit a written and signed request for any
information they wish released by the College. Telephone calls or in-person

verbal messages will not be honored.
! ‘ B

March 25, 1975 ¥
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tains working files for those seeklng its services. They are available to =~

uation of services conipleted by the student. The Learning

Health File. At the t1me*6£ entry, each undergraduate student is reﬁuested'v

Personally identifiable information will not be released to individuals by

e
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. . TRENTON STATE CgLLEGE - I
M " Criteria and Procedures for -
Faculty Appointment, Reapptintment,
Tenure and Promotion

-

PN

¢
Y

* ‘.- -

The attached document covering criteria and procedures deallng with
tenure, appointment, reappolntmenb»and promotlon was approved by the
Faculty Senate at a spec1a1 meeting on, May 25, 1972, ~ Our Board of
Trusteeﬁ.approved in principlet, this document on July 25, 1972. This
- is a working document. The criteria and procedures are intended to
be guidelines, not absolutes, and should be applicable in individual
cases to those faculty members hired after - -September 1972, We should
continue to be fxrm in our program of afflrmatlve .action of hiring
minorities and ‘women. Individual departments and d1v151ons should
direct their attention d1rect1y to fﬁese statements, and develop more
spec1f1c procedures and ‘criteria that’ QPply to acaﬂEmlc excellence in
a specified area’'or field.

~

l.

Approval of these guidelines representd an important institutional step
towards academic quality. Modificatioh will be made as the new cdllective
bargaining agreements are made and as the needs, characteristics and
directions of .the college change. ' a 3 . '

I am particularly grateful to the dréat time and effort devoted to this
document by Thomas Faughnan and William DeMeritt of the Faculty Senate,
William Brqwn and Fred Pregger of ‘the Faculty Association, Frank Erath

and Frank Updike of the Tranton State College Chapter o6f AAUP; James
Forcina, Executive Vice President; and Wade Curry, Dean of Arts and
Sciences, as well as members of the Faculty Senate of 197A-72.

Clayton R. Brower .//'
. President .
» \ August 23, 1972

N

-

NOTE: Should there be any cases in which there is a discrepancy between
B the following criteria and prdceduyes and the February 22, 1974
Agreement between the-State of New, Jersey and the 'Council of New
Jersey State College Locals, JSFT-AFT AFL-CIO the latter takes
precedence. '

25

-]10=




)
.
-

A . CRITERIA FOR APPOINTMENT OF FACULTY,

- -
N ’ f

3 v Y
For senior ranks there may be more strlngent requiremgnts, but the -
- follow1ng guidelines Sggly to all hiring: R o

4 H
1. :For most field the appropriate doctoral dgegree or its near

completion, is desirable at the time of fiyst employment. - A
continuing and strenuous effort should be ﬂade to recrult more

minority-group faculty. ? . . o
v : ’ . / , g
' 2. In addition to covering specialties.needed, departments should
make certain that they are developing a’ faculty with a dlver51ty
of skllls and interests and of educatlonal‘preparatlon. They
should beware of hiring too many graduates of a 51ngle unlver51ty
N and be cautious of hiring their oy graduates.

4,

3. Since teaching ability'is the host important criterion for
faculty selection at this college, it would be very useful

to see the candidate teach - either here or at his place’ of
. employment. 4 '
1
4. Valid prior experience is important. This experience, if

present}, should demonstrate: .
| AN [
a.  Teacking effectiveness. ‘ . .

b. Interest in and success with student act1v1tles, campus
governance, and community involvement. ‘ '
. i <
c. Recent scholarly achievemgnt or leadership 3n hiis field.
5. It may be necessary or desirable to hire some faculty with .
exceptional talents and qualifications despite the fact that
they de not hold the doctorate. Some of these facullty mlght
achieve ténure. For others, part-time appointments|which do
- not lead to tenure might be appropriate. Still others might -
be told at the time of hiring that the post will not lead -to
tenure. . /

X

. o>
6. Although thére may be specific exceptiqns in some fields, as.
a rule, only those who possess or receive the appropriate
terminal degree will gain tenure. Each départment’ should develop
specifjc criteria for such exceptions.

ERIC
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PROCEDURES FOR APPOINTMENT - - . o
= . .

~

1. In making its. recommendations for appointments, smaller degartmehts will
probably operate as a_ '"committee of the whole." Larger departments will ,
> op€rate through an electad "personnel committee,'" or through an elected
" M"hiring cpmmitteé" (spllttlng personnel decisions -among two or, more cofn—
mittees). It is:essential, in any case; that the faculty of each ,depart- ]
ment be involved 1n and take responsibility for appointment recommendatlons
2. Those faculty 1n the department not om the h1r1ng coﬁmlttee should be per-
mitted to review the Ppapers of candidates under consideration; they should
also have an opportunity to meet these candidatgs when they v1slt'the :
campus and comment upon their quallflcatlons. : ‘ f

. -
< 4

i 3. Ar early responsibility of the committee should be to draw up or to approve

the job description, which should, as far as possible, include the specialty,
assignment, duties, rospon51b111t1es, \enk a?d salary beneflts.

4.  Prior to the candldate's visit, the chairman and dean should&arrive at an
agreement on the rank and salary. The candidate should know:.the liKely
rank and salary before his visit.

5. The committee should not depend'solely upon letters of recommendation;
it should .make several telephone calls to people who might know the
* candidate's work and are not listed as references. Those with friends
at the candidate's institution can often gain more honest, less charitable
evaluations than those of references chosen by the candldate.
F R E
6. A schedule of events for the candidate's visit should be published. It {
should provide opportunltles for meeting the départment's students and
) facul‘y fpr a thorough and lerigthy interview, perhaps for m%eting faculsty
from other departments, and certainly for an interview with the approprlate
dean. If the appropriate dean dlsagrees with the recommendation he should
) state his reasons t he department in ‘question at a meeting of the depart-
ment called for that purpose. . . - N

L
v ’

7. ' Whenever possible, student impressions of candidates should be noted -
before an offer 1s made.

8. Any letter of offer should be so worded as. to make it clear that it is
not a contract. The letter of offer should be written by the appropriate’
dean. J ‘

-

9. The statements on criteria and procedures for appointment, tenure, and
promotion should accompany the dean's letter of offer. If the department ,
has an additional statement on criteria and procedures for appointment,’
tenure afd promotion, this statement should also be supplied to the
candidate at the time of the offer, .

0, A contract will be issued by the president atfter the appointment is
approved by the Board of Trustees, v

20 ‘ ,
. o \
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N, N [
‘ CRITERIA FOR REAPPOINTMENT, TENURE, PROMOTION ~ 7 .
. : . ] 3
Te&ching Ab111ty M o ' i . S a
- M ' " « B "
The faculty member s principal respon51b111ty is-that of’ teachlng o . .
students. Consequently it is 1mperat3ve that evidence be collected” o
as accurately and. objectively as possible in -the evaluation qf his " . L
teachlng ability for the purpose of determlnlng reappolntment, tenure, ’
or promoflon. " o L : r . ) .
&, Faculty Evaluation . . ) - S 1 é?? ¢ . 7
: i ’ ’ . v .-
1. A ¢andidate shall be’ observed and evaluated in the classroom
andyin other Situations by the department chairman and at .
leagt tpo other faculty in the department during each appolntlve "
year. ¢ » : . . <7
. o
2. Faculyy eValuation(should show evidence of: ]
a. subject mastery. and continuous growth in the .field 4 : R
. _b.. Gelf-awareness ‘of abilities and limitations . Q? .
/) c. adaptablllty ¢
d. careful and thorough preparation . . -
ag. rapport with students ‘ . -
B. Student Evaluation V ' , ' i A

1. A faculty member should be evaluated at least orce by the students
in every section (class) he teaches in each semester. The evalu-

: ationg will not be signed. :
7 s . '

2. Each department should develop its own evaluation instrument but [

all forms should include at least the following items: )
- ' P
a. ability to present subject matter and/or develop performance . -
skills -~ : ,

b. organization of class material :
c. sensitivity to student feelings and problems . . .
d. fairness in dealings with students . ’
e. interest in subject . I g
f. responsiveness to student ideas, questions, and discussions .

.

3. It is desirable to have more than one evaluation in each section
during the semester, but if only one is made it should not occur ,

at the time of thé final examination. &>

(4
”

4. The faculty menber may elect to share his student evaluations (ail
of them, not a selection) with the chairman and the appropriate
departmental committee. Though it is his 'perogative to keep the

*students' evaluations for his own personal use, he should be.
7 advised that the students' evaluations are a 51gn1f1cant part of
the departmental recommendation concerning his work

¢ "
:2{)
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.o L IIL Scholarly Achievement e '
N\ T : ~ . .
. The concept of scholarly achievement is broad- and may vary in form, scope,
' and purpose. Scholarly accomp11shments in. the faculty member's discipline
or field are of greater slgnlflcance in tHe evfluation for his- feappoint-
" ment, tenure, .or prometion than are accompllshments in areas which are not
. , related to his teaching and field. The criteria below are illystrative
N - of scholarly.achievement. It is not suggeited that all these criteria ©
x must be fulfilled, particularly .ngthe case of the faculty member who
- 7 demonstrates excellence or exceptional depth in some of them. " -\
. A. Educational Background " R T ‘.
. 1. The appropriate teranal degree in the faculty membervs discipline
~ -~ , or field, or rapid progress toWward its ‘attainment in the judgment
, -of his department chairman and the departmental tenure committee#
ot s 3 . ’ ) B . .‘ » ‘
5 - 2. Active participation in professional workshops and conferences,"
. . or pursuit of postsdoctoral studyat credit-granting universities.
& - o ‘ N . y
3. Private study with experts in the field. - .
) .~ B. Research ‘ X ’ v , = )
. 1. Research of‘recognized quality, completed ox*in progress. ‘
“ / . - ' . i * e '
. 2.' Completed unpublished research." o e Yo .
. 3. *Knowledge and use of s1gn1f1cant and up-to-date research in,
. f the field.. - , (
* 3o 4
) ° ’ ! N N
C. Publlcatlons ‘ . o K o . -
1. Articles or re;iews in professional journaiisl "a -
2. Books, edltlons, or Chapters in books (publlshed by recognlzed
“ ‘ publlshlngwhouses) : 3 N
3. Original papers for conferencesﬁofﬁprofessiopal societies.
- - 3 . ' - RN ~-
. ' D. CIeatiué Work = . ! R ) '
1. vArtlstlc’achlevement in such areas ds musical and dramatic
. )‘ performances, musical compositions, creative ;writing, direction
of theatrical productlons and other accomplishments in the -
N fine and applied arts. _ '
) \2 L - .\ . 4
® , . Creative contrlbutlons within the department and college, such
as leadership and participation in the design of new courses -
and prografis, work with advanced studerits, curriéulum reform,
- *and sUbject matter research.
.. . g -
RO
- . Al . 2 W N .
\\ . [} ,
. ™~ .o - - '
O ‘ = T . ) ~
w7 -23- ) v
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C. ‘Responsibili}y to his students and -department:

Contribution to Department, College and Community

The breadth and quality of a faculty member's participation in activi-
ties of hlS institution and the community, other than his teaching and
research, fiay cortribute mugb tq the academic development of the insti-
tution and to the educatlonal growth of members of the college and ~“
cgmmunlty.' . : N

. . °

rship, willingness to
work.

A. College and Departménfhl Committees: lead
serve, and diligence in pursuit of committe
.
B. Parthlpatlon and leadership ‘im organizations concerned with institu-
tional governance and faculty welfare, such. as the Faculty Senate,
AAUP, the Faculty Assocjation and other faculty,organizatiens.
C. Sensitivity to academic and personal needs of studenfs,'such %s *
_counseling, advisement, and extra-curricular. activities.

D. Success in carrying out activities for which released time is
granted. ~ :

B, . Participatidn-in community affairs. ' ) @ \\

Professioral Responsibility . - :
. * g )

A faculty member demonstratés by his professionai activity and leader-=" -

ship thgt he feels and shares a responsibility for his profession. g

A. Participatidsn and leadership in regional and national organlzatloné
in the discipline or special field, including such activities as = ¢
serving on govetning boards, chalrlng meetings, and leadlng
discussions. . ‘

~
. -

B. Professional service as a congultant, member. of a task force, or

member of an accrediting team.

N q

The faculty member meeis his classes regularly and is avail-
able for student éonsultation a% reasonable times.

Y

- 1.

2. He partlcipates willingly and fully in approprlate departmental
and college business. :

-~

4

D. Observance of academic freedom:

1. He observes AAUP poficies‘Concerning,academic_freedom and the
4

responsibility of‘freedom and actior. - _ ) . t

2. He is careful to differentiate his role as an individual'froh
. that of agent of the institution (as defined in AAUP 1940

Al . Statement on Academic Freedom and Tenure.)
[ . v : . -~
~ ~ h ‘ 4
'J

D=
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E. Professional relationship with faculty in the, department and ina
stitution as a whole: ) . R

1. The faculty membér maintains hlgh ethical standards 1n his

relationships with students, faculty, and others in the Y
\\\ collefe community :
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» PROCEDURES FOR REAPPOINTMENT AND TENURE
Ey

While there w1ll be a thorough review of reappointment applications, using
all the criteria listed, this rev1ew w111 be much more searching for tenure
appllcat10n51 oot : .

1. Each’department will have a Tenure Committee, or a committee designated
by another title, assigned the task of evaluating faculty for tenure and
reappointment recommendations. . )

a. Each department chairman must keep an accurate and complete file
on each faculty member, including observations, evaluatlons, and
communlcatlons pertaining to the criteria for reappointmfent and
tenure. The'faculty member shall be given the opportunity to v
review the contents of his departmental file upon appllcatlon.
Confidential letters of reference secured from sources outside
the.college shall be excleded from the materials available for
the faculty member's inspection. The departmental file will be
open to review by the faculty members of the Tenure Committee,
unless the individual faculty member specifically requests in
writing that it not be reviewed by the c0mm1ttee.

b. The faculty member shall complete a reapp01ntment/tenure appllcatlon
form, so.that he may present ev1dence in his own behalf.

2. The composition of the committee will be as Xgllows:

by -
a. Department chairman, who serves ex-officio with vote.
. . ‘

b. All the tenured faculty member$ of the department, or a group
of the tenured faculty elected by all the members of’ the depart-
ment. If the committee consists of a portion of the tenured
faculty, it will make its recommendations to all, the tenured
. faculty who will make the’ fihal departmental repdrt.
c. If there is student representation on the committee, the students
will serve in a consultative role without vote. :
d. In the case of a chairman without tenure, the same procedure will
be followed as in 2b, except the chairman shall not be present’
at the discussion of his own case. ,
e. In the case aof a department with no tenured members, the recom-
mendation will be made by the department chairman. In the. case of
a non-tenured chairman in a department with no tenured members,
the dean will consult with the members of the departmeqi.

3. The chairman presents the departmental recommendations to the appropriate

dean or academic division director. ]
. .8

a. The recommendation. will be accompanied by a supporting statement
whlch will detail specific evidence reflecting all of the estab-
Tished criteria for tenure and reappointment.

- b : :3(} ’ : R
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b.- The chalrman should be prepared to defend the department's
recommendatlons to the administration.

c. The President will deﬁgnd his recommendations before the.Board
of Trustees. .

d. The Board of Trustees and the President should, on questions of
faculty status, as in other matters Wheré'th% faculty has primary
responsibility, concur. with the faculty ‘judgment except in rare °
ingtances and for compellingfreasons which should be stated in
detail. P

~ >

o

PROCEDURES FOR PROMOTION

; -
Each department will have a Promotion Committee, Or a committee designated
by another title but assigned the task of evaluating faculty for promotion

recommendation. _ . .

a. Each department chairman must keep an accurate and complete file
on each faculty member, including observations, evaluations, and
communications pertainipg to the criteria for RTP. The faculty
member shall be given the opportunity to review the contents of
his departmental file upon application. Confidential letters of
reference secured from sources outside the college shall be excluded
from the materials available for the faculty member's inspection.

b. All individual faculty members with academic rank may submit an
application for promotion, together with written substantiation
to the claim for promotion:

A
t

c. Applications should be submitted to the appropriate departmental
chairman or departmental committee. 1In all cases an application
must first receive consideration at the departmental level. An
application not approved at the depértment level may be Submitted
.directly to the college-wide promotion committee by the applicant.

The composition of the committee will be as follows:

a. Department chairman, who serves ex-officio with vote.
b. Imr addition to the department chairman, thé committee ghall
consist of at least four (4) members who will be elected by

‘all members of the departmgnt. .

c. If there 1s'ﬁ.udent representatlon on the committee, the students
will serve in a consultative role without vote.

d. 1In the case of a chairman or another member of the departmental
promotions committee eligible for promotion, the same proceduré
will be followed as in 2b except ,that he shall not be present
at the discussion of his case. . .

e. A wrltten ranking shall be made by the Departmental Promotlons-
Commi ttee. \j

-27-




The Chairman shall pr@sont in writing the departmental recommendations . g

for promotions to the dpproprlate dean or academic division director

for review. L .

a. Each promotion recommendation will be accompanied by a supporting
statement_which will detail specific evidence reflecting all the
established crlterla for ptromotions. : . .

"bs The department should seek the advice of the approprlate accrediting
agency in question relating to equivalencies to the doctorate.

The college promotion committee shall consist of five or-more members

of the faculty. The committee mau establish a systematic procedure to

receive student input. This committee shall function a) to review and

consider applications and b) to submit its own written recommendations -

'in order of priority.to the college president.

e R ?

a. The college perotion committee shall have the right to consult
with the appropriate departmental committee, departmental ‘
chairman, administrators, and the individual submitting-the
request fpr promotion.
>

b. The college promotion committee shall make its recommendations
on merit rather than on attempting to maintain a numerical
balance among departments of the college in determining
eligibility for promotion. L} '

1

c. The college propdtions committee will use the following guidelines.
in détermining cligibility for promotion.

.

1) Preference will be given to faculty members on tenure.

2) Preference will be given to faculty members with a minimum

of three vears at the current rank.

\
1

3) Prefdrence will be given to persops matriculated in a ' N
doctoral program/over those taking a variety of graduate
courses not lg¢ading to a degree, other conditions being.

.. equal. . . "

4) Input from faculty, students, administrators and departmental
promotions committee members and departmental chairmen is given
careful consideragion, .

. . L4

5) It is most unusual for an individual to be recommended for "
promotion of more than one rank.

6)! The graduate work should be at an institution accredited
by the regional accrediting association. ‘ ..

The individual applicant for promotion, shall have the right to request,
and receive, an appearance before the college promotion committee to
speak on his own @ehalf during the committee's deliberations. ' However,
after the recommendations have been made, a faculty member who wishes
to appeal must provide extraordinary and-compelling evidence to warrant

.~

A )
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a change in evaluation. 'He shall:be notified in writirig seven (7)

days in advance of any deadline date for appeal”if he is not being /,'

recommended for promotion at either the departmental or college
promotion committee level and notified iq?writing of the committee's
decision on such appeal. ‘

If the President believes a"™teordering of the priority listing is
justified, he should state his reasons to the committee at a meeting
called for that purpose. Promotions shall be made by the Board of
Trustees upon recommendation of the President.

AVl applicants for promotion shall be notified in writing of fthe final
decision, When budgetary conditions later permit, additional promotions
may be made based on the recommendations of the college-wide promotion
committee. '

W)
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CAMPUS COMMUNITY SERVICES o
- \

- . ADDRESS FILE

At the opening of cach academic year faculty and staff are requested to’
provide information for an address file which is maintained in the President's
Office. All changes of campus and home addresses or telephone numbers should
be reported immediately to that office J}' ) ' »

// ' ' CHECK CASHING

A revolving fund has been established by the Student Cooperative Association
to cash checks for faculty and‘'students. Checks up to a maximum of 350 wi
be cashed at the Student Activities Fund Office on the first floor of Gree
Hall. Faculty members must present their college identification- card.

' COLLEGE STORE

The College Store is located next to the relocatable classrooms adjacent to
the HUB parklnn area.

The regular hours are:

N

Monday - Friday 8:30 a.m. until 5:00 p.m.
Store hours éro extended at the beginning of each semester.

The College Store is a separate entity of the college chartered in 1941 by
the Student Cooperative Association. It is under the direction of a.manager
wher is responsible to a Board of Trustees consisting of six students and

six faculty members. Profits realized by the College Store are usecd to i
benefit the Student body. ..

Forms for Required book -Requisitions and dates for their completion are
sent to Department Chairmen by the College Store. These requisitions %re
to be submitted to the College Store through Department Chairmen. ) ;a,//

) COMMUNICATTIONS \

‘ Bulleétin Boards '
= .

Official notices are posted on five locked, glass-covered bulletin boards
which are located in the Roscoe L. West Library, Decker \Hall, Phelps Hall,
Travers-Wolfe Towers, and Green Hall. To have approprigte notices posted,
faculty or students should deposit five copies (on paper preferably not
larger than 10" x 14") in the Dean of Students Office.

Campus Line

Campus Llne, published by the College Relations Officesbi-weekly when classes
are in sesslon, reports policies, professional activities and research of
faculty and staff, notices of events, and other items of interest to the
college community. It is distributed to all employees through the college

mail. College personnel are encouraged to submit 1tems for publication
to the Director of Public Information.

34 .
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TOQEZ,EL Trenton ™ - |}

Official announcements and notices of forthcoming events appear daily in
Today at Trentgn which is distributed to residence halls, offices, and

dtudent social areas. Copies are available at display boxes in vagious
buildings. TItems should be submltted in writing to the Student. Center
3 days before publication.

Py

WTSR

»

. ¥
Educational and community service programming is offered through WTSR, the
campus radio station located at 91.3 on the FM digl. Programming was expanded
when power was increased to 1500 watts. The powef increase permits WISR to
reach more than 30 miles with broadcasting in stereo. Members of the college
community are encouraged to contact the station manager directly in Kendall
Hall. Telephone: 771-2420, *

/ COMPUTER CENTER .

The Computer Center, located on the basement level of Green Hall (Ext. 2181),
serves student«, faculty and administration.

’ P
The center is equipped with an IBM 1130 Computer System. A cal-comp madel
1627 is available for plotting data and executing drawings. Conversational
terminals are available. These terminals utlllzo CALL /360 tlmesharlng
languages. "Fortran, PL/1, and Bas1c, plus AP, '

The college has access to a Model 370/168 'Operatc'd by the New Jersey Educational
Computer Network, Inc. This facility is the primary source of computer resource
available to the faculty. The batch terminal used for access to the network

is located in the rompu;}r center. Questions on account numbers and computer
time available for stydent and faculty use, <hould be referred to the Director
of Computer Services, Mr. Henry H. Matelson. Questions to languages and soft-
ware tacilities availalt le should be ’roforrod(t‘o Mr. Matelson, Director,

Computer Services, Ext., 2181, or to the Academic Computing Coordinator,

Mr. Robert Duncan, Ext. 2148,

FACILTTIES USE POLICIES .

Collgae facilities are available for activities and programs related directly
to braod institutional abjectives when -ponsored by recognized campus organi-
zations, departments-, and administrative unita. The college also assists
organizations of the immediate community «ind the state by making favilities
available for meetinas, conferences, banqiets, and tx"(ining programs when

. LY .
posait le. . o ’

«
All instructional space is assianed by the Reaistrar. Scheduling of other
facilities is (oordinated by the calendar office (2261) in the College Center.
All requests from organizations outside the colleoe must be directed initially
to the Director of College Events, Office of t'ublic Relations (2368).

Charages for usce ot facifitice are <caled .'u‘(*m&ling to space required, custodial
help needed, te~hnical acsi®tance and technical equipment used, security
c*nvv?*ago provided, etc. The colleae re<erve- the riabt to adjust fees to meet
unusual demands when making arranagemente for use of tacilitigs. The right to
deny any request for use of facilities re-ts vith the college administration.

3
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o+ COLLEGE REEATIONS AND ALUMNI AFFAIRS
The Office, of College Relations serves as the communication center of the N

gollege, disseminating information on and Off the campus through various
publications and ncews media. Requests for the use of college facilities
by outside groups, arrﬂngemoht of conference exhibits, special evants', and
a Speakers Bureau are also coordinated by the staff. v

. r4
Campus Line, a weekly newsletter for, employees; On the Inside, a quarterly
publication for ‘parents and friends; Athletic Bdoster Newsletter; the Alumni
Review; and Trustee Line arc edited by staff members. ’ )

¢ | y

Jublic Informafion

News stories gathered, written ang distributed by the Director of Public
Information and suacgestions for feature stories o to media throughout the
, state and region. Official college announcements, news about campus events'
and members of the college community, and sports news releases, must ‘be
channeled through this office. Limited photographic service is available.
Staff membaers assist the media through press conferences and production of -
special rpdio and television programs. The Speakers Bureau is a voluntary
prijca' hvich provides opportunities for taculty and administrators to speak
at mectin\s of various community organizations, For assistance please
ion 368,

contact ex

- - &

Publications and Printing

The Director of Publica is responsible for\planning, designing, and .
producing all college publications other than student publications. Assist-
ance with desian ideas, layout, editorial judgment and”production coordina-
tion is available to departments and other college aroups.

Because printed materials must be processed within state regulations, all
pfinging requests must be made. at least 8 woe®% in advance of desired .
delivery date. A Tonger period will allow adequate time for design and

print services--galley proofs, page proofs, and bluelines--which are

necessary for complete professional jobs. Please direct all printing

réquests (except xerox or offset forms) to extension 2368

College Events

.

The Director of College Event- 1o r(-spnnsibl(-‘for the coordinator of mijor
college events. A<histance is available to colleae organizations in planning
conferences, banquets and social functions. Facilitie« are available to off
campus groups for meetinas, conferences and training programs, tMArrangements
for these aroups- for mecting space, meal-, and special equipment should be
cleAdred with the Director of: Colleqe Evonta; extension 27369,

3 ]

Alumni Affairs ) .

The Director of Allmﬁmi\Affnir'n i« the primary liaison between the colleae and
the Alumni Association with . te 20,000 pembers.  In addition to planning and

s executing alumni programs, the director assist« with the preparation of the .
alumni new«letter, coordinates mailinas to alumni, and implements fund raising
projects that include the Alumni Annual Giving Campaian., Requests for assistance
from the Alumni A-~ociation -hould be channelod throuch the director, ext. 2393,

3%
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.
- STUDENT CENTER OFFICE i

'
.

The Student Center Office i« located in the HUB. Much of the coordinating
of student activities and assisting organ12at10n§ in plannlng for events is:»
do here. Maost student organlzatlons have mailboxes in the Student Center
Offlce and messages may be left for tHem._ Faculty members who wish to *
schedule *rooms for other than classes should contact the Reservationist for
this service. Some reservations, especially those in which a request for~
food service is included and when Residence Hall facilities are requested,
require the complction of comtract forms, :

-*

Other services provided include publication -and distribution of Today at ~N
Trenton. If,special notices are to appear, these should be submitted on .
forms provided. A calendar of college events is distributed each semester. .
A Lost and Found wervice is also provided. Sign printing and duplicating

are available for glominal fees., :

L
For information r(‘l.\'tln() to any of the services provided,
2264 or 2265 . '
TELEPHONES

Telephones in the college office< <hould be u.ed only for official business.
“I)vpnrtmonts recceivie a monthly charge for all calls made from their telephone
extensions: -When calling all other New Jersey institutions, «callers should
use the SCAN system which i« explained in the SCAN dlrc-ctory. ’ .

. ]

Public telvphoﬁus are provided in numerous buildings, including Grecen Hall,
the Iiihr.‘xry', Phelps Hall, the HUPR, Packer Hall, and rcesidence halls.
N Y
TICKETS 'FOR CAMPUS EVENTS

(S

¢

Many campus events are open to faculty and staff without charge. Admission
to athletic events is free when colleae T.D. cards are shown by employees.

An admission charae exiets for certain special events, particularly:if popular
entertainers are featured.  Inquiries should be directed to the Student
Activities Office in the HUB (Ext. 2264).

i

COLLEGE COUNSELING AND LEARNING CENTER

-The Colledge Counseling and Learnina Center is part of the -Diudsion of btudont
Development Services.  The ageneral goal of the center is to provide help for
wtudents in overcoming problems in living and learning to provide assistance
for students in developing their potential as full-functioning people. This
acneral goal i« accomplished through a variety of «pecific services and .
proaramg. ,
W
The Cnll@dﬁ Counseling Center provides a full ranage of personal and career
counselina and testing services to students both individually and in groups.
Counseling is viewol hy the Center a- beina a valuable educational experience
that can lead to increased -elf-understanding and constructive personal action.
The College Counweling Center i« also activerin teaching Human Relations .courses
that enable student- to learn more about themselves, about interpersonal rela-
tionship «kills, and helping relation<hip <kill-. In addition to counselinn
&nd teachina, the Colleae Counseling Center engages in consultation with students
and faculty, in rescarch activities oeared to a better understanding of the
student population and the colleae environmept, and in the training of under-
graduate <tudents in counsedina and human relations.

. 37 -

3




Q

ERIC

Aruitoxt provided by Eic:

.

- * \,\

The Learning\Center provide- assistance to students who feel their present
methods of learning are inadequate. The Learning Center provides a. wide
range of services and programs 1nc1ud1ng individual tutoring, counselting
.and a variety of skill improvement programs designed to meet nee%s on an

individual basis (reading, study, writing, and math skills):

.
Along with skill programs, the Learning Tenter offers & peer tutoring
program and professional counseling. Since many learning problems stem from
inadequately met personal needs, by providing close, support and the oﬁpor-\g
tunity to learn and dJevelop more efficient and meaningful learning terhrlque%,

ecach student will be atlv to ‘improve his skills and his. adjustment to college.

~

]

The College Counseling and Learning Center welcqmes all referrals, The

Center accepts two’' sources of referral.

assistance thHrough their own initiative;

The majority of students request
others are referred by faculty

ang other college ror%unnvl.

Faculty referral plays a major role in

hélping some studént5 who otherwise would not receive help. Faculty

members fho come into contact with students who could benefit from the-
services awnmlahlv throuagh the €ollege Counseling and Learning Center are
encouraged o suggest the possibility to the student. /

3

EQUIPMENT

Fquipment shoule be available to all fa(ulty. It is oxpected only experi-
enced people will u-e expensive and (omplox equipment.  The person borrowing
the equipment should return it immediately after he has finished using it.
Student-teachers should not boerrow maps, globes, records, musical instru-
ments, science or other equipment except with the approval, in writing, of
the demgnstration teacher. Such requests must be presented at least 24
hours hefore theperiod of intended use.
’ L)
FINANCTIAL ATID TO STUDENTS
.

finapcial aids should be directed to the Financial Aid
Office. P)nanclal aid is described n'ea
Scholarships ‘and prizes given by individu-
Financial Aid Office.

Questions regarding
Director -in, the sStudent Personnéel
section the -tudent handbook.
als or groups are also disted in the
hourly wages, and all other
the Director of Financial

to hirinag
should be

0s students,
directed to

All questions pertaining
matters of student mp]oyment
Aid, 101 Green Hall.

FOOD SERVICES

Snack bars are located in Phelps Hall and the HUB.  These fadilities are
apen for breadtast, lun b, and dinner with the nommal -~hort-order items
available.
Vending machine. which (ispense heverages, ca' .y, snheks, and ice cream are
located in the basement of Green Hall and in the HUR., -

-
A faculty-staft dining roomg located in Phelp- Hall, is open for lunch and

e

session.,

36
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to the Health Certter is required. ' .

" GYMNASTUM . ;o

A ) \ll N
Members of the faculty and staff°may use the athletic facilities by arrange-
ment throuah the Director of Athlebics or the Department of Healt® and-
Physical Education in Packer Hall. Facilities include the basketball
courts, swimming pool, tennis courts, handball court, .and weight training -
room. A sauna bath, located in the men's physical training room, is

available by arranaement. . -

4

HEALTH SERVICES a

-

Health Center stafft and fa0111tlos are located in JNorsworthy Hall. Services
are available 24 hours per day while the .college As in session, however,
after 9 p.m, for vmvrgenrleq only. The doctors visit during the week from
8:30 to 10:00 a.m. Monday through Thursday ahd from 12:30 to 2:00 p.m.
Monday, Tuesday, Thursday, and Friday; on Tuesday evenlngs from 7 p.m, to
O p.m. Services of the college phy5161ans to faculty: and staff are limited
to emérgencies and job related 1n3ur1es._ Consultation with the nurses 1is
available during normal hours of operation.

The Student. Health Center does not issue médical excuses for absence from
class. Verification of date and time of -treatment given at the Health
Center will be submitted«on refjuest- by a facwlty ‘member. :

In case of an cmergency (illness’or Jn)uxy) anywhere on campus, the faculty
member should call the Htudent Health Center Extension 2483 or 2484. The
Security Office, Extension 2168 should be called in the event transportagion

.

Ot f-Campus Injuries

. e
.

Injuries occurring during college-sponsored activities out of the city which
need immediaté medical attention should be cared for by a physician ar at a
hospital. The faculty member in charge’ is responsible for obtaining a
report from the attending physicial at the time of treatment and submitting
this to the Health Center or college physician upon return to campus.

CENTER FOR MEDIA & TECHNdL()GY

The Center for Media and Technoloay (locdted.on the firs! floor of the
Education Buildina, Ext. 2491), provides services to the college community

on an on-=going basis == throughout the academic year. Services are ‘rendered
on a two=shift=~basis —= six days and_ four nights weekly.

Instructional Equipment Services ' Qa,

Room #112, 113 - Ext. 2357. Distribution and scheduling of standard audio

visual, sound eqdipment, and rear screen facilities. General circulation
equipment for delivery to class or for pick up at the Equipment Distribution
window includes: lémm, 8mm, filmstrip, opaque and overhead projectors.
Combination projectors include filmstrip-record, filmstrip-cassette, and
single concept tape projectors. A full supply of audio equipment is avail-
able for most needs. (P.A. speakers, amplifiers, microphones, portable
screens, etc,) ’

Equipment Anstruction is available by appointment. Generally equipment issued
at the Distribution Window will, be explained,

35 o
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_production purposes.
-surround three sides of*the workroom,

Madia Production Comple-

- . v

Ro #111. This is anp unscheduled workroom area, available.to faculty and’
stuZents during the hours the Center is open, for preview of materials  and
Specialized areas, providing a variety of services
A brief.description of these areas

follows: . ’

Ada ' ' | '
Expendable Materials Center . .

Ay

Room #lll;A, Ext. 2111. Houses and distributes a wide varietya f materials
and supplies necessary tor th roduction processes carried on g% the Multi-
Purpose Wogkroom. This cludes such items as: transparency f1ﬁm trans-
parengy mounts, audxq tape, mountlng board, dryg~mounting tissue, thermal
spirit masters, etc . >

7. ) . ' p
“Instructionil Materials Center ) ) .

< .

Roam #111-7, Ext, 116, Hopses and circulates commercially and locdfly -
produced materials including: 16mm films, filmstrips, records, audi tapes,/
. . . . r . . v .

s tudy prlnts, slides, single concept films, and combinations of thesd.

‘Isgequipped for the prnJuug?Bplgy

v—J-5 thermal spirit-masters.

H

A llstxng of all tthe materials is posted on the boards at the
the M(wlxa Production C(nnp]x'x

. i

entrance to

Transparency Pr()d‘lu,—tion Lab

4
a-variety of overhead transparencies y,
including simple black- and white, diazo color, aipbrushed color, and the

tecnigation process.: 3M machines in this area may also be used to produce

Opaquing Room . ' : . : .
. . y _ | | ) A
Is equipped with twp opaque projectors. .
) n
. , ,
Equipment Practice Lab . - . .

JAudio

A student media

Contains a variety of projectors of all types Anyone who wishes to learn
to operate any of this cquipment may checX out a "I'nipak" which contalns
Stvp ~-by=step instructions for the 0qu1pmont operation. : -

kY

I ab

~

Is designed and equipped for previewing audio materials and duplication of

same,  Two recording booths are available for the production of simple or
sophisticated auwlio proarams, ) .
v . \/
Two Preview Roons ) .
. - . . . .. s . - . N V
Equipped to permit viewirlg of 16 mm sound tilms and 8mm single concept films,

advisor is available in the Madia Production Complvx to
in equipment operation and production prn{sossvs.

40 o - C
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o -y \ ‘ . . . )

- . ' - 5 . e ) .
- Television Production and Playback Services - i :

A

Ext. 2123. Consultation, organization, playback, and preparation for . -
video tapes produced on-campus for: classes, or programs of the college.
‘Television production fac111t1es include two complete p-oduction studios

== one in the Educatlon Bulldlng and the other in Kendall Hall In additiop

to this, there is a Mini Studio designed: to permit from one to three persons

to be video-taped or play back a video tape. ~
e . . &
(i.e., mlnl—lessons interviews, skill demonstratlons, etc. ). For more

{ 1nformaflon, regardlng telev151on productlon and video-tape recording,
contact Ext. 2123, A . ,

- a

.

. '~ Custom Graphics Production Services ’

\>e51gned to, prov1de consultation and productlon services in all major area§
of graphic communication necessary to support the faculty, instructional _
_programs, and administrative functions of the college. Services are avail-
able in: graphic production, photography, television production, and audio .
productlon and duplication. ' ' '

.

'  *NOTE: FOR MORE . SPECIFIC ﬁETAILS AND' DESCRIFIION REGARDING ALL -.OF THE ABOVE

o ' SERVICES, PLEASE REFER TO THE BROCHURES OF THE CENTER FOR MEDIA &~
;o ’ TECHNOLOGY . r~ .
R , . ) . - .
- IVTERCOLLEGIATE ATHLETICS
- The Athletic department chérges adm1551on only to football and basketball
games. Faculty and styff- are admltted without chargeé by show1ng their I.D.
cards. , ) '
. . hu—vﬂ . " - i " \
KEYS ‘

Keys to facg;ty offices are isgued through the department chairman and who
requisition them from the Director of Facilities, Maintenance Ryilding. The

*-chairman should contacted if keys are Iost In on cases .should a faculty
member arrange to duplicate. keys., X Y

- <

MAIL SERVICE

B A ma11 box is prov1ded to faculty members through their division or depart-
ments. The college mail service picks up and delivers mail to administrative
and departmental offices at least,twice daily. Faculty members are requested.
not to send personal mail througly the college, as departmen al Bldgets are -

.charged for all ocutgoing mail.; Pipk envelopes are provided for all inter-

.y ‘0ffice communications. .

I . . : . N »
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PARKING .
” .

Faculty and staff members must register their privately owned vehicles
‘and acquire card keys prior to 1 September 1975, The decals and card
kéys are free for faculty and staff members and will be issued at the
Secuk ity office when vehicles are registered. A state vehicle registration
certificate must. be presented for each vehicle to be registeted. Regis-—
“tration-may be accomplished at the Security office, Bliss Hall, daily,
Monday through Friday from 8 a.m. to 5 p.m. Parklng decals: for the
75-76 school year will be available on 23 June and card keys on 18 August.
Registration should be accomplished as soon after*23 June as possible.

”

. S
1. Faculty and Staff - In order to achieve efficient dist}@bution, the

- , . following is suggested:
If your office is in: Use:
.#, Bliss or Bray ) 'Parklng spaces between BllSS Hall

and Bray Hall

. *
’

Green . Parking spaces between Bliss Hall Yo
' and ‘Bray Hall
: Packer, Phelps, Relocatables K\' HUB parking area -
"Armstrong, Kendall, Crowell, Q’ Lot adJacent to rear of those
and Nursing - : bu11d1ngs -
P
Humanities, Education, Library Education parking_iot o

~
]

2. Visitors' Parking

a. Faculty members are requested to obtain an approved pass for
expected visitors prior to date of Jrrlvai on campus.

\ .
b. Visitors without an approved pass should be directed te® report
to the Information Booth for a temporary permit. .

- »
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LIBRARY e

>

Loans'Lg Faculty ¢

.
~

)
«

Faculty members may borrow books for their teachlng and research needs, but
should return them just as soon as possible. " At the end of each college P
year, all books should be returned or renQWQd and accounts cleared with the
Circulation '‘Librafian,

Bogks and other materials on which there 1s a d951gnated time llmit must

be returned When due. This ‘includes music ‘and literature, recordlngs

books reserved by other readers, recent works of general interest such as

novels, biographies, and polular titles on national and international issues,

boeks borrowed from other libraries, and books on overnight reserve. As a

rule, no extension of a loan should be expected by the faculty in such cases.
: L4 -

Additional facilities and servicesg offered to. faculty members include:

1. Bdrrowing books, magazines, and dissertations from other 11brar1es,
through the cooperation of the New Jersey State Library, Trenton Publlc
Library, Princeton University Library, Rutgers University Libraries
Princeton Theological Semlnary Library, the Unisersity of Pennsylvania
Libraries and the Library of Congress., These items must be used in the
form and the time ptrescribed by the 1&nding librariesw

2. Securing copies of magazine articles or sections of books for personal
use or for use by classes, in lihe with copyright regulatlons ‘Copies.
- made from varlouq types of microfilm can also be produced.

&
3. Chec¢king bibliographies or compiling bibliographies for faculty members
,as far as staff-time permits; the best’examples are the annotated bib-~-

.liographies issued by .the liprary. ’ -

CoF

4. Faculty members may borrow books from the libraries of any other New
Jersey State College, the Newark.College of Englneerlng, and the.New
Jerseinollege of Medicine and Dentistry. When borrow1ng, they must show
their Trenton State College identity cards. The lending library deter-
mines the length of the loan. ' A

The Reference Librarian is in charge of interlibrary loans. She or the-
Librarian should be consulted concerning the compilation of bibltographies.
- a - o . -

Book Ordering and Selection

x

+ The Library issues a publication, "Librdrians" Chdice'", as one means of
informing the faculty of selected new books and other materials that have
been added. This publication will be sent to any interested faculty member
upon request to the Librarian. As far as possible, the library notlfles
individual “faculty members of purchases they have requested.

. Faculty members are urged to examine frequently the book collection ®f the

library in their own fields of specialization - and personal interest. Sys-

tematic examination and checking of many authoritative subject b1bllographles
assures that there are neither major gaps nor anflquated materials that

should be replaced.
. 4:0
<J
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Faculty members should make frequept requests for 11brary purchases through
their department chalrmen. The latter should forward these requests
immediately to’'the Acquisitions Department. Requests. for new periodicals

or backfiles should be directed ta the SZQ}KTS Librarian who issues from ,
time to time up-to-date lists of periodi holdings (the latest was
published -in September 1971).

It is desirable that faculty memt‘.ndicate'whether or not a book is‘
needed at once or suggested for later purchase only. Author, title,
pubilsher, date, edition ang price sljould be properly noted on each card.

The Librfarian, the Head of the Bibliography and Acquisitions Department,: N
the Acquisitions Librarian, and the-Readers Advisers in the major subject
areas are always ready to discuss the best methods of book selection and
purchase with department chairmen and individual faculty members. The )
systematic building up of the book collgction is one of the most important
tasks of a college faculty; it must be a year-round operation. *

-

’

Reserved Books

Please request for reserve only those books which are needed for actual
assignments to a whole ctass at a specific daté. It is poor practice to
put on reserve titles necded only once in a while; this militates against
~the legitimate interests of other readers. ’

. . .
The sy%temqof open shelves makes it imperative that lists of books to be
put on reserve be given to the Reserve Book Assistant (Circulation Dept.)

well before they are issued to students Otherwise, books will not be -
available when needed. Forms for reserv1ng books may be obtained from <
her or other Circulation Department personnel. The following procedures

will greatly expedites the necessary processing.

1. Submit two typewritten copies of your list.
B

2. List each book with call number,‘preferably in alphabetical order.
Books are put on class reserve in ‘the follow1ng categorles~

1. NINE O'CLOCK OVFRNIGHT - about half the volumes on hand of each title.
2., FOUR O'CLOCK OVERNIGHT - the other half, for the benefit of commuters.

3. DOUBLE RESERVE - '"ask-at-the-desk' book or rarec item which is put on
reserve by a faculty member, also a strictly limited number of Looks
under pressure of heavy cdemand which need special protection. They
may only be usecd in the reading rooms. :

“ 2\

.
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- . <
Instructions®in the Use of the Library N / ’

This is one of the most difficulf, but potentially also most rewarding
functions of the library staff.
7
The general coordination of all these instructiohal activities by the
library staff is in ‘the hands of the Assistant Librarian for Readers?®
Services. The first important instruction is given in the Freshman year,
at the express ‘request of academic departments or individual instructors.
Members of the library staff, ‘especially the Readers Advisers in Education
and Psychology, the Humapities, the Sciences, and.the Social Sciences as
well as members of the RefeYence Department, will be available ‘to present
lectures geared to the needs of the specific classes. It is desirable
to arrange for such lectures some time in advance. The agtive support of
all faculty members who teach freshmen is urgently solicited.

Ky

.. Faculty members are invited to consult the Assistagt Librarian for Readers
Services if their classes above the Freshman level need extended biblio-
graphic advice. The staff will make every effort to provide suitable staff é
members to lecture on the subjects in question. :

New faculfy members are urged to secure from the Librarian's Office copies
of the report from the Faculty Committee on Written Expression and Biblio-
graphy. It containg instructions and examples of the bibliographic form
recommended for- use by all students of the college. Staff members are

also ready to take over class sessions devoted to the literature on specific
subjects; arrangements should be made well in advance.

Service to Graduate and Continuing Education Students

Graduate and evohinq students are entitled to full use of the library. The
.tvition receipt will'serve as proper identification.

Services to Alunni

, N
Privileges of the library are extended to alumni. The Alumni card is
sufficient identification. ‘

The library admjts qualified readers from the outside, if they are willing
to make a refundable deposit of $S10°F \

Policy on Library Responsibility and -Support

/

The library is responsible for the support of all approved programs of the
college. There are no separate departmental libraries.

The Faculty Library Committee, includihg nine members of the teaching faculty,
three students, and a few ex-officio members, advises the Librarian on
questions of general library policy and the distribution of budget allocations.

-

‘ A
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Use of this area may be arranged through the Associate Librarian. A
Faculty Lounge is lgsated nearby. ‘

)

Guide to the Library

\» A printed Guide to the Library is regularly issued to freshmén, transfer
'students, and new faculty members. -
3
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PERSONNEL AND FINANCE

. FACULTY

1] .. - I
Personnel and financial matters pertaining to facul%y'and administration

are discussed .below. <{uestions should be d1rected to the Academic Affairs
Office or the Personnel Office. i .

ATTENDANCE REGULATIONS

«?

- Faculty must meet. all classes except in cases of illness or authorized

Q

ERIC

Aruitoxt provided by Eic:

absences. If a faculty member cannot attend his class, he must inform.
his department chairman and insure coverage for classes missed. All
employees are required to file an absence report each month. Forms are
provided gy academic departments and must be forwarded to the Payroll
Office on the last day of each month. .

’

DAILY OFFICE HOURS

to 4:30 p:m., Monday through Eriday.
V 4
EQUAL OPPORTUNITY AND AFFIRMATIVE ACTION

Regular office hours are¢ from 8:30 a.m.

It is the pOlle of the college to consider all applicants for full~time,
part- tlme, and temporary employment without regard to race, color, creed,
national orlgln, aqv Or sex.

'

FRINGE BENEFITS

The faculty fringe benefit package is one of the most genérous in the
country. The college participates in the cost of retirement benefits, 1life
insurance and health benefits. Detailed information on these programs is
available from the personnel office. However,. the following gives some
notion of the henefits provided.

Retirement

S

New Faculty are required to enter the TIAA-CREF retirement program. The
college contributes an amount equal to 8% of the faculty member's salary
toward the purchase of a retirement annuity. An additional five percent

is deducted fram the bi-weekly salary warrant as the employee's contribution,
The employee may elect a plan of distribution between TIAA and CREF. An
additional contribution may bé made by the employeo if he desires. Entrance
into the plan is effective upon employment. If a new employee is already

a member ot a State sponsored retirement program, he may elect to continue
that membership.,

Life Insurance

0y

;i\

The college pays the entire premium for those persons in TIAA-CREF retire-
insurance equal to three and one-half times the

There is also a provision for long term disability

4%

ment program for lite
employee's annual salary.
coverage in this program,




O
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N

Members of the Public Employees Retirement System are provided free term
life insurance equal to one and one-half times their prior 12 months' base

'salary. In addition to -this amount, term life insurance equal to one and

one-half times base salary is provided for a contribution of 3/4 of 1% of
salary. Participation in this contributory life insurance program is com-
pulsory during the first year of Retirement System membership and may be
continured thereafter at your opinion.
_ .

Health Insurance

v

- -

.

The college offers both a basic health benefits program and a major medical
program. Copies of the-booklet explaining health benefits for New Jersey
Public and Schpol Employees are furnished to all employees. Additional
copies are available in the Personnel Office. Benefits offered include
Blue Cross/Blue Shield basic plans and extended coverage {(Rider "J").

Major Medical plan is offered through Prudential Insurance Company.

The basic plan provides coverage on a schedule of benefits for hospital-
ization, surgival care and medical care while hospitalized.

Once you or a covered dependent have individually and separately satisfied'®
the deductible described below within a calendar year, the Major Medical
Plan will pay eligible expenses that individual incurs during the rest of

the year:
e - 80% of the first $2,000 of expenses ’
- 1007 of the expenses above $2,000

The deductible is the first $100 of eligible expenses incurrgd by the
individual during the year, not counting expenses payable under. the basic .
Blue Cross and Blue Shicld coverage. Expenses payable under the basic

plan are not eligible under Major Medical Insurance. '

It is necessary for an employee to satisfy the deductible only once during
a calendar year. -Moreover, once a covered dependent has also satisfied the
deductible, benefits will be paid for the rest of the year for all other.
qualified dependents without additional deductibles.

Identification Card

Phe Trenton State College picture I.D. card is the official College i ntifi-
cation for'the staff member and should be carried at all times. The X.D.

\

-

Loss of the I.D. card would be reported immediately to the S.C.A. Finance
Office (Student Bank) in Green Hall. A fee o1 $2.00 is charged for a -
replacement card. The 1.D. card becomes void upon interruption or termina-
tion of employment and must be returned to the Personnel Office before the

employee leaves.

Paxdax

State employees arce paid every other Friday. In the event payday falls on
a holiday, paychecks may be received en~the preceding day. There are

45 - :
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twenty-six paydays in each fiscal year, which extends over the period
4 July 1 to June 30 inclusive. Checks are distributed at the Payroll
Office (Bliss Hall).or through some departmental offices.

.

Sick Leave

All staff '(classified and unclassified) are credited with one day of sick
leave for each month of employment during the first calendar year of
employmgnt.

"Startinglwith the second calendar year of employment, staff members other
than faculty are credited with fifteen days of sick leave per year. Faculty
are credited with one and one-quarter days of sick leave each month of
gpmpleted service, Any amount of sick leave allowance not used in any

alendar year will accumulate to the employee's credit to be used when
needed. Employees will be partially reimbursed for accrued sick leave at
the time of termination of employment.

Sick leave is for a specific purpose to be used when one is ill. It is

. . not to be used as vacation time or simply as time off. However, one may
: utilize sick leave for a short period of emergency attendance upen a member

of your immediate family who is critically ill, 'or due to a death in the

immediate family.

Snow : : .
\

In the event of inclement weather, an absent employee will have the day
charged to vacation or to accumulated compensatory time.

1

Vacation . _!9

Annual vacation leave with pay will-be earned at the rate of one day for
each month of service. Twelve days vacation are earned for every year up
to five years of service; fifteen days vacation after Lompletlon of five
years and up to twelve years; twenty working days v tion after completion
of twenty years.

Vacation leave must be taken in the year in which if\ is earned. 1In rare
instances, - when it is impossible to take vacation le ve, it may be taken
in the year immediately following,

Vacation schedules are coordinated to maintaint efficidnt operation of all

offices

O
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STANDING COMMITTEES OF TRENTON STATE COLLEGE . .
1975-76

Standing committees of the College are charged by the President to study

‘and recommend proposals through the appropriate administrative officer of the
College to the President. The recommended policies shall be submitted in
letter form to the corresponding executive officer (vice president or the Dean
of Students) of the College who has the responsibility for the area in which
policy is being recommended. The vice president is to serve as a transmit-
tal agent for recommended policy and will make his own recommendation on the
matter being submitted to the President. ,A vice president or a Dean of
Students shall ‘not veto or cut short recommendations that are resubmitted to
the President from standing.committees

The President, upon reviewing the recommended policy, will confer with the
bargaining unit representative through established chahnels if the.recom-—
mended policy dealt with is as covered in the existing contract. The Pres-
ident will also confer with the Faculty Senate President. It will be joinfly
ascertained if some other type of review is needed. The President will also
confer with the President of the Student Government Association. The Pres-
ident will make known his feeling toward the policy at this time. He may.
stipulate that a time limit for furfher campus review is feasible and needed.
After taking into consideration the further campus rev1ew and reactions to
the recommended pollcy, the President may either accept or reject the policy
"and indicate his reasons. In some cases, the recommended policy may be a.
matter for consideration by the Board of Trustees. If the President or if
the Trustees approve ‘the recommended policy, this policy shall be disseminated
in Campus Line, the SIGNAL, UTTIME UMANA, or in memoranda to the campus
community. A policy book/or manual shall be established and the Presidential
endor sement and date of #ny policy shall be recorded. The proper recordlng
of all policy shall be established as normal practice. A similar policy
collection procedure should be established 1n each division and school of

the College. ..

Faculty membership is recommended to the President by the Faculty Senate;
student members are¢ recommended by the Student Government Association.
Where the President has reservations about any recommended appointment, the
President consults with the appropriate organizption. Appointments to
standing committees are made by the President. .

By virtue of Article IX, Paragraph D ,of the Agreement between the State of
_New Jersey and the Council of New Jersey State College Locals, NJSFT-AFT,

AFL-CIO:
4
""The U'nion shall have the right to appoint one employee representative
to each college-wide committee of each state college, said representa-
tive being sclectdd by a procedure established, and administered by the
U'nion consistent with the purposes of each of said committees and with
any term of office uniformly designated for-other committee members."

All faculty appointment. are for a period of three dcademic years. Unless
otherwise specified, all committee members are cntitled toote. The
Faculty Senate revolved on March 13, 1975 that: 'Members of College Com-
mittees facing extended inability 'to attend scheduled . Committee meetings

" oG | S
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either seek a leave of absence from that Commlttee for the semqgter in which
the conflict occurs or resign from the Committee. All committee meetings
are to be scheduled at a time which will insure that the maximum number of
committee members will attend. . . . ‘4 :
. A 'reorganization meeting is called by the previous year's chairperson as

' soon after September 1 as possiblg for the purpose of electing a new chair-
person. It is suggested that a v§§%pchairperson or co-chairperson also be
elected so that meetings might take )place at times convengent fSr the
majority of the Committee members. Minutes of each meeting will be sub-
mitted to the President's Office. Cofmittee minute abstracts receive wide
dissemination through the faculty and staff newslettér, "Campus Line."

It ig important that a continuity of purpose exist within each committee

from year to year. In order to provide such continuity it -is suggested

that new committee members be provided with selected previous minute;,‘

agenda of ongoing items for discussion and action and any other informational

materials which would prove helpful.

Violations or conflicts with the contract should be reported to the Collective

Bargaining ‘Agent throuch it representative on the apﬁfopriate Standing

Committee: Each committee's function shall be reviewed every thrée years

to. determine whether its functlon requires redefining. .
~

1. Academic Policies Committee .

The Academic Policies Committee reviews and approves changes in program
(major and minor), new programs, and dropping of existing programs. It
also reviews, evaluates, recommends, and approves college-wide academic
policies related to: 1) the nature of liberal studies requirements;

2) guidelines for majQr requirements; 3) guidelines for minor require-
ments; ‘d) academic programs other - than majors and minors which are or
could be college-wide matters; 5) program articulations to prevent
overlaps, proliferation, or gaps in offering5; 6) investigation of
academic matters in order to anticipate future program needs, to plan
for the academic development of the collcege, to evaluate existing pro-
grams, and to recommend changes in the academic program of the college;
7) other academic policy matters not specifically within the jurisdiction
of another college-wide committee.

FACULTY MEMBERS: ‘ E EX-OFFIC&O, WITH VOTE

C. Hanley, A & S '77 Academic V.P.

E. Menocal, Bu-. 76 Dean, Arts & Sciences :
J. Kruppa, T.E.T. 176 Dean, Education

J. Skelton, at larae '76

T. Valiga, Nurs. 177 ' I X-OFFICI"), WITHOUT VOTE )
P. Winkel, A & S 177

R. Shepherd, Ed. '78 . ¢ raduate ean

E. Burke, Ed. '78 hirectors of 3 Divisions

L. Fradkin, at larcc '78 ' . lkfegistrar

L. Weaver, Registrar A.F.T Director of Advisement

Students ()

-
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2. Budget Advisory Committee

J

The College Budget Committee advises and makes recommendations to
the President, holds hearings and communication with the faculty
regarding the matters dealing wi‘h the budget as they may_ relate to
present and future planning. Members examine budgetary requests for A
institutional and instructional programs in order to assist in estab- )
"lishing budgetary priorities’.  Information that is before the committee

is confidential until released by an official act of the committee.

FACULTY MEMBERS: EX-OFFICIO, WITH VOTE
P. Hjack, A & S '76 Executive Vice President
J. HiOdOWski, at large '76 Academic Vice President
J. Karras, A & S 17 Administrative Vice President
P. Duffy, Bus. 177 .
. S. Ruagles, T.E.T. '77
H. Hinck, at large . 177 . i
P. Ollio, Ed. ' '78 T .
D. Sutterley, Nurs. '78 . :
F. Updike, Ed. 178 P
J. Elias, Ed. A.F.T. :
Students (3) ) .
3. Institutional Planning Committee . . \

This committee will assist the President in determination of goals and
purposes tor the College., It will also recommend proposals for the\

establishment of new facilities, new construction, and the improvement
of existing arrangements. A further responsibility is to conduct on-

going ggview and necessary revision of the Master Plan.

FACULTY MEMBERS: FX-OFFICIO, WITH VOTE

E. Rockel, at larae 176 Vice President, A&hinistration‘%
J. Turk, A & S '76 Finance

K. Tillman, Ed. '76 Vice President, Academico.Affairs
D. Fairy; A & S '78 Executive Vice President

G. Felix, at large '77 Director, Institutional Planning.
R. Edelbach, I.E.T. 177 Dean of Students

E. Collins, Ed. '77 X

W. Feldbaumer, Bus. '78

D. Mann, Nurs. '78

) P. Cohen, A & S AF\.T. _ %

Students (5)

O
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“a. sponsor$ research studies and prOJects related to the admlssloi

[\\ undergrad ;es at the college.

“Academic Calendar, Registration, and Scheduling Committee

-

Academic Prégress Committee\ : " _ - .

P

and reténhtion of freshmen and transfer undergraduate students

b. recommends p011c1es related to the retentloL standards applied to

c. sponsors research studies and projects related to the admission
and retention of noh-matriculated undergraduate -students. g

d. recommends those undergraduate students to be dismissed from thé
Colfbge for unsatisfactory academic achievement.

e. recomnfends to the Vice President for Academic Affaixs those
students who should be.plac¢ed on academic probation for -unsat-
isfactory academic achievement. . .

.

f. recommends the readmission of undergraduate students,

9. hedrs dismissal appeals and makes recommendations.:

- .

FACU'LTY MEMBERS: | EX-OFFICIO, WITH VOTE )

y ‘ .
A. Melvin, A & S : 176 Executive Vicd Presﬁdent )
A. Hornyak, Ed.: '76 ~ - Academic Vice President or. g
O. Heck, A & S 176 - permanent designee , .
D. Rubin, Ed. T 77 Dean of Students or
H. Hess, I,E.T. '78 permanent designee
J. Eberhardt, Bus. ~ . '78  Director, Advisement
R. Porter, Nurs. 77 CHANCE Representative
W. Hausdoerffer, at large '78 = Registrar or permanent designee\’
M. Pender, at large 177 ' .
L. Levine, English A.F.T.

Students (4) _ ' S

This committee formulates the academic calendar and proposals for the %
registration of students and scheduling of classes and final examinatﬁQEs.

- ¢

FACULTY MEMBERS: . EX-OFFICIO, WITH VOTE C .

R. Dun¢hn, A & S - 176 Gra-duate Dean * -
P. Wilker, Ed. - 176 Registrar

S. Fisher, Ed. '76 Executive Vice President .
E. Smith, A & S 77 Dean of Educational Services

W. Phillips, at large '77 -

R. Laws, I.E.T. '78 EX-OFFIGI0O, WITHOUT VOTE

R. Porter, Nurs. . .178 T . ’
J. Robinson, Bus. . 1'78 Director of Men's Athletics

R. Price, at large , '77 Coor linator of -Women's Inter-

J. Goodkin, A & S % A.F.T. collegiate Athletics

Students (3) » ,




6. Admissions Commlttee : ) ’ )
) Y '

a., recommends policies related to the adm{551on of freshmen ang ~ )
transfer students to the undergraduate programs of the College.

b. recommends policies related to the acceptance and retentlon of

~ non-matriculated undergraduate studcnts. h o,
. . _ : A
“FACULTY MEMBERS: EX-OFFICIO, WITH VOTE
J. Kruppa, I.E.T. ‘ 177 " Bxecutive Vice President
M. Schmid, Ed. : '77 Pirector, Admissions o
R.. Rittenhouse, at large '78 Reégistrar or a permaﬁbnt designee,
D. Mann, Nurs. ' '78 " Dircctor, Advisement:
E. Sarafino, A & S AF.Ty . ¥ ‘
Students (3) leX—OFFICIO, WILTHOUT VOTE ’ -~

,Doan of Students

l7."~¢yisnrz>tdmmittoc on Arts, Cultural Programs, and Extra-Curricular
‘ Schedanling . .

This committee gives rvprvsvntation'to the cultural slanning in the

Arts and Humanfties and acts as an advisory body to special programming

groups. It also establishes policies which provide continuity for extra-

curricular programming and to resolve or prevent schedule conflicts; and
‘reviews scheduling proposals to asacrtain whetheX or not they are in '

concert with the purposcs and goals, of the Colloﬁ}\;. . °

s

% FACULTY. MEMBERS: R ' EX-OFFICIO, WITH VOTE ’
A. Safran, A & S V77 Director of CUB Programs w
C. Kumnick, A & S 77t ‘Director, Student Activities
K. Wynne, Ed. 'TH 1 Director of Minority Fxecutive

5 J. Burcher, Ed. '76 . Council

S. Reback, Bus. 'TH ‘
K. Finkral, I.E.T. et . EX=CEFIGTO, ‘WITHOUT VOTE )
D. Manf, Nyres. 176 .
R. Jones, at large 178 Dean of Students

- G. Woodwapd, at larage  '76 Dcan of Arts.and. Sciences
R. Mehlmgn, A & S A.F.T. .

Students ‘(8)

8. Affirmative Action Committee v

The Affirﬂq{iv? Ac tion Committee ddvi%Q\ the College?s Affirmative
Action Officer on atters related to employee relations within the
College, and all 1 lAtions with contractors and <overnmental agencies
everyone concegned that an atmosphere of non-dis-

in order to assurc
is= guwsranteed to minority porson%

crimination and eqgual opportunlty
' and women.

'El{lC 0 o
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10.
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. ' P
AfflrmatlY? Action Commlttee (cont. ) o T .
FACULTY Mﬁ&BERS-‘ EX-OFFICIO WITH VOTE ' P
c. Hanley,'Eng.- . 176 Afflrmatlvé Actlon Offlcer * -
J.“Smith, Ed., Fld. 177 2 Admlnlstrators , - h
E. Williams, Soc. Welf. '76 2 Non-professional Civil Service » O
M. McLeod, Spch.&Thtr. A.F.T. Employees L .
Students (2) 1 Professional Civil Serv1ce ' ¢ )
‘ : . " Employee . ’

s ]
Athletlc Adv1so:¥ Committee . -
%

The Athletlc Advisory Committee advises. the girectors of athletics in .

m#tters of the intercollegiate athletics. and intramural athletics

programs of the College. It is a sounding board for ideas and the

planning of athletic programs. Recommendations on fthe establishment - -
of polmc1es and development of supportifor athletics are channeled

to the President.

§

EX-OFFICIO, WITH VOTE
7 T~ ‘o

FACULTY MEMBERS :

J. Walker, H.P.E, '76 . Vice President Admlqlstratlon &

J. Shea, Elem.* V4D Finance or permanent designee

E. Hager, Bio. 178 . 'Director of Intramural Activities
S. Moore, Elem. 177 ' Coordinator of Women's Inter-

C. Kingston, Bus, 177 collegiate Athletics .

N. Cromack, Math. 178 Director of Men's Athletics -+ .

J. Daubert, Bus. AF.T. President, Alumni . - ’
Students (6)

Assn. or permanent designee
- * . ’ ’ . .
- . EX-OFFICIO, WITHOUT VOTE ¢
¢ ’ &
Director of Admissions

College and Community Relations‘§9mmittee’

. N N
This committee advises the. chlef administrative officer who is respOn-

"sible for performing the*functlons in the areas of publlc information,

publications, cgllege events, alumni and community relatlons,_and .
special fund raf#ing projects. The committee suggests general, policies

and procedures related to the interpretation of the college to'its,

various internal and external publics. Recommendations are made re- -
garding the naming of college facilities, the'awkrding of citations

and honorary degrees, the 1mplementat10n of special "events, and the

dination of an- annual orlentat10n~program for new members of the' =~ -
faculty and administrative staff. v : & R
4 . . B '
. ) @ . » T
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« .. ~ College and Community Relations Committee (cont.)
. ' N\
FACHLTY MEMBERS: , EX-OFFICIO,WITH VOTE
3y - . . 3
A, Hohmuth, A & S - 177 " Grand ;;::hal of Collegée
C. Ehlers, A & S 176 Asst. to President for College
P. Cooper, Ed. 178 Relations ‘
E. Warner, Ed. ) 177 Executive Vicé Presideﬁf
. V. Shexrer, Bus. 77 Asst. to Academic .Vice President
R. Weber, I.E.T. 178
h R. Porter, Nurs. _ 76 - ¢ h
G. Dickinson, "at large * '76
v F. Goldstein, at large 178 .
R. Gleeson, A & S -~ A F.T. .

- " Students (5)°

11.  Computer Centel Advisory Committee N

.

This committee will function to éstabllsh proposals for the operatlon
of thé Computer Center. - .

FACULTY MEMBERS: EX-OFFICIO, WITH VOTE
J. Walthew, Ed. '76 - Vice President for Administration >
T. Cheng, at large '76 ' and Finance or a permanent designee.
Y. Lee, A & S 177 Director, Computer Center
N. Breland, A & S . 177 . Academic Computing Coordinator
W. Jones, Ed. 2 178
S, Linn, Bus. #/// 176 N
¢ . I. Feryszka, at large 178
- C. Feng, I.E.T. 178 S
G. Sharp, A & S A.F.T. _ -
Students (3), . , N

12. Faculty.and Institdtional Research,and Sabbatical Leave Committee
Y - .

This committee establishes policy, encourages research activity, and
reviews faculty and college requests for research grants, sabbatical
leaves andﬁadvanced study, and makes recommendations to tgg/Pre51dent.

« -

FACULTY MEMBERS : EX-OFFICIO, WITH VOTE
s \- .
¢ D Fein, Ps§}h. 177 : Coordlnator.of Federal Fundlng
T R. Pfeiffer, Physics 178 M)cademic Vice President or
+D. Guttentag, Bus. '77 permanent designee ey
R. Gellman, Ed. Fld. 178 Lo . .
T + D. Evans, AAS 176 Ex-OFFf%go,LWITHOUT VOTE
G. Oakley,-Voc. Ed.- 178 e
J. Brodowski, Lib. 176 . Dean of Arts & Sciences
L. Waterhouse, Eng. A.F.T. .Dean of Education
, Students (2 without vote) ' Director, Computer Center : . '
- - ‘ - 3 Division Directors | o
o ’ ) Graduate Dean -
{
- '
- ] 5 b ®

a
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13, Faculty Promotions Committee -/ -
o .

-

The Faculty Promotions Committee recommends to the President members

the faculty for promotion. The department promotion committee will
recommend to this committee faculty members to be considered for
promotion in accordance with the procedures outlined in the current
Faculty Handbook. A

FACULTY MEMBERS: ' EX-OFFICIO, WITHOUT VOTE
J. Bufgher, El. Ed.\\ 176 Academic Vice President
H. McRae, Sp. Ed. '77 Dean of Arts & Sciences -
A. Star, Bio. 178 Dean of Education
J. Ellis, History 176 3 Division Directors .
“ K. Everard, Bus. . v77 Graduate Dean
W. Alexander, I.E.T. 178 Chairman, Senate Faculty Affairs
. C. Yengo, Ed. Fd. 178 Council: : -
S. O'Neill, Psych. 76 . ‘l;
W. Ehrenpreis, Math. 177 ’ ‘
P. Malloy, Acad. Adv. ' » »A.F.T.
Students_{3 without vote) : ] ) 7
l4. Health and gafety Committee . N :
v . _
This committee studies the general health and safety needs of the
campus and makes recommendations to the President.
FACULTY MEMBERS: EX-OFFI1ICIO, WITH VOTE -
"o R: Epstein, Lib. ‘ C 177 Fire Prevention and Safety Officer
R. Bittner, I.A. 178 Director oﬁ%;acilities
M. Curry, H.P.E. '78 Director of "Health Center -
A. Lazarus, Chem.: A.F.T. Director of Housing
Students (5) . Vice President, Administration &
’ . Finance or permanent designee
. . Radiation Safety Officer
* ) ) EX-OFFICIO, WITHOUT VQTE
N S
w Director of Campus Security

f%, Human Relations Committee

The function of this committee is to study problems of the college
community involved in human relations and suggest policies and pro-

cedures for’their solution. . -
FACULTY MEMBERS: ) : EX-OFFICIO, WITH VOTE
M. Rothman, Phys. '76 ,Affirmative Action Officer
O. Barker, Math. '76 Dean of Students

: B. Patterson, Pol.” Sc. '77 Director, Minority Executive Council
G. Jones, El. Ed. . '78 .
D. Montalvo,; P.R. Aff. - A.F.T. : . ;

Students (4) . P
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16. Instructional Media Center Advisory Committee
This committee will recommend policies and services of the
4dnstructional Media Center. -
FACULTY MEMBERS: EX~OFFICIO, WITH VOTE
P. Allen, Nurs. 178 Director, Media Center
P. Butcher, at large '77 Academic Vice President or
B. Novick, A & S 177 permanent designee
K. Finkral, I.E.T. '76
B. Harned, Ed. '76
N. Gaston, Bus. 176
H. Hernandez, -at large 178
H. Nelson, Lib. A.F.T.
Students (4) .

17. Library Committee

T N

18.

The Library Committee considers current problems of library admin-,
istration with tQﬁ&lerarlan, studies #he need for library materials
designed to serve the total college instructional and extra-class
activities, and rccommends to the- President improvements and general
needs through the Vide Presidgnt for Academic Affairs.

FACULTY MEMBERS: ‘ . EX-OFFICIO,WITH VOTE //
J. Brown, at large 176 ' Librarian - .

R. Shepherd, El. Ed. 177 Graduate .Dean

A. Wortis, at large 177 Academic Vice‘President, or

W. Brant, Bus. 77 permanent designee

E. Strasser, A & S '78 .

R.-Bittner, I.E.T. 178

T. Valiga, Nurs. 178 Ed

P. Cummings, Phil. A.F.T. . ’

Students (4)

Student Awards Committee

The committee selects award recipi®%nts from students nominated by
the faculty and students.

—-—

-

FACULTY MEMBERS: EX-OFFICIO, WITH VOTE
LY
E. Brink, H.P.E. 177 " Dean of Students
J. Nichols, I.E.T. \26 Asst. Director of Financial Aid
R. Hewitt, Geog. ' A.F.T.
Studenti/LiLmhi -

/‘\/\‘\\




Student-Faculty Judicial Comittee

-

This committee reviews cades of student behavior which are considered
inconsistent with accepted standards of the College. In cases involving

_suspension or, dismissal, rei?mmendations are made to the President.

Travel Study and Exchange Committee

FACULTY MEMBERS: * EX-OFFICIO, WITHOUT VOTE

R. McCo£kle, H.P.E. '77 Representative from Dean of
G. Woodward, Sp. Th. 17 Students' Office

A. Ukpak, Econ. '7

P. Butcher, Lib. 176

D. Perry, Couns. Ctr. A.F.T,

Students (7)
4

This committee coordinates all travel-study and exchange courses and
programs offered to students and faculty, reporting its findings and
recommendations to the appropriaté. administrative office or committee.
Responsibilities include: (a) evaluating all proposals for travel-
study caurses or exchange programs which seek TSC student and/or faculty
participation, whether for credit or not and regardless of the original

. sponsors; (b) initiating and developing new, courses and programs; (¢)

evaluating vn-going programs; (d) interviewing and recommending candi-
dates for faculty exchanges (e) hosting incoming exchange faculty; and
(f) exchanuing materials and ideas withgother colleges and organizations
both here and abroad with a view to improving present programs and
developing new ones.

FACULTY MEMRBERS: EX-OFFICIO, WITH VOTE

F. Hahn, at large 176 Academic Vice President or

T. Murray, A & S '76 permanent designee

D. wWilliams z\ Ed. '76 Coordinator of International

S. Chukumba, at large '77 Education -

N. Schwartz, Ed. 77 -

S. Haenisch, A & S '77 ‘ EX-OFFICIO, WITHOUT VOTE

W. Alexander, I1.E.T.  '78 .

M. Shenker, Bus. . '78 Chnsultants to Committee, as needed
S. Brandow, at larce Representative of Summer School Office
St‘ﬁ’%nt’s (&)




APPENDIX A \\»

CODE OF. ETHICS

NEW JERSEY DEPARTMENT OF HIGHER EDUCATION

In recognition that it is essential that the conduct of pnglic officials
and employees shall hold the respect and cinfidence of the people, Chapter
182, Public Laws 1971 (RS 52:13D-1 et. seq.) was enacted by the New Jersey
Legiflature and signed by the Governor on June 2, 1971. That statute
provides that within the guidelines contained therein, the head of each
state agency shall promulgate a code of ehtics tq govern and guide the
conduct of State Office;s and emﬁloyees in his agency.

The following code of ehtiFs is applicable to employees paid from federal,
state or county funds and who are employed in the New Jersey Departmeqgt of
Higher Education, colleges (including county community colleges) and uni-

‘'versities under its jurisdiction, and institutions, commissions and other

. agencies organized within tng Department:

1. No officer or employee should have any interest, f1nanc1a1 or otherwise,
direct or indirect, or engage in any business or traﬁsactlon or pro-
fessional activity, which is in substantial conflict with the proper
discharge of his duties in the public interest.

No officer or employee should engage in any particular business,
prof9591ona1 trade or occupation which is subject to licensing or
regulatlon by a sperlflc agency of State Government without promptly
filing notice of such activity with the Executive Commission on _
Ethical %\tandards. ' s

No officer or employee should use or attempt to use his official
position to secure unwarranted privileges or advantages for himself
or others. ‘

No officer or employee should act in his offid¢ial capacity in any matter

wherein he has a direct or indirect personal financial interest that -
might reasonably be expected to impair his ohjectivity or-independence
of judgement.

No officer or employee should undertake any employment or service,
whether compgnsated or not, which might reasonably be expected to

impair his objectivity and 1ndependence of judgement in the exercise

of his offlrlal duties. ..
No officer or employee should accept any gift, favor, service or dther
thing of value under circumstances from which it might be reasonably

inferred: that such gift, service or other thing of value was given or
offered for the purpose of influencing him in the discharge of his
official duties: ' . L

No officer or employee should knowingly act in any way that might
reasonably be expected to create \an impression or suspicion among the
public having knowledge of his acts that he may be engaged in conduct
violative of his trust as a State offlcor

60




APPENDIX B

STATE OF NEW JERSEY - TRAVEL REGULATIONS

Transportation by Persenally Owned Car (mileage basis) &

"All employeds using privately-owned cars in the performance of their
duties for the State of New Jersey and for which they are being reim-
bursed, shall carry liability insurance with minimum coverage of
$25/50,000 for personal injury liabilities and $10,000 for property :
damage. Evidence that such insurance coverage is in full force and effect
with companies approved by the New Jersey Department of Insurance shall be
made-available to the Department Head or his authorized agent before auth-
orization is given employees to use their privately-owned cars."

i ~
SUBSTSTENCE - Limitations on Reimbursement

"Per Diem. Reimbursement for subsistence expenses is limited to the actual
. allowable expenses incurred, not exceeding a maximum allowance of: :

1. $40-per diem of which not more than $28.00 may represent lodging
costs, when attending a convention, conference, staff training
program or seminar where housing aggommodations are an integral
part of the arrangements,

2. $33.00 per diem including meal costs, when engaged in regular
official travel in the conduct of State business other than in
#1 above,.

’

3. Reimbursement for meals for a partial period #h excess of groups
of 24 hour periods or for a period of less than 24 hours shall be
computed using the following schedule:

) Breakfast $2.00 including tip
Luncheon $2.50 including tip
Dinner $7.50 including tip

.
4. Reimbursement shall be made only for out-of-pocket expenses incurred
subject to the above limitations. - '
e e e e e e e .
¢. Reimbursement is approved for the, full cost of an official
convention meal which the employee attends when such meal is
scheduled as an integral part of the convention or conference
proceedings. If a meal or meals are included in the registra-
tion fee, the cost of said meal or meals is not to be listed
on the travel expense voucher."

RECEIPTS AND VO!'CHERS -
Memorandum of Expenditures . v

"All persons authorized to travel on business for the State shall keep a
memorandum of expenditures properly chargeable to the State, noting each
item at the time the expense in incurred, together with the date. Infor-
mation thus accumulated will be available for the proper preparation of
el e rnse vouchers, '

trav expe che W 6"

4
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APPENDIX B (cont.)

Travel Expense Vouchers and Receipts

[4

®a. All Claims for reimbursement of traveling expenses shall be
submitted on the authorized Travel Expense Voucher (Accounting
| Bureau Travel Form No, AAlOl) and shall be itemized and stated
in accordance with these regulations, except that itemization
' shall not be required where per diem subsistence was authorjzed.

b. Receipts for convention registration and for holtel or lodging
shall accompany the travel expense voucher.

c. Travel expense vouchers shall be supported by other receipts as
the Department Head may  require.”

ADVANCE APPROVAL ]

Attendance at conventions and conferences which involve- expenses of $200 or
more per person, including transportation, .registration, lodging, meals,
etc., regardless of location, require adgarice approval of the Department of
Higher Education and Director, Division Budget and Accounting. This
request, together with a statement of justification for travel, must be
signed by the campus supervisor and submitted to the Director of Business,
Services, Bliss Hall, at %east 21 days before the proposed -trip.
RETMBURSEMENT ~/

All Travel Expense Vouchers shall be rendered monthly, by calendar month,
and submitted to the’Director of Business Services, Bliss Hall, by the
fifth working day of the month following the end of the month for which the
voucher is rendered. . .
i v
boe If the total of th¢ monthly expense doed got exceed $10.00, it shall be
carried over to the following month, unless the employee does not expect
to incur travel expenscs in the following month. At the close of the
fiscal year, however, even though the amount is less, a voucher shall be .
submitted, inasmuch as such expenses may not be carried forward into the
next fiscal year. )
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APPENDIX C
FACULTY ORGANIZATIONS

Trenton State Federation, Local #2364 (AFT)

The Trenton State Federatiqn, Local #2364, is open to teachersz research
scholar,s and professional staff of the college. It is dedicated to the
total welfare of faculty and professional staff. Academic freedom, tenure,
and morale are among its primary concerns, but the'organization seeks to
promote standards for superior professional performance. 1Its goal is to
safeguard all aspects of employment in the college; to protect the social,
personal, financial, and professional well-being of its members.

Since terms and conditions of employment are a special area of interest to
the Federation, members of the college community who have questions con-
cerning their terms and conditions Bf employment should contact Philip
Malloy. ’

Until Jane 30, 1976, the Federation represents the official collective
bargainrning agent for Trenton State College by virtuerof a free and open [
election of the Trenton State College personnel. The Federation's
activities include social functions which are held throughout the year.

American Associfilion of University Professors
NS
. ~

Active membership in the campus AAUP chapter is open to teachers and research
scholars who have at least a one-year appointment to a position or at least
half-time téaching and/or research, with at least the rank of instructor or
its equivalegnt. The AAUP is primarily concerned with conditions of academic
freedom and tenure, conditions of faculty participation in’institutional
government, and faculty status and morale. The Trentoh State College chapter
has a strong intercst in working toward legislation and policy decisiong
which will implement the goals of the AAUP,

Trenton State Colleae Faculty Association, Inc,

Théz;avulty Association is dedicated to the welfare ot faculty and profes-
sional staff withiwy the Bargaining Unit. The purposes of this Association
are to promote high stiamdards of professional excellence; to establish and
defend the individual and coklective rights of members of the Bargaining
Unit; to make recommendations of policy to affiliated organizations; and,
when duely elected, to represent the members of the Bargaingng Unit in
collective negotiations. Terms and. conditions of employment are only part
of the broad spectrum of the collegium in which t?v Association takes part.
Any full-time member of the ‘faculty or profesasional staff is welcome to join
the Trenton State College Faculty Association. Persons who join automatically
become Unified Members of the National Education Association (NEA), New
Jersey Education Associate (NJEA), New Jersey State College Faculty Associ-
ation (NJSCFA), and Mer~er County Education A<sociation (MCEA). Mgmbers are
backed by the most financially-<ound and influencial professionaidgrganizétion
in our State and Nation.
Ll
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APPENDIX C (cont.)

Social functions of the Faculty Association include the annual Fall Picnic,
' " theater parties, dances, and the annual Retirement Dinner.

Faculty Senate

N .

The Faculty Senate is made up of forty-ffve members elected by the faculty
for a term of three years. The Senate is organized into five Councils
each of which deals with one of the following areas: Academic A¥fairs,
Faculty Affairs, Master Planning, Operations, and Student Affairs. Among
its many functions, the Seante has the responsibility of:

A. Advising the coilege president on matters of internal college policy,

B. Participating in the staffing and coordination of the standing committees
of the college,

C. Undertaking studies of problems either on its own initiative or at the
request of the faculty or administration,
.. )
D. Acting as a general forum for faculty discussion and opinion.
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