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State College at Jonesbbro. When Arkansas State College became Arkansas e _

1967, the campus ‘at Beebe was thareafter called

kansas St te'Universi yABeebe aranch. The Beebe Branch operates urd

In 1 1, the résponsibility for meintenance of financial records for

the Beebe Branch w&é transferred from the officeKof finance of the main

L
campus:to Fhe business office of the branch campus. A dhief fiscal officer,

responsible to the dean of the. Beebe Branch, was appointed when the trang-

feerf financial records boc&me effective. Expenditures initiated and
Co
agproved by the administrstion of th Beebe Brangh are not subject to

approvel By personnel of the parent institution. A

/}

" The North Gentral Association of Colleges and Secondsry Schgols, at !

its meeting on June 30, 1971, voted to grant accreditation to Arkansas
- . b ' f




State Universitys—Beebe Branch ae an "operationally eeperate“ campus of
the University offering lower division (\freehnan and eophombre) programs.
' The Beebe Branch offers transfetr and tede.nal programs. | . 9
On-campus‘ enrollment has 1ncreaeed rom 169 in the fall of 1960 to
797 in the fa.l.l of 1975« The Beebe Bran h offere off-campue prog}'ame at -
Little Rock A:l.r Force Base and ohher 1ocatione t,hroughout the institu-
tiomal service’ ?u‘ea. Oveér the peet ﬁve years, non—traditional programs
have been initiated at the Beebe Branch., In 19744 an aseo@e of applied
ecience degree program was eetebliehed in cmjunction with the Foothi]le

"Vooational Technical School ‘at Seatcys ¥ ~

A major building program was begun in 1970. A matﬁématice end
sclence building, library facility, mainténance etorage building, p}weipal
plant ow'lce, and parking areas Have been ccmpleted pver the past five.
_yearss .A fine ai;be center ig currently miy:ler cooetmctiono. Partial fund-
ing has been secured for censtruction of a%‘phyeical eolucation facility:

Institutional Goals g

The essentlal purpoe} of the Beebe Branch is to. provide 8’ two—yea.n '
poebeecmdary progran of/educatim respone:{ve to the neede 'f‘ite clientele,
The inetructional program offered reflects- faculty and st f te:garem‘aes .of the

-

fact the clientele of the branch campus includes both t ad:ktional and non-

tradf!.tionel e‘budente., The, max:l.mum deveIOpment of the tu]dent and eervice
to the comunity are among the-principal concerns of the Univereity.
The faculty and staff share a commltment to the belief that atudente

v

should be.given a continu:l.ng opportunity for the dev/elcvpment and exteneion

of their skills -and lmoyledgo along with an opportuxﬁity to increaee in
. i f' i

-

10




)::ociety. The Beebe

. awareness pf their role in and responsibility toward
Branch m'l.fills its -primary role as students efiter the University, finé

-

prégrams compatible with their goals, persist in college until their goals
are attained, and subsequently become productiye members of society..

The Beebe Branch subscribes to the pripciple that students need 8
liberal education, regardless of their vocational ox; professionali 'fiélds.’

Improvementagf the basic education curriculum is among the main cancerns

[
-

of the Beebe Branch. . ' ' /

. In terms ofi. educationa-i px_'actic.e the Be% .Branclh endorses a belief
that ‘a"smaJJ.'two-;vear -college must carefully select faculty for teaching
excellenée and interest‘ in the development of the individual, - Creative

/"‘teaching*‘is the primary goal of the ifac_ulty.v' ‘The search for truth and
the, “research at‘titﬁd‘e“ permeate instruction. | ;
The University recognizes that an increasing number of non—traditionsl
students are finding it necessary, and desirab’le to pursue Wer educa- .
_ tion, The Beebe Branch is respansive to the, needs of the‘ non-traditicnal-

student, The University strives to offer innovative pregrems for the non- -

a

traditicnal student on .campus and at off-campus locations throughout 'ths

institutional service a\x("ea. The Beebe Brsnch is uniquely suited to, neet, '
4 the educatianal needs of a wide age. and interest renge. | =
" In the ares of service to the commmity, th@e Branch serves as
the educational and culbural stilﬁﬁant and focus. It provides professional
personnel for service in various vocational, professional and .social areas,
The ‘Beebe 'Brancjl makes available new knowledge and prockdures that may

[N




: . .
arise from regearch or studies conducted by the University in its capaci’cy
as a conmunity of scholars. Located in an‘“agricultural area, the branch

campus has developed varieus programs designed to acquaint area i‘armers
e

e

Qrith recent advances in agricultural 'technology. %\resources of thé
University a.t‘e exténdéed to the gp‘neral public thx%ugh the Library» cul- ' '

tural prOgrams, evening classee, the University i‘a_rm,- and off-tampue

coursess , . S . ’ ;_

3

v« ' The faculty @nd staff have, through extended discussion apd analysis, v N
> ( identii‘ied six specific institutional goale which are cmsisteré)*mth the | ‘ 1
" primary purpose of the Beebe Branch. The, hyman and physical reso}lgc\{’s of 5 ". -
| the inst:%tution are committed tor ' . %‘ o -
, 1. | provjding an envirmment in whith the student‘ may learn to ’ "\ L & .
N . \\ "t}d.nk\critically and pursue. exce].lence in the basic’ acadentic ,
B ' ‘ disciplines; ~ ) ) ‘ o
,\2.' | providing quality transi‘er and terntinsl progrems} o L i
‘ ) "‘ 3.' - providing acadgmic and career counseling to help the etudent |
] rbake sound decisions regarding his or her occupaticnsi ad- /
v L 'ucational, and personal goals and objectives; T . ' / .
) | Le identifying and meeting the needs of the nm-traditionai ) L Coe .

. delivex;ing\ programs of oi‘i‘-—campus instruction throughout the \

. 5 ”

- institutional service area; and . - . : o /\,

be- limproving the cuﬂ.tural, ec'onondc, and soelal environment of cot
- . - ~ . . '

f\ the service area.
1 &

+
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' nnsv\RIP’rI_pu OF ORGANTZATIONAL -POSTTIONS

~
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-
. .
-

The administrative organizatiqn of the Beebe7 Bt'anch of Arkensas State:

) University is shown in Figure 1 on ths precsding page. A description of thsss _

admini strative positions follows. ~ |

4

< - DOARD OF TRUSTEES

The board of control of Arkansas State Univsrsity, Bsebe Branch gs the

board of trustess of Arkensas State University. The board of trustees consists
f I‘ive members, one of whom 1s appointsd each year by the govsrnor of Arkansas

‘for a periéd of five ysars. ‘Bach appointmsnt must be coni‘irmed by the senate

/

_of the state legislature.

, -
S . N - SN

BOARD OF musrrmss - 1975

A -

Larry Brewer, Paragould........................Tsrm Expires

. ’
Pllillip D Hout‘, Newportlooloon-.o-n.oloonnnno--Term E'Kpireﬂ

13

Lou Mixon, Marianna............................T‘erm.Expires
mke.Dl mem’ Seat‘cf....l..’...t....l.....’;.OOITErm mires
~.Richard P. Herget, Littlé ROck:'.................Term Expires

¢ "
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«The board of trustees is a constitutional board whose function is .

legislatiVe All matters of policy are executed ‘by the president of the

university under t\e direction of the board When necessary, the board = —
may act indirectly through appointed committees. The board retains & legal'”
firm which serves in an advisory capacity on. matters involving legal respon-.

sibilities. ' ' g

THE PRESIDENT . . I

The president is the chief executive and'administrative officer appointed

by the board of trustees and 1is directly responsible to the bosrd of trustees
!

for the conduct of the institution, the formulation of its policies, the prep-'

aration of its snnual~budget and the succesqigf its program.

DEAN OF ASU-BEERE BRANCH S

The dean of the Beebe Branch is the chief executive and administrative
officer and is appointed by t president of Arkansas State University.

The dean is-responsible - the president for the educational leadership
- and operation of“the éeebe,Branch: instructional program, business,affairs,
budget, personnel, and other matters related. to the campus.

.The dean of the Beebe Branch has ap additionsl responsibility as’ director
_ of field services. The duties in this area sre the fdllowing:

1. Establishing contacts between officials of the public schools
and the Beebe Branch,

2, Cooperating with civic organizations'in"activities of mutual
interest.

Using &l1 media of public relations to disseminate information
JJconcerning the Beebe Branch program. o~ .
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4. Making visits to public schools to furnish informationkt.o
- high school seniors. - -

5. Circulating university publications to individu_als i : .
.erganiz ation 8.

6. Cooperating with all agencies and divisions of the uni™ rsity
in developing a satisfactory public relatione program

7. Welcoming campus insitors. N - |
. Four administr.ative, officers "perform sp_e-cial f\mc_tions and report Adirect-
1y to the dean of the Beebe Branch; namely, dear1 of instruc_ti)on, dean of st\ﬁente—- ’
/ registra;,'director. of public information, end 'chief fiscal ;ffice’r} ' o,

~

. DEAN OF INSTRUGTION o,

\

The dean of instruction is reeponsible th the dean of the Beebe &ranch

The principal duties of thé dean of insl’iuction -are as followss: |

1. Evaluating inetructional program, on and off cempue. ' ' \

2e Revising and improving curriculum. - ’

j. Improving classroom instruction. |

b Studying&,'proh-lems of faculty welfare. , . | :
. 5. Developing ‘an ,in-service education proéram for the’facﬁlty.

6. Preparing a schedule of couree offerings for :Lnatruction each
semeeter.

o  DEAN OF STUDENTS-REGISTRAR

: The dean of etudente-regietrar is'reeponsible to the dean of Arksnsas
State University-—Beebe B.ranch This officer ie charged with the reeponei-
bility of edm:lniete‘ring etudent personnel services and cooperating with the‘
appropriate faculty committee in the development of student policiea. |

16




'The responsibil:lt:les of the dean of students ares .
' e

1. Coordinating the stpdsnt activity progurem on the cempus,

- - . ¢
2., Coordinating the academic guldance program.

- . » e . . : '
Formuleting and implementing standards for student conduct.

Prepsring end recommending a budget for student personnel
services, s .

~
[

Administering finencial aid programs.

Preparing and supervising a college activity calendq.(.

Providing counseling for students,
Organizing end directing the i‘reshman or:lentet:l.m program.

,

Supervis:l.ng studentﬂ housing.

‘gé) A Assisting stus:lents in f:lnding part—time employment.
wlw

11 Reviewing discipline cases and mak:l.ng recomendet:lons to the
discipline comm:lttee. .

12, Informing tﬁ%‘ administret:lm and faculty of student problems

’}d opin:lons. %, ;%

13. Counseling prospectmg students concenning Beebe Brzmch programs.
lh. Meintaining a file on student orgsn:lzaticns. . .
Msinteining a file on all arutor{nobiles opereted on’ campus.
Supervising campus secur.;lty and traffic. .
principal dutles of the registrar are as followss
Maintaining end evaluating records of students.
Admintstering the admission policies..
) Issuing‘off:l_cial transcripts and grade reports, .
Mainteining a student roster and certifying stndqnt enrollment.
Preparing student-stetus lists. '

17




6. '.Preparing statist:Lcal reports.

Pl
7. Preparing end reconrnending a budget for the registrar 8 office.
\ 8. Processing and hsntiling all outgoing Beebe Branch mail.. -
EIEIARIAN

The 'librarian is responsible to the dean of instruction for the manage,-

- ment and opera.tion of the BBebe Branch library Principal responsib:Llities

of t director of the library are: Q\

. Cooperating with academic and administrative sfaff‘i‘s:!n ths -
’ selection of library materisls. | , e

! k
* \“,‘«f

2. Supervising tHe ordering, processing, and circulating of
« 1ibrary materials.

R Instructing students in the use of the library .

) W Cooperating with ‘the'. library committee. |

5., Supervising usé of library facilities.

, N 6. . Preparing and recommending d library budget. \‘\ J
gu%/ ) . N,\ ) .
4 " " .‘\

K ' S DIVISION CHAIRPERSONS

C rI'he division ch ersons are responsibli to the dean of "‘instruction

' for the general management and operation of their academic, areas, 'i‘-heir ‘

responsibilities include: -
1. Assisting in ‘the selection of textbooks.

2. - Preparing divisional budgsts each spring for the following year..

~1
3. Overseeing the preparation of "need sheets" fod each department
within the division, .

h, P&rticipating in the screening, selection, promotion, tenure
and/or diemissel of persamnnel in the division.’

5. Reconmend_ing to the dean of instructilon teaching loads for: b
each instructor in the division ~ courses, deys, and hours.

6. Preparing a schedule of cpurse offerings and presenting it g
to thé dean of instructlon. ‘ . , -

N - 18" - ~
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CHIEF FISCAL 'OFFICER

" The chief fiscal officer 1is directly regponsible to the ‘dean of the

-~ o * 4
- 3

~ Beebe Branch. The dutles ares ’ . LTt : St

N

1. Assuming custody of all Bsebs Branch funds. o

2, Establishing and implementing accounting procedures.* ] : Y 4‘

=

3. Disbursing funds., ¢
- ‘-
L. Receiving applications for classified personnel.
> :
5.:. Preparing a budget. ' o T

. ’ . ,
6. Compll,ing finzmcial reports and related data,

7. Supervising the physicsl plan‘q. - ’ .. 3

r [

8. Regulating the finances of student organizations. and trust funds.

9. ‘Providing over=-all direction for the fiscal affairs of the : -
" institutdion., : :

‘10, Aci,ing as tr'ave/l supervisor.J a . -
*11. Managing all auxiliary en’oerprises. ’ C o .
. ’. “. . - \
W PURCHASING AGENT : ¢ S o0
AY ' R
The purchasing agent 18 direc‘bly responsible to the chief fiscal officer )

The duties are:

< 1. Acting ds consu.ltant for preparation of finarcial and related
reports.

2. Assisting in the preparation and revision of annual campus
budgetﬂ.

3, - Assisting the fiscal officer in the per formance of his duties.

b, Determining the method of acquisition of items approved for
’ purchase and authorizing piirchase orders.

5, Supervising bidding procedures., (

19 .




ﬁiecal officer, The duties are: ‘
- s

&

‘6. Receiving goods and checking imroicee.

7. Maintaining records :Ln‘accordence with regulatione.'

\ o B ° i
DIREDTOR OF PHYSICAL PLANT' ’ .
.ﬁ ’

' The directer of the phyeicel plent ie directly responsible to the chiea

.'l. Supervieing'phyeipal plant and grounds mainteriénce. “

2. Eetabliehing wark i)riorit'iee.
3. Acco\mting for repair parts and supplieﬁ.

L. Inepecting buildings regularly end reconmending remodeling and/or
repaire.' -

5 Aeeieting the chief fiecel officer in preparation of the.budgeb.

(*
6.3 Coordinating ‘the motor poo)/ and euper%ieing purchese end -
maintenance of vehicles. .

- 7. Keeping a complete physical plent inventory.

8., Mainteining utility services,

' 9. eeieting the deark in planning cone}ruction.:} _

DIREBTOR OF PUBLIL‘ INFGRMATIQN
The director 'of public information ‘ie responsible to the dean of @?U-

Beebe Branoh for the dieeemination of news originating on the cempue and

for fiel,d service ectivitiee. The duties of :bhe diractor are:

1. Using all media of public relations to disseminate information
concerning. the Beebe Branch

I'd

2, Cooperating with civic organizatione. y '
.3. Circulating Beebe Branch publications.

L. FPlenning and making visits to public schools to furnish<
-/information concerning the Beebe Branch and its programs.

N
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5. Goog’en,a'ting with all 'ajyisions' in developing a public relations
program., -

f - | 6.(Welcoin'11:1g cempus visitors.~ * \“
vl - 7. Preparing a budget for:the office of public informatiom.
L. . . . v

K -« ° ° . TN .
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Beebe Branch,
me. fo]_é g list includes commlttees for the year 1975-76:

-

1. Discipline Committee | |

L

" The discipli.ne commlttee works closely with the dean of students in

: recomending and implemerrting policies affecting student behaviore. The

committee ccnducts disciplinary hearings imrolving students‘.
24 Admissions d Credits Committee

The, coumittee administers the admission, re—admission and retention

A .
.

" policies, The camntttee reviews and svaluates records shed by students

o"{;,:

desiring admission, The dean of studmts—regi.ptrar retains the right of*
final decision,

-

3. Campus Beautification Committee
The committee coopegét,es Wit'@-\dinga“ and grounds personnel to maih-

tain an attractive ssmpus.

he Library Committee ) o ‘ ‘,

The comnittee studies the library needs in view of the academlc pro-
gram end 'advises the librarian on matters of generai policy, dsvelspment sf
library resources, and integration of the 1lj¥rary program. |
5e Pub’ﬁcations Committee |

. §
: [ - »
TI\\e committee approves gditorial appointments for campus publicatims
and advises matters of policy.
6. Scholarship\Committee

Academic scholarships‘are awarded by the committee after cm?ideration'
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 of all applicatd.ons accbrding to qualiflcatione outlined by' the. Department

of Higher Educ ti,on and by the conmittee.

"7 Co-curﬂcu_{b'ar Committee ' : - ‘ a

The conmif#tee serves ‘in an advisory capacity. The- members study co-

R curricular activitieta, recommend changes, and promote cooperatim among
organizations o I 4

i . iy

. 8. g{Lﬂculum Committee o - E

The cdn:iculdmfconmittpe ie comprised of the dean of iﬂetmction who

- ‘serves as chairman, the four division c\hairpereomr, and four faculty mem—
&,

bers - ane 'elected by the faculty in each div:feion. The committee

evaluates the curx'iculum and recommends the addition or deletion of courees.
' {

9. Coogerative Education Committee

-

r
The corrmittee evaIluates and improves the cooperative education program.

10. Studx Conmittee on the Imgrovement of Instruction and Qurriculum
Development , . oo

{
The special committee was appointed by and made responsible to the
dean of gnetruction for studying instruction and curriculum and recommending

chanéee. The committee is specifically charged with developing innovative

" techniques in teaching,

.’
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Genaral Statement of Eknploment. Po%ic& ) i . ) .-

L

» : "“ ' N 1 . R
; - - PERSONNEL POLIGIES  ~ R g

¢

| 'mpmmm' OF FACULTY

° ° The University employa personnel wlthout regard to race, color,

national orig!.n, religion, or sex of the employee. W:Lt.h regax:d to aca~- ;,

dem:lc employees, how?ver, no division of @e Beebe Branc.h shall employ

any persan in any cdpacity if such person is t.he Spouse, ieeue, or relat.ed
within the third degree of cmsangu:l.nity or‘affinity t.o any ot.her employee
af the division, To avodd peesible cmfli&te of int.erest., persons famil-
1&119 related im the, Beébe Brianch are prohibd.ted from participating either
formally or :Lnforma]iy in diecuseion, to hire, retain, promote, er deherdd.ne

the salary of the ot. ers This policy shall not affect farm 1aborers, cuet.o-

- e
- ey
. B

diane, or other nm—j:adenﬂc employees. /

Appointment of Teaching Staff : J

Recomnendaticne[ for appointment to t.he teaching staff are initiated

by the division ‘chairpersons. l:aculty members should feel free to p;'opose

the names of cendidgtes to the head of their respective divisions The dean

of instruction v{lll make recommendations to the dean of the Beebe Branch
who JAn tum will ma;e recamnendat.ions to the preeiden’o. The president will

make final dacieior:{e on the appointment of faculty members. All'fac.ulty
\
members are appoin’gpd annually,

" ;\

Credential_e “Requirig

A1l faculty members ‘are required to have on file in the office of the

dean of instructién a complete dnd up-to-date official transcript end

24
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personal data file. New fa,cu.lty melﬂbfrs must file a Form W=l for
witgholding tax deductione and eocial security, ‘teachar retirement forme,

L)

and *ineurance data forms with the chief fiscal officer during the firet
week of emploshent. . ' , : o~

Faculty Salaries - A o R .7

v

In'generaly, the salaries of faculty members are fixed by the btidg‘et
adopted bienniallyl by the 1egielature and the amhial budget of the board
of - trueteee.‘ The salary begins on the date the fapulty member. reporte for
duty-under a contract. , ‘ '

' Salary increases are based on +he appropriation of funds by the leg-
iglature and w'ithin 1imits of the operating budget. However, within thev
1imitatione of the budget, ealariee are increased in i‘&;[ationehip to tha
" type of position, academic. preparati-on, tenure, and total services an in-

" dividhal renders to the Universitys Promotions in salary are recommended

by the division chairpereone and deans and are approved by the preeident.

Faculty Bvaluation ~ - e, :
JThe followlng characteristics wills be 'coneidered :Ln\%raluating indi-

viduals for initial appointment,’ retention, a.nd/or promotion in academlc

" ranks '

(a) Ccntributione to field of learning, such as publicatione,
pax*bicipation in professional aotivitiee, membership on .
comnittéee end 1n orgenizations of state or national scope}
other contributions reflecting credit in terms of the
indiviciaal'e professional standing; and work which. reflects

recognition of the Beebe Branch, <

- ~
25
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. ?such thi.ngh» as presentation, inspiration, and appreciation
: | of student difficulties and ba?::kgrmmd in the light of\the.
' ,"‘, nature of subjects ‘élpd studenta taught. For appointment or ’
. : promotion to any rank above i,nstructor, special fbcnsideration
/ should be given to promi,se o‘f devel‘oping ei‘fective toaching

., ability. ‘ N - .

(c) Value of the individual to the Beebe Branch in comdbtes . - -
work, student advising, assumption of respon“sibility, com= *
munity contact and. activity, coo erativeness, professional

£
attitude, and other sinﬂ.lam:personal traits and omtributims.
, e
(d) tExcept under very unugual circumsténces the highsst @cademic

e

_rank attainable without the earned doctorate.wlll be assistant '

professor. Under no- circumstances wi:Ll a rank; higher than ' o

‘ assoeiate professor be attained without the eamed“doctorate.

Tenure "* )

\ The University's official pollcy concerning tenure is stated in
Appendix Be - ‘
=

¥
??’:A. The fundamental responsibilities of a faculty member as a teacher

- Academic Responsibility

and scholar include a maintenance of competence.in his .field of speciallzatiaon.

He should be judicious in his use of o&xtrowersiel material in the classroom

and should irtroduce such materiai only as it has a clear relationahip and is
appx'opriate to the subjeot field,

G
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K | . : ; | . -’ Q\: . /\).
B.; He shmﬂ.d recognize that his position in the community imposes upon
-him special obligations and responsibilities. As 8. member of en educational
institution, he must reaJ_iz.e that, the public may judge his profession and
his institp.tion by his public statements as a citizen; hence, he should
.‘ strive at aJ_'L times to be accurate, to exercise appropriate restraint, to
*_ show respect for the opinions ‘of others, ‘and to indicate that he is not an.
institutionsl spokesman. o . o
" Cu He has a further obligation to his colleagues and students to in~
forh his division chairpersm in m'iting a8 early as possible of Mg intention
sto 1eave the. instftution. Except by agreement with the. dean of instruction
‘and dean of the Beebe Branch, he should not resign his position after agreeing
to en appointment. : i - o A R
. ']').y Each instractor is expected to prepare and maintain a course out— .
line fc}r each subject taught; course outlines should be referred to during
planning to :Lnsure a degree of consiste‘hcy in educatién from year 4o yn/sar L

and cless to class.

Y Retirement _ . L ‘ T 5@%%
A1l facu'l.ty members employed by the University are required to participate/ N |
.’ s in. TIAA—CREF or the Arkansas Teacher Retirement Systeme ' The University will - : /
| contributes on behslf bf each faculty member, six percént (68) of the faculty
member 's nine- or twelve-month contracted salary. TIAA-CREF cmtri’butions
are tax sheltered and are i‘igured on the total contracted salary. If a
| fac\xlty member elects to participate in the Arksnsas Teacher Retirement Systemj

he may contribute é4 on either his total contracted salary or/on a meocimum of

37,68, *
,27 .
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. Faculty members participate incthe federal sociel security prégram,
- and payments &re withheld from eia,i:h month's check,

” ,/Information and forms for insurance, teacher retirement, TIA.A-CREF,

~and social eecu‘rity -are aveilable in the office of the chief fiscal officers

-

'Vgcatione ) . : -
Faculty members on twelve-month conbracts will be granted four weeks

(20 working days) of vacation time with full pay during the contract pericde

Legal holidays will not count as part.of the four weeks (20 working days) of

x}acation time. Vacations must be ‘taken during periods when classes -are not

-

in’ seseion.

‘ -Ineurance and Hoegitalization
The University, for the benefit of the faculty, operates a group in-

surance eng hoepitalization plan. The plan 38 completely i‘unded by the

University.‘ The plan is underwritten by the Equitable Life Assurance Soclety

of the United States. The chief fiscal officer acts as the agent for the:
company, and eettlemente are made in that office.

Arkansas State University carries a travel poIicy that covers all
' faculty mefibers when off ofj.‘icial Arkansas’ State Univereity%—Beebe Branch
bueinese outslde the city 1imite of Beebe, ;I‘he amount of insurance 1is .
$100,000, payable to the faculty members' beneficiaries.

-

Sick Leave- and Disability
- Sick leave for staff members is provided at the rate of one day for

- each month of eervice, accrues monthly, and accumutates up to a maximum of

.ninety days. Up to five days of sick leave may be used annually Because" of

a

’ "..7 ) ' A

20 ) , \
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_illhess or.death oi‘ immediate'relatives. In case of protracted illness
or other disability, an employee will be cmtinued an the payroll to the
extent of the sick Yeave reserves

LY L

. Kbgences for sick leave shodld be reported to the appropriate division
chairperson. o ” 4 ‘ , oo )
" Those faculty members having tenurs cantracts are eligible for long

term disability income prortection under the group plan with Equit_able In- .
su.rance. Under this plyan,. a faculty member wi_ll be\glaranteed sixty percent
of his salary to & maximum of $1,200 per ‘month as long as he is disabled, .

to age 65,

. J .. 9

Educational PxiviIeggs _
g The University will matriculate members of the facu'l.ty, their spouses, |

and» unmarried children who reside with them for uridergraduate studies at a

tuition rate of $2.00 per credit hour, For graduate level studies, these

persans will be eligible for a waiver of one-haJ_.f tuitio_n. In rec\leitioh .

of the foregoing fringe benefits; thev Unlversity ‘will not award any other
financial subvention to mémbers of the immediate fsnﬁ.ly of Beebe Branch. .
faculty members, | > -

The approval of the desn of instruction and .the president of the Uni@er-
'91( is required for facu.lty members to enroll in courses. offered at" A\rkaneas

State University. -

Semester Teaching Load
. The teaching load of a faculty member at ‘the Beebe Branch may vary accord—

ing to teaching assigmments. Fifteen (15) hours per gemester 1s cmsidered 8

Y o
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regular teaching load, A faculty member's teaching load may be arranged-

80 that he’ will teach only twelve (12) hours- per semester when the enroll- '
ment in the classes is large enough to justify the reduced teaching load.
Faculty members who have teaching aeeigxmenta that require them to make
preparatione for four (L..) different courses should have a maximum teaching
load of twelve (12) houre. In. determining the teaching load of a ,t’aculty
member, 1aboratory courses will be cmmted‘ at a ratio of two laboratory
hours to one hour of regular claeeroom work. Teaching load credit will

be allowed for other actiyitiea end duties when aesigled and approved by

the dean of instruction,

Work Week — Office Hours , "

»

' .5 reghlar work week is Monday through Friday for all teaching perscnnel.
Bach faculty member is responsible to his division chairperaon for
pbating and keeping office houre for couneeling dutiee.

™~ g,

‘ Abeence from Cg_:_ng
When an. employee of the Beebe Branch is abeent from hi-e duties, whether

voluntarily or due to 1llness, he is required to report such abeence directly

to the appropriate division chairpereon at the earliest poaaible date in order

that arrangements may be made to take care of his duties during his abeence.
Peraone going away from the campus on official Univereity busginess ehould

-~

report such plans ae far in advance as possible,

Facul‘ty Meetings
Regular meetinge of the faculty of Arkansas State Uniyereity\-Beebe

Branch are held for the purpoee of contributing to the in-eervice traini‘ng’

—~—
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of the instructionsl staff, of permitting faculty articipation in the
| - forming of Beebe Branch policies, and of hesrl.ng committee reports and
recmmendations. If a situstion arises that can bewt be handled in a -
faculty meeting, the dean of instruction or dean of he Beebe Branch will

make the necessary announcement. ~ - -t \

.

Faculty Association
" The faculty association promotes the Beebe Branch by striving for .

better comnnmication among faculty, between faculty and students, between
faculty and commnity, and between faculty and adnﬁnistrstion. The.asso-
ciation 1s open to‘al_‘l. faculty and contract members of the library staff.
Meetings are held monthly during the academic yesrs The comstitution is

" Appendix A,

Summer School mloment Pla.n
The- number of faculty members employed during the summer session is

determined by the estimated student de.mand in each divisiones In divisims :
that do not require the services of all their regular teaching staff during
. B :

' the summer dession, a policy of rotation is followed.-

Leave of Absence

Leave of absence with or without compensaticm may be*gre.nteé/ to faculty .

members ‘based on individual written agreement hetween the Beebe Branch and
the faculty member when the leave wlll be of mutual benefit to borhh parties.

See Appendix € for policles gorveming leave of absence with cmpensatim.

Attendsnce of Faculty et School Activitles N

A1l faculty members ,are encouraged to be present at

5.
.
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A1 pre-echool faculty meetings 'cal'l.ed before the opening. of
the fall Semester, < - , ' | ' .

. (b) A1l general faculty; meetings, division meetinge, committe/e
meatings to which faculty meﬁ?bere have been aeeigned, academic v

ol couneeling meetings, and, other group meetings of a specific

nature to which faculty membere may be assigned, -

N\
(¢) Student aeee?xbly programs. ,
. Membership in Professional Orgm\ization ' - \)\
K ,  Members of the faculty of the Beebe Branch are encouraged to hald ‘

memberel'dp in as many profeeeimal organizations as each individual may

choose and to attend meetings of those professional organizatime.' Mem—
) \
bers of the Arkansas Education Asaociation attend the state meeting at
: &
their own expense,

Outside mioment o . ’ ot .

Teachers or officers are not permitted to engage in any bueineee, efm-
~ ployment, or voce,tion or to agcept a positien df reeponeibility or trust °
which in any way interferes with the efficiency of their eervice to the . ‘
Beebe Branch or which may cause embarrae/ement to the Beebe Branch, - °
Membere of the inetru.ctional staff must have prior approvel in writing
-from the dean of inetruction before accepting outside employment, and central
administrative staff members must have prﬁg appro\ral ‘of the preeident df the

University. _ ‘ . ) .
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AIMINISTRATIVE AND INSTRUCTIONAL POLICIES

.

Admission of Students
Information regard:lng admission of etudente to the Beebe Branch,

_general regulatione “perﬁaining to regletration of students, and/ academic

v

requirements are found";*’ in the current catalogues o ‘ ~
. Registration Procedures '
. : ? . N - /
Registration instructions will be issued by the reglstrar before the
. 4 . . . w
beginning of each terms Faculty members should be available during the A
t:egletration -period,
‘ ¢
Class Roeter . . I o .
After regletration s completed, each :Lnetructor will receive claee .
.carde for each class he ie echeduled to teach. ’
. If a student attende‘ a claee- vA the instructor does not \pave a clags )
: 4
card for that student, the instructor should send the student to the regle-~
trar's ofﬁce. A etudent ehould not be allowed to continue to attend a class
unless the instructor has m'lttem notif‘ication from the regl.etrar'e offices
. , ) \
- Schedule- Changee . B . , N

Any change :I.:ﬂthe«etudent'e enrolfmenb dnr.l.rl}g a semester mueb be ini-
tiated through hie advieer. The student cmh&ee a change of achedule form
which ma;v bé obtained from the reqletrar'e office. * The change of schedule
must be approved by the inet'rhctor of the class inveolved, the dean of in-

btruction, end the regl.etrar. Before this change becomes-effective, a fee
muet be pald in the of.‘f‘ice of the chief flscal officer and the change of

~

‘schedule form Yeturned to the registrar,

“% s 33
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If the student drope during the first one-third of the semester or

term, the grade will be recorded a8 a "W" on the student's permanent record,
If a student withdraws from a class after tﬂg firet ondethird of the eemeeter
or termy, the instructor will enter the grade "WP" or "HF" on the roster, de-

pending upon the grade)average at the time of official withdrawals

Withdrawals from the Beebe Branch . - ) ' . (

" students to the dean of instruction prior to the activity. A student's

34

A student withdrawing from. the Beebe Branch during a semester must fill -
out a withdrawal .card esnd have it processed through the library, the office ,
of the chief fiscal officer, gnd the reglstrars If the student is living on

cembue, a clearance guet also be made through the dean of students' office.

 Mid-Semester and Fnd—of-Semester Grade Reports L d oy

Class rosters to report mld-semester and final grades willibe furnished
to each faculty member, Instructors will submit their completed class rosters
to the registrar. The.faculty member is responsible for making necedsary

corrections,

Student Class Attendance

. 9
A1l -students are expected to attend each laboratory sedeion or class

meeting of each course in which they are enrolled. It shall bgdthe student's

4 . ’
responsibility to notify his instructor prior to or immediately following an .

.absence from a laboretory session or class meeting, Tge etudent will be

allowed to make up teete and other work when 'his abeence is due to’ 1llneee
or when he perticipatee in an activity sponsored by the Beebe Branch, The
sponsor of each Beebe Branch ectirity will provide a list of participating
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failure to notify his instructor may result in forfeiture of his right to
make up tests or other worke NOTE: According to-Veterane Administration

regulatj.o'né attendance rebo’rds are ‘made aveilahle for c’ertification"‘mn‘—‘"_

>

4
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Grading System -

The gradi;g\ system glves A, B, C, and D as passing grades which en--
title the studqr'x?t: tocredit for the course, '

A ek ‘of "F" ig glven when the quality of work dane by the student
" t’o(entitle hm to credit for the course, or when the student

is'too
withdyaws unofficially, i.e. fails to fill out the proper forms and segire
popfdosion to withdraws | . -
o A g'rhde of "W ig given if a student. offﬂ;cially withdréws a.ftér the
/ end of the reglstration period and before qi’;a-third of the semester or
term has been completede IR ‘ &
A grade of "HP" is™given if the student officlally u:!.thdrawa from
the cmmebai"ter a;e-¢hird,,of the semester or term has %)eon complat‘ed and
his work 18 of "D" quality or better at the time of withdrawale 1If & Stu~-
‘dent does not have a pas‘sing grade ¥n the course at the time of withdrawal, L
the grade will be recorded as "WF",

A grale of "I" (incomplete)*is recorded when a student fails to moet

all course requirements for reasons beyond his _cmtrt;l/ Illness of the
- gtudent or serious 1llness or death in the f'amiiy are claasii‘led as(’suc':h
. reasonge Proérastination, pressure of work on other 0?11r888’ or work not

cannected with the student's school load are not .satisfactory reasons. If
. \ ,
N\ _ ’ R
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" notified by processing a "change-of grade" forme An "I" grade not removed .

Jhe "I" grade is glven, it should bs recorded in pencil on the class ro'ater.
When the "I" grade has bebn removed, the registrar should be immediately :

within time specified| by ths instr_uctor,\ or in any cass by the close of the
z.r,unediately glicce g semsster, shall automatically become an "FM, (Summer

terms are not considered in this time period for resmoving "“I" grades,)
13 N H :

'Adnrlnistratim and Supervision of Class oom‘ Instruction

Division chairpersons, under the general direction of the dean of in-'
struction, -are reefxmsible for the managamant and the improvement’of the '
instrugtional programa within their mapectiva divisionse. ‘ -

The dedn of inlstructim vieits a minixmnn of one class lecture for oach ‘
inatmotor during the academic year. - In addition, student evaluations of
claseroom instruction:are made during 'the fall semestar: Lo

catalo&e and Class Schedule Planning

Division chairpersons and reape"ctive faculty prepare the Beebs Branch '
catal’ogue and class schedules prior to publication dates,

Y Y .
Inatruntigwl Supplieb and_Textboaks ' ' . -

A budget is provided for each division for the purpose of mmiahing .
clasaroom aupplies egsential to the instmctiona‘l programe |
. Toxtbooks ‘are to be purchased by students. Under normal circumatanceq,
no ﬁore than two textbooks should be required in any ane courses TeXtbooks
and auppiiea are stocked in the Beebo Branch bookstores
The selection of textbooks will be made by the faculty member, the
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divisionhchéirperson, and the dean of instruction, The instructor requests

books through the division chairpersons
) . .
Before a textboock may be discontinued, approval-must be ob%q&g?d from >
the division chairperson and submitted in writing to the office of the deen

-

of instructione )

JAsgimments of Classrooms and Off2ce Space

v
’

~ . Classroom assignments for each term of the school yaér are cantained

. in the 01888 schedules These assignments are made by the dean of instruction,

Any request for reassignmeﬁt of classrooms should be made to the dean of

instructions Office space ass%gnmenta are made by the dean of the Beebe

\

° Branche

Counseling and Guidance

' " 4
Professional counseling and guldance services are avallable to assist
’ t ' .
atudents. Each student is assigned to a faculty adviser, who -assists students

in plunning courses of study and approves class’ schedulese Students who

have selected a major are assigned to an adviser in that areca. Students

‘who have not selected a major are assigned to a general adviser until a
. -

major has been selected,

Student Activities

Co-curricular activities at the Beebe Branch aro designed to provide |
leérning experiendea that are of value to overy studentj.and faculty mem-
T

bers jare urged to support the program,
qub student orgenization of the Beebe Branch must have faculty

members cr other persons approved by the dean\ of students as regular adviaers.

( 37




Serving as adviser involves attendance at meetings and eocial affairs of A

an organizatieh and participation in plenning the activitiee of the grorup.

A etudent-events calendar will be maintained in the dean of students'
office in order to prevent conflicts in echeduling eventse. Dates for all
studerit events shall be cle®red in advance. o
Financial Aid and Scholershipe ] .

P AY

The Beebe Branch participatee in several student financial aid programs,
The dean. ot{‘ students will provide informa%,ion to persons interested in
applying for finencial assistance, -

Scholarships and grants-in-aid are adnrlnie.tered by the faculty scholdr-

ship cemmittee, which is appointed by the dean of the Beebe Branch.

Y

Field Trips and Excureicne

F‘ield trips should be planned o) that etudent absence from classes is
held at a minimum and should be ennounced fer enough in advance %hat students
. with part-time employmen} have the cpportunity to make the necessary arrange-
;?The instructor should be in a poeition to affirm that all reasonabld

prerceutiona to avoid accidents heve beent observed. All field- trips and
excursions require the prior dpprovel of the dean of instruction. He should
be provided with the destination, the da;te of the trip, and the names of -

participating students at least three d-nya in sdvance. s

t
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Service Policles

,The library adJusts its services to the varlious ueeSJnede of ite

" Rules are kept to the minimum neceeeary for good service,. The 1ibrary ¢

staff is avallable to aid faculty members. Requests for purchase of

materials should be made well in advance of needs Advance information =< !

n class aeeignments-and reserve lists will make it possible for the

libfary staff to glve better service.

~

Purchase_of Books, Periodicals and Other Instructicnal Materials .

All faculty members are urged to réquest books and other instructional

materials for purchese by the librarian through the division chairperson.

Most of the requests shduld be in the hands of the head librarian before

December 1, and February 1 is the deadline " w
Each inetmctimal division is ellotted funds based m a percentage

of the totel book budget for the year. ' The plan for this allocation ie

prepare& by’gpe Head librarian and the library committees Division cheir-

persons are notified of the amount'QVaileble as soon as poee;ble after the

librartan receives the spproved budget. . ' L

Suggeetiune for new or substitute periodical eubecriptions ehould be
made by June. . ‘l- '

Circulation Regulations

Books other than reference end reserve may be kept by faculty members

(=]
for a semester, } "

’

During'the day, reserve bdoks tmay be used in the llbrary only. They

l

C \

~
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-‘may be checked out for overnight use qhe-half hour before cloei-ng time .

~

'and must be returned Bt 8:00 a.m. the next day, B J S R )
£ g, Borrowers who lose or mitilate library"nrateriale are charged for .
“their replacement, including coet of vauiring and proceeeing. Special ~
v circu.lation privilegee must be arranged with members of the regular o .
library etaff. ) - s o~ ' |
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' 'Films from State Film Libragz e ' S

< AUDIO VISUAL SERVICES

-

Media Center ] A » ' .
The media center houses the audio-vieual materials and equipmento -

The d:Lrector of the media center eupervieee ang coord:l.natee the use

of the audio-vieupl room and equipme"nt and. ordere £ilms at the inetruc- ‘

i’ﬁore' requeets. ’ -, I

The media center hae facilities for production of claeeroom ‘alds,
Materiale are available and the media center director will aesist if
requested. - .

Al

‘The State Department of Education ‘has made available a 1ibrary of
..'films. Fjaculty members should anticipate needs and order filmp in ad--

vances ° Orders are made directly to the'State'Film I.i.brary.

| Muo-Viouwsl Buuignent, ¢

¥ Audio-visual equipmert ”ie under the supervision of the media center
director. @’The rector makee arrangemente for class use of the audich

vieual materiale in the film room or elgewhere 1f contgcted at least a.

o s

day in advance. .

Independent Learning Center ' ' a . y
The independent learning center prorvides opportunity for etud%'xte

to Work in’ a self-motivated, eelf-directed, and eelf-paced program to
meet :Lndividual neede. Developmental programs are providéd for etudents
e '

who need a basic, ekill-building couje_e. '

. . 7 ¢
K - . ) ) n
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- _ BUSINESS PROCEDURES

S o

'Budgetﬂ Procedures.‘ o
The budget. is prepared under the general supervision of the chief |

fiscal offic/er at ASU-Beebe Branch. In January each division chairperson
is asked to present proposals V{hich are incorporated into the cUnprehensive
budget recommendation. The dean of the Beebe Branch reviews the budget
request before it is submltted to the administration on the main campus at
Jonesboro. After being reviewed‘ by the administration from the main cam~
pus, the budget is presented to the board of trustees for approval. After

’ the fall enrollment is determined, the budget may be revised, if necessary, v
and resubmitted to the board of trustees for approval, The chief fiscal

' officer wili'submit copies to the various divisions and administrative
officers who are charged_ with the responsibility of approving expenditures
within the budget. The chief fiscal officer is responsible for seeing B

<

that money spent is within the budget.

>

’Purchasing' Procedures - oot -
’ A requisition form must be submitted for any purcha?e If the re-.
quisition is within the authorized budget, gn attempt is made to complete
the purchase, The method of purchasing is determined by the amount of
/t\he purchase and the type of merchandise, commodity or service being re--
quested' Standard purchasing procedures are set out ‘through laws of the
State of Arkansas and they are adhered to. In any case a'purchase order |

is issuem mlght be a request to purchase 1ssued: to the state purchasing

department who issues an award authoriziné the vendor to deliver to the




ordering agency or it ntlght be our agency purchaae order, depending on

item requested. o T . .'._ L.
" When delivery of the requested item lias been asaertained through a
receiving report from the r,equeator S and ac,ceptable invoices for the mer—

chandise has been recelved, the payment process iabegun.

.

Student Enployees ' o .

Beebe Branéh students employed part-time on the campus will recelve
wages determined by the atate minimum wage laws, »No student will be per-

mlitted to work more than aixty hours per month. Deeignated faculkt'y members

file time cards with the dean of at\.denta each week, ’

e

Maintenance . ’ .

g Repairs to acadertic diviaion build:lnga, equipment, or fumiture should
be requested through the director of the physical plant.. Equipment or
f‘umiture housed wit\h a division may be moved but no- equipment requiring
electricity, gas, water, air or sewer ccnnectiona ghould be moved except

@by trained personnels No furniture or equipment should be moved from an}ll |
" bullding without prior ap.proval of the director of the phyai,cal plant,.
. w - . . ° C

. 'Travel Regu_lationa

Beebe Bratich pereonnel are required to adhere to atate travel regu-
lationse (See Appendix D.) The traveler must aubmit a completed Form
TR~1 to receive r;eimbursement for trav&'l..

L B3
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MISCELLANEQUS INFORMATION *

Issusnce of Keys . | )
Keys will be issued to the faculty and staff members in the office

of the purchasing agent. No key deposit is required, Personnel should

report loss of keys immediately, and a charge of $1.00 per key will be

4

made for the replacement. o .

News. Releases _ . . ‘ =

Faculty members are requested to channel all news through the direc-
tor of public information. . L : )

Student Placement Activitiee o : _ ' o ’
Student part—time employment service for Jobs on or off campua id
1ocated in the ofﬁ.ce of the* dean of students,

Motor Vehicle Regstration

A1l automoblles operated on the campus of the Beebe Branch must be
reglstered with the security officer. Each faculty-member will receive
an automobile sticker. This registration 1s required in addition to city

4

and \state regi.stration;; - ' . :

" Calendar of Activities

" Beebe Branch calender of events 1s malntained in the dean of students’
office to coordinate avtivities,

Factg.}y:«members or orgenization officers are, encouraged to place sche-

duled events on the school calende‘r.as early as possitles

‘

Use of Gmaaium . -
Any faculty member wishing to use the Beebe Branch gymnasium should

=

»
4
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make the necessary arrangemente with the dean of etudente. The gymmasium

~1s available for many Beebe Branch activitiee and for civic and educational

o

Broupse It is important to maintain an accurate echedule of all activitiée

to avaid ccnflicte.
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of two years'.'

*ALL members of the Faculty Association are eligible to hold eny
elective office of the Association,_ ‘ v

Section 5« Committees: There shall be four standing committees within
the Faculty Asfociation, each committee being responsible for the -
initial study and consideration of matters within its specific area

h . of cogcern.s The committee shall consist of the following

~(a) The Committee on Faculty Affairs - whose specific area
"of concern shall be communication among faculty-members;

x ‘(b) The Committee cn Student Affairs - whose specific area
of concern shall be communication between faculty and
g : v students; ’
% () The Committee on Community Affairs - whose specific area . .
. of’concern shall be communication between faculty and .
commnitys; o , . i

* (d) The ‘Committee on Kﬂministrative Affalrs — whose specific
area of concern shall be communication between faculty
-~ and administration, 7 .

Each committee shall report to the Faculty Association and make |
reconmendaticns on matters considered by that committee.

ARTICLE II

Ammmmm -
Amendments to this constititution may be proposed by a majority
‘vote of the Faculty Association in a general meeting.- The text of
a propeeed amendment shall be distributed to each member not less
than fifteen- days before it shall be considered.s An amendment must
be approved by a ma,jority vote of the Faculty Association in a general
.meeting. O

‘ARTICLE III
‘RATIFI GATION

This constitution shall become effective immediately following-
the unanimous approval of the faculty members present and voting in
a faculty-meeting called for that purpose. Fallowing approval of
}.ﬁ’x constitution the acting Chairman of the Faculty Association shall

edlately take steps to call such electione as will be necessary to
| , put it into operation. I _

/ Nat
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- CONSTITUTION
| OF THE
FACULTY ASSOCIATION ,-
ARKANSAS STATE UNIVERSITY-BEZBE ERANCH

This cmstitution of the Faculty Assoclation of the Arkansas State
f University-Beebe Branch is adopted in order to promote the Beebe Branch
‘ by striving for better, more effective,. commnication among faculty mem-
bers, between faculty and students, between faculty and" cummnity, and
between faculty and adnﬂnistfation. _

ARTICLE I =~ |
Lt LI "THE FACULTY ASSOCIATION
Section 1. Compositiont All members of ‘the instruction staff with the
rank of instructor or above are members of the Faculty Association.
Section 2. By-Lgwss The Faculty Association shall adopt such bys-laws
as 1t considers necessary to functim effectivelys

Section 3, Meetings: The Faculty Association shall hold monthiy meetings,
\ except dufﬁ'l'g the summer months. Speclal meetings may be called by
the Chairman of the Faculty Assoclation, A quorum shall consist of
twenty-five percent (25%) of the members of the Faculty Association,
for voting purposss. ,

. Section La Officsrs: The officsrs of tﬁs Faculty Association shall be

1 ~ elected by the Assoclation and shall consist of a .2 Chairman, a First
Vice-Chaitman, a Secand Vice-Chairman, a 'I'hixé Vics-Chaiman, a
Fourttf Vice~Chairman, and a Sscrstary-Trsasursr.

- The Chalrman-shall preside over the meetings of the Faculty Asso-
o ciation. The First Vice-Chairman.ghall preside in the absence of the
| - Chairman, and shall act as Chaiman of the Committee on Faculty Affairs.

The Second Vice-Chairman shall act as Chairmen of the Committee
an Student Affairs.

The Third Vice~Chalrman shall act gs Chalrman -on the Committe s
on Community Affairs. :

' : The Fourth Vice~Chalrman shall act as Chairman of the Committee
' on Administrative Affeirs, _ ,

" , The Secretery-Treasurer shall keep records of the F'aculty Asso~

' : clation proceedings, and handle all finances,

| ) The Chairman and Vice-Chairman shall be slsctedl for a term of
} : one year end shall not be eligible for immediate re-election to the
same office, The Secretary-Trsasursr shall be elected for a term -

, - '48
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. BY-LAWS :

I. In keeping with the spirit and purpose of this Association and in
order to utilize the speclal connetencies of all staff members o
the University, The Faculty Association deéei‘g'nates as voting mem-
bers of The Faculty Association all contract members of the library
staff, ' ' ‘ '

"

II, Complete current records of membership indicating voting rights in
The Faculfy Association shall be kept by the Secretary-Treasurer of
The Faculty Association, .

"III. The Faculty Association may levy such dues upon its membership as
~ 8hall be determined by a majority vote. The Secretary-Treasurer
shall receive all monies pald to the Association, and shall main-

tain a record of all recelpts and disbursements.

IVs- The Chairman shall call the meetings specified in the Constitution
., Article I, Section 3 written notic ven to the members of
The Facul{,y Association at least three days'}Jin advances The Chair- -
man shall schedule such meetings at times ddemed best suited to the P
University program, :

4

Vo The Chairman shall call a speclal meeting of the Faciulty Association
' ?’Nupm the petition of ten (10) members of thp Association.

VI. Nomination and Election Procedures

’ A, Nomlnation of Officers

le The, Chalrman shall appoint a committoe to'present nominations
for the offices of Chdirman, First Vice-Chalrman, Second
Vice-Chairman, Third Vice~-Chairman and Fourth Vice-Chairman,
The position of Secretary-Treasurer shall be included every
second year in presenting nominations. The nominations

' committee shall present at least two names for each office
to be fllleds Nominations will also he accepted from the
- : floor "at the time of the elections.

. 2, Secret ballots shall be used in all elections of officers.

3. A majority of the votes cast by members present shall be
- necessary to elect an officer of the Association,

Be EI].ection Probedure

) le * The election shall be conducted during the month of April
each year.

2¢ Newly elected officerp shall take office during the May
meeting of the Faculty Assoclatione .

49
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Ce Filling Vacancies ' -

: . : %
At the first regular meeting after a.vacancy occurs nominations
for that office shall be takén from the floor and successive
. secret ballots baken until one candldate recelves a majority
. of The votes cast. ‘

N .
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Q\‘ - TENURE POLICY
Definition = o = .
Tenure means that a faculty member has established himself in
this academic community.' He may expect to continue in his academlc
~position unless adequate causé for dismissal is demopstrated in a
. falr, obJective  hearing, according to the procedure of due process
outlined below (Section VI). Only full-time staff members holding
academic rank above the rank of instructor may achieve tenure. The
" contract conferring tenure will so state and will constitute notice

o

n//bf tenure. While administrative and certain other positiong do not

cary tenure, personnel who hold academlc rank in addition tq these
positions may achleve tenufe in connection with their academic ranke
A faculty member who is appointed to such a position may achieve or
will retain tenure in connection with his academlc rank.

Tenure Schedule o . /
The period for grenting tenure is ag follows: ) P
Persons pitially appointed as drofessors, associate professors
or assistant pyofessors must be reviewed for tenure no later than
“the completion of their fifth year-of service at Arkansas State

University, and tenure pust be granted with the completion of their
sixth year of service at Arkansas, State University.

Tenure may be granted with any earlier contract.

Persongs holding the rank of instructor will not receive tenure,
and the time spent as inatructor will not be credited to the pre-
tenure probationary period required by those ranks in which tenure
may be earned.

¢

Employment in soft money assignments which will be discontinued
when federal funds or other special funds are exhausted and the
assignments tefminated does not necessarily count as part of the
probatiocnary period in meeting requirements for tenure, gince these
are non-tinured positions,

fﬁroceduré‘for\Recommending Tenure

Tenure is swarded by the Board of Trustees acting through the
presiderft of the University and the vice president for instruction.
‘Recommendations for tenure originaté at the division level. Pro-
cedures by which qualified individuals are recommended for tenure
must be.approved by a majority of the tenured faculty in the divi-
sion, must be in writing, and must be approved by the administration{\

Canditions Under Which a Moratorium is Placed on Tenure

Fach division is allowed to grant tenure to no more than seventy-
five percent of its full-time faculty members. In the event that a
division reaches this percentagey a moratorium is placed on tenure in
that division, and pre-tenured faculty members may be retained in ex~
cess of the time schedule in Section B without receiving tenure.

-
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v ' ':‘ . ” X .
Such retention, however, is not g commtment on the part of the Und- ~
versity to award tenure in the future. The pre-tenured status of a
person retained under’ the moratorium conditions is not different frun
that of any othey pre-tenured faculty fember.

Those divisions already exceeding the seventy-five percent limit .
for tenured faculty are required to withhold anyufurther granting of
tenure until their percentage is reduced to below seventy-five percenit. °.

Nothing in the above shall be intérpreted as precluding the Board t(

of Trustees from granting tenure to an individual beyond the seventy-
five pdrecent 1imit, in those instances where an individual's contributions
and achievements are of such exemplary and ocutstanding nature as to

merit a waiver of the seventy-five percent limit, In such unusual caees,
however, the Board of ‘Trustees shall receive endorsements through the
procedure cutlined in paragraph C and require cther such substantiation

as it deems appropriate.

Cessation of Tenure

A faculty member ceases to have tenure when he reaches the age of
sixty~-five. He may be retained thereafter on a yearly basis at the
diecreticn of the appropriate adminiatrative officialse

NON—REAPPOINTMENT OF ‘
FACULTY MEMBERS NOT HOLDING TENURE

Schedule of Non-Reappointment A

Prospective faculty members will be informed oﬂ their rights
_and obligations as faculty members by the division chairperson,
dean of instruction or dean of the Beebe Branche Except as pro-
vided in Section III, (E), written notice of the intention not to
reappoint a faculty member who does not hold tenure will be glven
by the division cheirperson, dean of instruction or dean of the
Beebe Branch in accordance with the following schedule:

1o Not later than March 1 of the first full academic year °
of service.

2. Not later than December 15 of the second full academic
- year of service.

L

3. At lease twelve months before the expiration of an .
appointment after two or more full academlc years.

Request for Reconsideration ' ’ N

The responsibility of the institution to faculty not holding

" tenure is the fulfillment of contractual terms ‘and access to the

standards and criteria governing their retention on the faculty,
promotion in rank, and achievement of tenure..

The right of a faculty member who does not hold tenure to
know the reasons for hig non—reappointment is recognized. A
faculty member who is ndt reappointed may ¢onsult with the division
chairperson, the dean of instruction or the dean of the Beebe Branch,

. ' 5523.
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in that order, If, after this consultation, he wishes to appeal .

his. non—reapﬁb&ntment further, he eha%% have the right of re- .

queeting the president to reconside 8' non-redppointments . "

\

Profeeeional Conduct and Standing

Even though a faculty member is not réﬁppointed, hie reep@n— o
sibility for completing his assignment wh eheartedly and in'a - .

professional manner is not 1eeeened; neither ' are his rights, . -
privileges, énd professional stending leesened. o e
NOTE: The foregoing policy shall imire against fﬁ
faculty employees subsequent to the date of . :
13, 1974, end it shall not be" applicable to faculty - ~
members employed before that date. /

DISMISSAL OF FACULTY MEMBERS : .
Reasons for Dismissal ‘

A faculty member will be diemieaed only for adequate catises
professional incompetence, insubordination, physical disability, i
moral turpitude, or neglect of professional responsibilities. o

[N

Financial- Emergency 5%253 - ' o v

Cases of bona fide Pinancial eﬁergency or the phasing out .
of institutional programs requiring reduction of faculty may

permlt exceptions of ‘tenure and dismissal regulations. In these
cases faculty mgmbers shall be able to have the issues reviewed.
The faculty member concerned will be glven notice ad soon as
possibles Before terminating an appointment because of the
phasing out of an instructional program, the administration will
make every effort to place affectéd members in other available
positions for which the individual'e academic preparation quali—
fies hime

PROCEDURE FOR éxsmssus

-

Recognition of Cause for Dismissal L~ S

Adminigtrative officers, faculty members, or students who
believe that reasonable cause for dismissal of a faculty member
exists shall express this belief and the reasons for its existence
in writing to the appropriate division: chalrperson and dean of.in-—
struction who will discuss their recommendations with the dean of
the Beebe Branche The dean of the Beebe Branch will conduct a pre-
liminary investigation to eliclit additional information from °
appropriate parties. Final responsibility for initiating diem} eal '
proceedings lies with the preeident of the Univereity. . @94 T

-

Consultations o ; I

When, after an inv%%tigation, she president believes“that cause
for dismissal exists, the administration of the Béebe Branch will
meke a bona fide effort to achieve reeoljfion of difficultiee through

* ‘)‘4
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Advisory Committee = -

 Hearing Committee = T :

preliT%Shfy cdnferences,'discyssion, or confidential mediatipg._ o

‘.

... 1f no resolution is achieved; the President will request that .
the chairman of the faculty association appoint an Advisory Com-
mittee of three tenured faculty members, none of whom shall be.

from the college or independent division of the faculty member

whose case is being heards .The chairman of the advisory, commit— )
tee will be a member of the Tenure Cemmittee. Their in uiry ‘
shdlild be informal and flexible; they are to offer confidential

<
Y

~ advlse to the faculty member and to the administration in an’
attémpt to effect an adjustment, » v

 tharges R Y

If an adjustment is not achieved, the,ﬁéésident should for- :
mulate a” statement of the grounds for dismissal, The statement N
should be reasonably detaileds This statement should be sent . -
to the faculty member in a registered or certified letter which .~
also informs him of his right to a hearing before a senate-
appointed faculty committee, The president should also send a
copy of the statement of charges to the chalrman of the Faculty .

Senate, - o o *

The Faculty Senate will immedistely appoint a Hearing Com-
‘mittee composed of seven teaching faculty members with tenure,

~ No member should have been a membér of the previous Advisory

- Committee; none should be from-the callege or independent divi- -

sion of ‘the faculty member whose case is’being heard, Four

- sequential alternatés should be appointed. (More will be appointed

if they are requireds) The gommittee will select its own thairman,
The hedring will be scheduled by the president and the chairman of
the hearing committee as early as possible, but allowing adequate

~.time for the faculty member to prepare his defense, Prior to the

hearing, the faculty member should. submit to the ‘hearing committee
a written response to the charges, . : _ \\~\\

Withdrawal of Procéedings _ a . - Lo

At any time during the procedure prior to the hearing committ's
‘recommendation, the faculty member may acquiesce to the dismissal,
gnd the hearing will be halted. Similarly, the administration may -

-~

drop' dismissal proceedings, RN : :
. : ’ , . ) R . . v
Suspension. S

) o ’ ) )
" The fpcu%%y member will not be susperided from his normal duties
unless his welfare or that of the irnstitution or its students is

threatened by his continuance: Unless legal considerations forbid,
such guspension will be with pay and with appropriate assignment to .
other useful duties whenever possible,  If the faculty member feels:
he has been unfairly suspended without pay, the tenure committee will

/: . . . 55 - N ‘, x"‘
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T Y | . ¥ ' o /
-~ - fadvise him of the procedure for fi{;:; a claim for pay with the K
State Claims Commlission, - .
. ‘ . '
He-  Publicity E : o o ,
| . The_hedring will be conducted in privatés Except for brief « - .
announcements as may be required concerning the time of the:hearing '
and related matters, public statements about the case by either the
faculty member or administrative officers should be avoided until the
: proceedings have been completed, ' - '
. 1. The heariﬁg ‘ | - '
' Lt A hearing committee member will remove himself from the case if® : :
he deems himself disqualified for bias or interest, Each party will : s

have a maximum of two challenges without stated cause, Removed com-
mittee members will be replaced from alternates appointed by the
Faculty Senate. Charges contained in the initially formulated state-
ment of grounds for dismissal may be supplemented at the hearing by

- evidence of ‘events including new grounds which have occurred after

\' ,the initial communication to the individuals If supplementary charges
are offered, the committee will provide the faculty member with - °g.

> additional time to prepare his defense. The committee will determine . - , -
the. order of proof, supervise the interviewing of witnesses, eand, if
necessary, require the presentation of evidence important to the case,

’ The. faculty member and the administration wlll have the privilege of
assistanc€ by counsels The faculty member will have the opportunity °
to be confronted by all witnesses adverse to hime Where unusual and
.urgent reasons move the hearing committee to withhold this ¥ight, or
where the witness cannot appear, the #dentity of the witness, as well
as his statement, will be disclosed to the faculty member during the
!:earing. Subject to these safeguards, written depositions may, when

ecessary; be taken outside the hearing and reported to it. . —

Je Comﬁittee Recommendations b ’ T " ’ ) S

_ © « Opportunity will be given to the fatulty member or his counsel and
. the president or his designated representative to argue orally before
' ‘ the committee.- If written briefs are desired, the d¢ommittee mdy request
- thems The committee will formulate its recommendations in private on -
the basls of the hearing, making explicit findings with respect to each
of the grounds for removal presenteds The president and the faculty
o member will be notified of the recommendation in writing, and a copy of
the full record of the hearing will be given to both parties .or thejir
counsels, Publicity concerning the committee's recommendation will be
withheld until fina) disposition of the case by the Board of Trustees,
Any release of information to the public will be made through the
President fs office. - :

K. GConsideration by Board of Trustees P N :
The president will deliver a full report. of the case, including,the
earing committee recommendations, to the Boarq_of Trustees, ,

e The Board of Trustees should review the case if the dismissal is - ‘
still proposeds Its review should be based on the record of the previous

o 56 T Ead
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~ hearing, accompanied by opportunity for argument, oral or written °
_ or both, by the principals or their representatives, °

- A brief statement about the disposition of the case éhOUid be
< : made by the president to the chairman of the Faculty Senate and to
: the faculty member involved and to others that he deems it important

to infom. ] | ~ .
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LEAVE OF (ABSENCE POLICIES
FOR. ARKANSAS STAYE UNTVERSTTY PERSONNEL

086 i ‘ -

The purpose of polic-gs for leave of absences is for en-
couraging scholarly pursuits which will contribute to the effec-
tiveness of the individual and thus to the value of his subsequent
services, . . i ' g

ELigibility " | L,

. The instructional staff, or administrative persannel, shall
be considered for compensated leave. ‘

Regulations Governing Leaves

(Fdihi’)enéated leave for the purpose of graduate study, travel,
research, or work experience may be granted on the following sched-
ules . '

OPTION I '

After two academic years - cne summer term of five
to eight weeks with compensation at 50“percent of
one summer term's salary. Or, one may elect two
summer terms, totaling at least ten weeks, with
compensation at 50 percent of two summer terms®,

salary. '

After four academic years - if one summer .of come
pensated study leave has been used, an additicnel
summer léave may be granted under the above condition,

After six academic yearg - 1f no leave has been}
used, a full acedemic year msy be approved at half-
salary. One=half year of leave at full salary may
be substituted, provided the individual requesting
this option finds a suitable replacement. P

OPTION II

Eliglbie persons, with not less than fou‘r nor more
then five years of service to the University, may

be granted an academic year's leave of absence foré
the purpose of graduate study, travel, research, or .
work experience. Compensation shall be at 8 percent
of regular salary for each year of prior service to -

the University. .
99
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v.

ViI,

VIII.

X.

A combination of thE two options cemnot be used. After

" all specified leave time has been used for a seven-~year period,
the individual begins accruing additional leave time under the
"above schedule.

Salary Determination S oy

Uhder Option I, a and b, compensatian for sumer study is
based on the salary the individual would have received hed he
taught on the’ campus that summer. Under Option I; c, and Option II,
compensation. for an academic year's leave is based on the salary
under the indiviéual's latest contract prior to leave.

Substitute Service

The regular work load of an individual grented leave shall
be carried by a substitute appointed by the administration. His

. salary shall be pald from university funds,

ggglication for leave

Detailled plang for the period of the éﬁg shall be submitted
at! least one semester in advance for the approval of appropriate.
autharities.

Formal Approval Requirements’ o 4

. ,

Applications for leave shall be screened by a faculty leave
committee, one~half of whom shall be appointed by the president
of the university and one<half By the Paculty Senate. The com=
mittee's recommendation shall be submitted to the president “of
the university for final ac¢tion.

Obligation to Return ~ _ "

-

The individual granted a leave shall obligate himself to
return to the uniyersity for at least one academic year. Should
he voluntarily j to meet this obligation, hé shall refund to
the university the salary, plus interest, received during the
leave,’

_Obligation to Report Upon Return

The individual granted a leave shall file a-report with the
president of the university upon the year's activities while on °
leaVB. )

Iimitations as to Number on Study leave

The number granted leaves during any cne acedemic year shall
not exceed fiwe percent of the faculty. An additional five percent
of the faculty may be grented leave for either or both of the summer
terms,
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STATE TRAVEL REGULATIONS

-  GENERAL PROVISIONS:
” ; 4" | ’ "
) MEALS AND LODGING . . '
. ‘ ’
TRAVEL DAY

The travel day shall commence at 6 a.,m., and shall include
(1) breakfast, (2) lunch, (3) dﬂnner, and (h; one night's lodging end
‘shall end the following morning at 6 a.m.

MAXTMUM DAILY ALLOHANCES FOR MEALS AND LODGING

Effective April 1, 1970, each full celéndar dey in travel status,
when all four items of breakiaﬁt, lunch,ﬁ&%gz;r “and lodging are inclided, *

the maximum daily allowsnce will be limited™o $25.00 per day within the . °
state and $35.00 per day cuteide the state - plus spplicable sales tax. ...
The out-of-state rate for' th9 gpplicable salee tax must be ehown on the A
travel expense etatement, _

MEALS AND LODGING FOR PARTIAL CALENDAR DAYS

For partial calendar daye, where all four items are not included in
the travel claim, the allowances for reimbursement should be in reason
and in proportion to amounts claimed for the same items when all four
items are included. The traveler must keep in minhd at ell times that -
reimbursement is to be claimed for actual expenses for meals and lodging
within the 1limitations set out Herein, an e maximum must not be claimed
unless expendituree for such purposes are actually mede,

' MISCELLANEOUS MEALS AND LODGING PROVISIONS

- The traveler is. charged ‘with the responsibility for securing receipts
to properly support each item listed on the Travel Expense Reimbursement
Form 'I'R-la .

The maximum for meals and lodging may be excseded only if there is
‘a special written authorization from the Travel Administrator.

Befcre an employee can claim reimbureement for meals snd lodging, en
nofficial Station® must be established by the Travel Administrator. Reim
pursements carnot be claimed for meals and lodging within the city or town
of the "Official Station". The city or town where meals are purchased must
be listed on Form TR-1.

' State employees loaned from one State Agency to enother State Agency
cen be reimbursed for travel expense by the agency who benefits from his
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travel as long as the generél expense vouchers state the Title Code and
agency peying his salary. :

TRANSPORTATION

PRIVATELY-CWNED MOTOR VEHICLES

When privately-owned motor vehicles are used, the owner can claim re-
imbursement at the rate of thirteen (134) cents per mile, highway mileage.
Vicinity mileage should be separated from the "To end From" mileage on the
TR~1 Form glving beginning end ending speedometer readings. This reim-
bursement 1s based strictly on officlal miles driven and the state assumes
no responsibility whatsoever for any maintenance, operatiognal cost, acci-
dents, fines, tolls, parking fees, etc., incurred by the owner of the ve-
hicle while on official business for the state. However, if more than one

traveler is transported in the same vehicle, 6nly the owner can claim mile-
age reimbursement.

Everyone using a persenal car for official business must file with
the Travel Administrator the name of his insurance company and policy number.

This reimbursement gqurs state officials, state employees, guests of

,  the state, state assoclated persons and board members, unless otherwise

prohibited by law.

A

" PRIVATELY~-OWNED ATRPCANES

. L 3 " ' .
( Reimbursement is the same as for privately-owned motor vehicles except’.
that the reimbursement mile 18 determined by the shortest major highway
route at a rate of thirteena%§3¢) cents per mile. ,

', COMMON CARRIER .

when common carriers (plane, bus, etc.) are used to trensport persans
on state bublriess, the employee should make the travel arrehgements and
have the asgency bill.the Beebe Brangh., However, if it is not possible far
the agency to bill ASUy.the traveler<cun make payment end file claim for
reimbursement., Clalms fof* Mactual cost® should be made on a TR-1, &nd it
must be supported by a ticket or receipt from the vendor.

~ : A\ '
When it becomes necessary to.pay transportation charges or storage
fees for articles used in the official business,of the agency, this can
also be charged on a TR-1 as "Incidentals" but éust be fully explq}ned;

MISCELLANEOUS TRAVEL EXPENSE

All miscellaneous expenses incurred in comnection with travel relm-
bursement requsst must be clearly identified and explalned in detall on

a TR-1. These items must be supported by receipts. Fees for parking a
state-owned vehicle are reimbursable. : , R
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The law does not permit any travele; to claim reimbursement for per-
~ Bonal entertainment, tips, flowers, valet service, laundry and cleaning,
or other similar personal expenses, ,

ABUSES

~ TRAVELER AND THE TRAVEL ADMINISTRATOR WILL BE HELD DIRECTLY RESPONSIBLE
FOR ANY ABUSE OF ANY OF THE PROVISIONS SET OUT ABOVE. IF ABUSES ARE FOUND,
CORRECTIVE MEASURES WILL BE TAKEN,

RESTRICTIONS

Miscellaneous restrictions on travel expense reimbursement are Summa~
rized in the 1list below. :

(1) Maximum daily allowance for meals and lodging for in-state
travel 1is $25.00.

(2) Maximim dadly allowance for meals and lodging for out~of-
state travel is $35.00.

(3) Receipts are required for lodging and commercial travel.

(4) Private car mileage will be limited to thirteen (13g¢) cents
per mile highway mileage.

(5) Major oil company cre®t cards 1ssued to a State Agency
are not to be used to pay for meals and lodging.

(6) No reimbursement will be allowed to any traveler for per-
sonal entertalnment, tips, valet services, flowers, laundrly
.and cleaning, and the like. (This applies to all travelers.)

{7) No expenses for meals or lodging will be allowed within the
- clty or town of the employee's "Official Station."

(8) A1l claims for travel by state employses.must be made out
by the traveler and payment will be made only to the travel-:
er. One state employee may not include in his travel expense
statement ‘the expenses of another state employee traveling
in his company. .

(9) Payment will not be approved when claims are made out in
the name of some hotel or claimant otker than the traveler.

(10) No expenses will be allowed for rental of space, decorations,
entertainment or other arrangements in connection with ban-
quets held solely for.the benefit of employees. /

8 (11) Petty cash funds cannot be used to make travel advances or
travel reimbursements,

(12) Travel expenses incurred in border areas, such as Memphis
and Texarkana, shall be defined as in-state travel.
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(13) For out—of—state traval, the ‘mileage reimbursement shall -~
be the lesser of elther first class air fare or the rate ¢
ofsthirteen (13¢) cents per mile. '




