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-Durlng the 197u 75 academic year a Handbook Commlttee of the
Faculty reV1ewed major sectlons of the Faculty Handbook. R&V1s1ons
and major changes were cons1dered and adopted by tha Faculty. P

. . . i - "ul .\\: 5 Fi !

¥

ReV1slon is a contlnulng process and it w111 cbntlnue to. take piace‘
13 - . H ,/
ip the future. It is known that some sections og‘thls publlcatlon
v . ' ' . _ o
D ¢ e et : v
need additional revigy and revision, o
This ‘editiont of the chulty Handbook. follows the general .format,’
of the 1968.TLC Faculty Handbook.‘ Major revisions presented'iﬁ‘the
t
1969-70 supplement, the 1972 73 ﬁeV1s1ons, and the 1974-75 reV1s1ons

i Jhave also been imncorporated. Numerdéus edltorlal,changes»dpg tp
b R : v R > ] N .
alterations in titles ‘and the administration of the College were .

» ’ . ' ,
. . ) ’

algo made. _ o : . e
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A, Artlcles of Incorporatlon of Texag Lytheran College--==--
B, Bylaws of Texas Lutheran Cpllege-===cececea--- L LT Y
C. Bylaws of- the Faculty-;-a----------f-o --------------- -

II. Pr1nc1ple§ and Ob]egtlves of the College

Statement of Purpose-' ------------------------ EhL DLl -
Student Development Ob]ect1ves---------------r-L-J-e -----
The College and the Churchecececaicammoona- R
Aims and ObJect1ves----1---h-b--;;---F--------L-f ------ -
Ob]ectlves for Generdl Education’ ‘

at Texas .Lutheran College----eeescmcmmcmcccmccaccaaaao
F. Academic Freedom at Texas Lutheran Collége-i--;i;:----f--

]
Mmoo w>

I1T. Administration

\ 1
A, Organization Charte-=ec-ccoccocimcmmcaoccaoooo- —— e m——— ———
B. Administrative Officers and Personnel----;-p ------------ -
.1, The Presidént---}-ccmcmcccccmmaa oo .
2., Assistant to the President for Church Relatlons ----- -
- 3. Directon of the Lutheran Institute . )
' for Religious StudieS=cecqececccmmccccmcccccaaa Gewm——
4, -Vlce -President for Academic Affairs ; o
and Academic Dean--=-veceaa--- mmemeemecccfaamcana- --
5. Assistant/to the Vice-President . o
. - * for 'Academic Affa;ps------------------------, ......
. Registrar----e----2o____ e ccccce——e———— [T O

6
7. Director of Governmental Relations-r=-Scccccoao-- ——————
8

. Director of the Library and Librarian--=%eec-cemccacooao
9. Readers' Services Librarian--=cceccccccmcccccamccaaaaa-
10, Teéchnital Progesses Librarian------cccccccccccccaaaa-
11. Director. of Mexican-American Studies Center---<eecox-o-o
12, Diregtor of Computer Activities—=-cece--- i P~
13, Vice-President for Development ' T
-and Public Relatiomns—-=—ccccec-ca-- e mmmmmmmmmem—m——————
Assotiate Directors of DewelSpment-----=cecccccaaooo- --
15, Director of Alumni RelationS--=cecccea-- S A temea
16, Director of ,Public Relationgs---;----J3 L
17. Assistant in Public Relations----- meememeaa mmccme—- —-——-
18, VicerPresident for Student Affairs
- and Dean of Studéehtg=------ S A Sy -
# 19. Director of Resjdence Programming--e----ccce-oo___l_o_
20, Director of the Student Center-—-—ecece-- . -— - ———
5 21, Psychological Services Director-tceccccacccmcccccqpeaa-
© 22, Campug Ra#tor--=cewece-cc--- -—————— e e LT -3\----
23. Associate Campus Pastor====me--cccocccmcccccooncoaooo
24, Cglliege Nurse---------o mmecmeccccmcccc———a ——mmccalieo-
25. Residence Hall Director=e-eeccccccmccccmcccaccccacaaoo,
126, Diréctor of Placement-----ccccmccmcccccaaooooooo ——————
.27, Dean of .Admissions and - . .
Director of Financiaerid----- ------------------- --
‘Assistant Director of Admissions-Financial Aid--------
Admissions Counselorst=emeweweocococoooo. dmm— e ——————

/T2,
> 29,

A-7

a0

‘.

0000000
R

(@]
]




Vice-Bresident for fiscdl Affairs

and Business Manageré--=-=--. s e deeem— e ———
Assocfate Business Manager~-----.- -=~- - - i ————— -
32, Controllev---'--=u¥------w-n‘—w-»-a--uanf-ua-----q---m--
33, Director of Auxiliary oervxces ------------------- - -———— -
34, Supervisor of Business Recordsr-----=cwe-- Gmm e ———— -————
..35, Director .of GroundsS--=-- +socoae@idoaemauao. edm e m—————- -
36, Director of BUlelngs'and‘Equipment-L ------- o ——-—
37, Assistant Cirecfor ¢f Blildings and Equipment--wv---wocoo-
38, Supervisor of Custodians: ---cccmrmccurmee e al e e
39. ASSiStant HOOKSTOre MANdger: == -« ee-cmemmoemoceo————————
40, Security  fficer ----.- Mt e i m e e m e a, s, ————————
. Ll, Director Cf AthlerTi1c(S- v < vt mmiman it mc e rme et cmae e mw
IVV~FaCulty Organlization ~
A. Faculty HMeetings-- .- -~ R R et bt D D e P
N Be COMMITTEES  «cc =t ma i i ot a v rmmsmmaimeomecm et e moe —.—own-—--
’ l. Academic Standards Committee----rcoccanecmcurcanmnmanoo—
2, Admissions Committee- - - ~- - g ) U b, S, -
377Athlet‘ S Comirrtrtee—- = em - /-~~—--~¥---»-—«-Ph- ---------
. 4, Building and .Crounds COMMItT@E-~ctmme cm s e s m e
5, Christmas Vespers (Lommitteg-=vwemen~=w=~ B T R PP
"6 College Priorities Committée-~~m—-—v-—‘1--~;4--—°f ——————
7. College Services COmMMlltEE~=»c=crsinmmnomsmermonomne -
) 8, Cultural Activities COMMitTEEw ceononemmcceace—— e ———
9, Educatiocnal Policies Committege-vemwimrcrrmer i mc e e e e e
10, Faculty Compensation Lommiﬂté@? ————————— e e — e ———
@ 11, Faoultry Development ComMMlttee-le  moemcmdmemece e
12, Faculty Handbook Committeg ‘=~ comecmc e e e
13, Faculty Personnel Commlttee«‘_-—-~--—-----~--—~=-—---q--
14, Faculty Research Lummxttee—----'--~-—-'-----u-»—--—:——~—
" 15, Financial Aid Commitie@w-------~ et e e e s smm———— T
16, Honorary legrees Lompittee-m-~»«---»-—~~——-—?§wa ————————
17, Interim Committeg-= - ~=wwxw ke s . e ——————— cee-—-
18, L1brary Committee md- .mevove . wobos cnomcacaommcmooooonlan
19. Mexican-American Studies Committee-=-----~-~c=--o-- R e R
"20, Pubiigations CoQnell-rm-ecseccmamumee cmn s nee e —
21.. Rank and Ten.re {ommittee=----- R e -
t. 22, Religious Acgtivities (Committeem—==a-=- kel Ll LR Stk
.23. Student Affairs Commxttee--—~~——-—3--3 ------------------
24, Teacher Education Committee------- :-~-»—~:% ------ -
’ ’ Co- . y . : -
'Cy Departméntal Organlzatlion=4=%-=-mecrmmeeme immeppme— e -———
l, Departmental Organizatlonw--l»~~w3~w«---~-~—-—-v—-w~—~-—
2., Responsibilities ofADepartment ChalppersonNse-—==-wceec-we-c-
3. Appointment.of Lepartment Lfhalrpersons-~---===--- ————————
4, Compefnsation of Department Chairpersons-------- e ———
D. The All-Ccllege CoUNCLlvemm -t wmmepe mo c e et e e m s e
4], PUPPOS@--=%nc ceicme s te e it e b r e e r s s cm e m—— -
2. Respongibillitles----" ~oee cirmmm e e e s mr e
) 3. Membership-s=cccuw i nmme e it c e e e r e e m e e ——— .-
U, MEE@TINgS-mmcome mmere « cmimere T e it e e r e e e e e e =
) . 5, Standing lommlttees--- - --c-eeeo ool e - —————
L4
i ’
p QA' ' - f; "

T

s

OOO0OO0OOO0OO0O0000
[}

TOUOOoOUUUUUUOUOUUoOUOUou
|
(o2 o2 BN o BR S RN S RE S N S R ¥, U & L N~ i — i —

‘©
1

¥

t
O WO W WW W D®DODO®D®D ®

LI B N N |

]

| I I B |
-~
.

§

O ououoo
| I R N R I
SN0,

-——
-

oo uo
| I T |

v
W WX

v N



E. é@yernance—-¥—--------— ---------- ‘----4-4------;----v-#-----.D-lU
e . ‘ : . ,
X V. Faculty Pérsohpeldelicgqg ) _ : R _ r\;
’ . A. General Regulations=-=---ec-ce-c-o- a-------e-__,;___tr____-__ E-1
.- B. Appointmentececcccccccccrcccccccaaa R U S, E-1
.C. Rank and TenuUre=--c--ccccccccodommmmccmmcccmcceeoloo oo -== E-2°
D. ContractsSecemcemeccccmcmccc b cccccccmcccccaa—a- aemecccam==d E<3 . °
P E. Resignations---e-eemmccmmcmmomma oo “eee== E=3
F. Retirement-----ececoccccamocaooooocoooooooo SR -<e-- E-3
E G. Extension ,of Service---------- sermme——- —mmmmeceme——————— ‘=== E=<3
, H. Dismissal---=vmcemcamacs U R SRSV 1
. I. Financial Exigency-==-==mooceoooocol oo b . ——————— E-U4 ‘
2 " J. Leave of AbsSencéeeeeaecmtcccocccccmcccccccmcnm————- ~r====== E-l
. K: Faculty Travel and Professional Memberships=---cego-caceooo-o E-6
‘L: Absence from ClgsS-===c-<-acec—a-- T g E-6
- M. Faculty Office HOUPS-ecemmcccccmmc e cccrcccccciccccceam E-6
N.'Teachlng Load-==-==cocmccneconaa- e m e memm e —————— e—ewee= E=B
VIi. Faculty Services ' ' :
4 A. Assignment of Parking Areags------—ce-o--- —————— cecccmd e ————— F-1
B, College Vehicleg===e==a== Jemmemccccct e —————- cmmmccccccce——- F=1
C. Faculty Fund--ececccccacaaaaao-- S R mepememcc—————— ‘Bl
D. College News Letter------ P —————— et -2 -
-~ E, Secretarial Service and Duplicating Facilitigs-==c-cecae---- F-2
‘ F. Pensions----=--- a-—ﬁér----------------------g-------a ------- r-2
‘ "G. Social Security--==fcicecamcccoccmccccecmcceacedaaaa :Lﬁ---- F-3
H. Blue Cross- and Blue Shield Imsurance-------cccccccccmcaaa- - F-3
I. ‘Group Life Insuranée-=------ r-----e---ﬁ-f------------;-;--- F-3
J. Tuition Exemption for Dependents-a--' --------- ,emmeeccem———a- F-3
K. Sponsored Tuition Exchange Plan of TALC * ' '
- for Children of Faculty------=---ceomooood mmmeeeee-e--a- F-3,
L. Outside Employment-==e-ccecccmcmcccc e cacccaccaa e - F=-4
M. B%oksibre—-e--—-—-—-------------a--: ------- L L LT R f-u\
- -~ ‘ ’ ’
VII, Educational Policies and Procedures o, '
2 ] g . . %
- -, A. Auditing Courses---------ecc-oaococ_o- e ke L G-1
PR "B, Class Absenceg--<==e-c== ————— e it G-1
. C. Examinationg--evcccccaccaa-a- . mem e crce e rcmcc e - G-1
D. Grades and Reports----e---ccacaemaa.. L e L TR —_————- ~-- G-2-
E. .Graduation Honors---=--cc-c-a- “mmmemcemcccceedccccccaccccaaa (=2
F. Academic Deaq's Liste-cmmmesmcucccccaa- re—e e ccc e c—ca- m===- p-2
G. Policy Governing Symmer’School—--;------------7 ----- ——memmme (-2
H., Conference CqQurses--=-=-=c-cc--- et b bt D A G-3
I. TextbookS--mmmmmemmmoccmmaax L P -- G-
J. Special Academic Programs---=-eccecccccccmcccacaa—x femmm e - G-4
l. TLC Scholars Program----=--ccceccccccacaaa e —————- Ceme= G-l
2, Study Skills Program-=------==-= Semme e Scoe- G-b
3. Washington SemesStere---cecececceccccccccccccrcncccccccccccaaa= G=5
4, Degree Completion Program for Military Peérgsonnel-------- G-g .
( 5. Alr Fo§se Reserve Offic?r Training Corps . - ‘ /ﬂa
K. Statement of Academic Dishonesty—-----------74---e--~---:-- G-5




. The Library
A. leraby Collectlon--T--—
B, Allocation of Funds for Library Materlals
C. Selection of Library Materials
'D. Requisitioning of Materials for the Library--
E. Using Library Materials
F. Interlibrary Loans:
G. Weeding the Collection
H. Gifts to the Library
I. Library Handbook ‘

Advising and Counseling Program

General Information
Academic Advising
Personal and&?sychological Counseling---

4 .
Fiscal Procedures

A, Plannlng and Developing the Annual Budget
B. Preparation and Adoption of the Annual" Budget--—---
- 1, Estimating Income

2. Estimating Expendituress

3. Presentation and Adoption

C. Budget Contro]

D. Budget Accounting

E. Budget Revisions

F. Purchase Procegure

G. Payment Procedure

H., Student on Extra-Curricular Accountg---=-

'Miscellaneous

A.

B, Statement on Outside Speakern---*

C. Solicitation of Funds by TLC Faculty, Staff,
or Studentgs----ge-cee=- _

D. Scheduling Campus Events

E. Reading ag% Review Period




o

- I. ARTICLES OF INCQRPORATION AND .BYLAWS

. . i -
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. ] ‘ ' . , \ ..
' A, ARTICLES OF INCORPORATION OE TEXAS LUTHERAN COLLEGE

A BN .

ARTICLE . — .
P | L -
Name, Locatlon, Duration, Agent’and Type' ' . e
Sgctionhl{Ol. ‘The name of thYs Corporatlon shall be TEXAS LUTHERAN
. R COLLEGE and its pr1nc1pal place of business shall be
in the Clty of'Seguln, County of Guadalupe, nd State '
. Nk Texas., : .
C , .y \ ' ’
Sectien'l.O?.' The period of duratlon for‘whlch th1s Corporatlon shall
! - exist is, perpetudl, .

’ . PN
N .

#ection 1.03. This Corporatioh shall.be a non-profit corporat}%n;* ‘
) » 3 . ,
Section-1.0%., The Reglstered Agent of the Corporatlon is Theos S,
A - Morck, whose address jis Administration Building, Texas
' . Lutheran College, Seguin, Texas 78155,

. . \
- Section.l.05. The Registered Office of the Corporation is Administra-
- tion Bulldlng, Texas Lutheran College, Seguln,_Texas
. 78155, -and is the same as the office of its. Registered
Agento c o ~
' -4

-

' ARTICLE II P .

Purpose and Scope
The general purpgir and scope of, this Corporation shall be the .estab-
lishment and maintenance of an institution of learning of collegiate
"rank, in which higher,education shall be given in harmony with the
Christian faith’ a;/péught in The American. Lutheran Church, For this.
purpose the Corporation -shall have power to provide teachers, suitable
grounds and buildings, libraries, - apparatus and equipment; prescribe
courses of study and discipline; grant such literary honors and aca-
_demic degrees as are .usually granted by similar institutions; ‘acquire
‘and receive by purchase, gift, devise, bequest or in any other lawful
manner, real and personal property, and own, hold, use, enjoy, sell,
mortgage, lend, and encumber such preperty, and' establlsh and admlnis-

‘. ter endowment and trust funds for the benefit of the' institutionj and,

in general, to do all things necessary and 1ncidental tq the sucdessful
conduct of the. institution, consistent with lgw; adopt:a constitution,
bylaws and establish the rules and regulations .necessary and proper to
carry into effect its powers herein set forth and as authorized by law,

- - . s

K

- - 8
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ARTICLE-III

. t Membership

’

"Section 3.01. The members of this Corporatfon are the delegates’ of
The American Lutheran Church to its general peetings
- ’ and ent1tlad to vote at such meetings. ‘The members of
this Corporation shall remain members thereof until the convehing ‘of ¢
the succeeding general meeting of The American Lutheran Church or its
successor, when they shall give place to the delegates entitled to
vote at the succeeding general meeting of the Church, +in accegdance ..
Wlth the discipline and usage of éaid Church, ‘
. - . e
Section 3. 02« The adv1sor§ members-$hall be those listed as .advisory
. members of the General Convention in the Constitution
R . ~and Bylaws of The American Lutheran Church or its suc-
cessor, and not otherw1se members of this Corporation,

Section 3,03, No contribution sgall be,required as a condition for )
: K membershlp,'and there sh&ll be no capital stock, nor
o7 “ shall’ the members thereof be hreld llable for the ~“debts

of the Corporatlon... ) .

. , . R A )

Section 3,04, 'In the case of dissolution of this Corporation,. all
assets in excess of the liabilities shall be the _proper-
ty "of The American Lutheran Church or its sSuccessor,.

-t

ARTICLE 1V -

1 ' ' Meetings .
)

The meetﬁngs of the members of this Corporation shall be’ held at the
same place; as the general meetings of said Church, Due notice given
by ‘the officers of The American,Lutheran Church of its -general meet-
ings shall constitute due and sufficient notice of the cofyjvening.of
- the membership of this Corporation. The presiding officer of the
general meeting of said Church shall preside at the.meeting of the
membership of this Corponatlon. _ .
' - ! A\l
¢ .
ARTICLE V ’ - i '

¢

Management S

& . o - ! )
Section 5.01, The management of the business and  affdairp of the Corpo-'

' ration and the supervision of the curpiculum and in- ~

struction of the College shall be vested in a Board of

Regents.. The Board shall consist of twenty- five, ﬁbmbers. Régentg . !
shall be elegted by the Corporation in accordance with its bylaws.’
The term of one Regent shall be for two years, and the terms of twenty—
"four Regents shall be for not more than six years. A simple majority °
of the members of the Board shall be members of The American Lutheran
Church. -At least seventy-five pércent of the members of the Board .
shall be members of Lutheran churches. Each Regént shall hold office.
intil his successor Regent has been duly elected and. has’ qualified,
Nine members of -the Board shall be elected at each meeting of the
o : .

) - $ ‘- c"
: O . ) ‘ .
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" ‘Section 5.02, Other»Lutheran Churq es cooperatlng in the operatlon of

-+

members on: thé Board from the Texas Loulsiana Synod of the Lutheran

Sectlon‘5"03at'The Board of Regents of Texas Lutheran College shall™

- tion shall be executed by the Chairman and Secretary as authorlzed

- e -

i . 1 4
>

Corporat on, except that other Regent may be elected to fi)ll addltion#
‘al vacaidgies, Any vatancy 1in‘ the me iership of the Board ofrRegen /é
sha¥l be filled by the.Board unti-l tife next ensuing meetlng of the .
Corporatlon. All business and affa; s shall be conducted in accordance '
with the Charter,'bydaws, and resol-'lons adopted by the Corporet&em

, Texas Lutheran Colleke and contrlbutlng to its. _financial -
cTe T fsupport may elect méﬁbers to the :Boawrd -of* Regents, their
electlon, hbggver, being subject tq ratification by the mehbershlp of
the Corporatibn in its general meetlngﬁ There shall 'be at lehast four

Church in- Amerlca . o , - . -

3 -

. . elect the President of the, College in the manner: pro-,
vided in its Bylaws . :

- v . - v

. . . ARTICLE VI~ .
- : Offiters' ' b
a ' . ,
The general- %fficers of this Corporatipn and of tﬁe Board of Regents
shall be a.Chairman, a Vice-Chairman, a Secretary, and a Treasurero
‘The offices of the Secretary and of Treasurer may be held by ‘persons
other than members’ of the Board of Regents  The general officers '
shall be ele¢ted by the “Board of Regerits for a term of one wear and
shall hold offlce until their successors are elected and shall have .
qualified .’ , . . ' - *
N N ’ A N » R i ’ . . j
ARTICLE VII
. , P .
All deeds of conveyances, mortgages, reléases on other documents and
conttracts relatlng to both _real and personal property of the Corpora—n

.~

and dirécted by the Board of Regents, or in such other maQ@er as may
be prescribed by the Bylaws. _ . - . .
. N t . :
. s . ' —\ ‘ . 2
. R ARTICLE VII1 . '
These Anticles gof lncorporatlon may be amended at a meetlng of the
members of the, CorpoYation by.a two-thirds majority vote of those
present and voting, .provided that the amendment ‘has been read - at the -
last preceding meeting of the members, of the Corporation, or has been
.approyed by’ the Board of Regents and published insthe offieial papeT
of The American Lutheran Church or 1its succesgor at least three months
in advance of such meeting, . . .
. : v : -

P ' E /" . . . , '




.as’ set forth_in the Articles of Ingcorporation, and the offices and

S " B. BYLAWS, OF TEXAS LUTHERAN COLLEGE - C .

T ~{ - ARTICLE I

\

: ) . : ) Pyrpose and Scope y .'.'

Section 1.01. Texas Lutheran College is ektablished and maintained .+ <«
for the’ purpose of giving young men and women a higher
~ ., education in harmeny with the Christian faith as taught
in Qhe American Luthéran Church. The teaching and government shall
aim to fit “the student for an aqgtive life in service in his church and m\

~ in sq’%ety. " . v ' .

~ : J ., r
Sectlon 1.02. Thiswinstitution shall offer courses lead1ng to the
bache or's’ degree, coverlng the subjects whhﬁh are
usnally given in a standard Liberal Arta College and
including regular instruction in the Christian religion. Subject to
approval by the Board of .Regents, .graduate work may be offered as the »
Faculty shall decide. ) ;F . L
’ A , .t ’
‘Segmion 1.03. This institutioan shall give students who have chosen’
. ’ other vocations the general train1ng of a liberal arts.

. college, or a vocational or a prevocational training in

- the degreé commehsurate with the opportunities and abilities of The

American Lutheran Church in order that the Lutheran Chiuirch may have. .
intelligent laymen, firmly grounded. in the Lutheran faith and equipped
for vital service in their respective congregations and communities

as well as in the .Church’ at large. o . - * A

¥ : b - ‘;
Sectﬂ$¥té.0u{ The usual honorary degrees and degrees in' cdurses shall
: be-conferred, on the nomjnation of the Faculty #nd the
autho ization of the Board of Regents. Diplomas given

- in evidence of degrees conferred shall be signed bPethe Presidpnt of

the College .and the Chairman of the Board of Regentso . ~

Section 1.05.. Texas Lutheran College shall provide guch other services
a . in- Christian higher education as will enhance the :
’ strength of the cause of Christ in the churches and
"communities of the area served, and shall extend at all times to other »
like-milnded Lutheran synods the opportunity of cooperation in this -
type oi/Kingdom work. A _ . '

» : : :
‘ . o “\\\\ oL
‘ o ~ ' . . o /
. ' ARTICLE I1I . : ) .

. _ Administration o .
C oy t ' . - N ’ L4 ~
Section 2.0l., The College shall be- governed 1n acCordance with its
S Articlés of Incorporation, Bylaws, and Resolutions
adopted by the membership of the Corporation.. The ad-

"ministrative power shall reside in the Boamnd o¥ Regents .and:officers,.

1

_committees eleoted from time to time. ‘ .

X “‘Section 2. 02 The Board of Regents shall meet two\times annually at

“such time and place as may be deﬁ@rmined by the BQard

T

.
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of. Regents'itsel 'y Spec1al meet1ngs shall be callgd by, the Chairman
or the Pres1 ent ~of the College, with wrltten not1ce\malled at leagt

' ten days previous to ‘the day »f meeting to’ each’ member’of the Board at
his last nownihddré%s, specifying purpose, time, and ‘place, of meeting.,
Spec;at/ﬁgetxngs may be held at any time or place if all members ané”
.present  and walvé notice as to purpose, .time, and place of meef&ng

The walver shall .be recorded .in the minutes of fhe meeting. - -

- -

‘ ,ﬁSeCtioh 20030 Regents regularly elected at the ﬁf%tlng of the Corp-
\

l Toration shall ;take office at the first meeging of ‘the .

Board ,of. Regents next follow1ng their elec at which
't1me the Board shall elect officers and commltteesn These officers and

B commlttees shall have such poweérs and exercise such authorlty as the

Board of Regents may delegate tovthem or vest in them., - ° }’v , '
R v ’ P
.Section 2,031, The Chairman of the Board of Regents shaf% appolnt a
' Committee of five, four members representing The

American Lutheran Church and one member representing
tbe Lutheran ChYirch in America, for"the purpose:qf making nomonamions
for Board of Regents' vacancies. Only one candidate shall be' presented
to the Corpgration for each position, but it ig . understoeld that nomima-"~
tions may be made from the” floor at the biernial meetlng of the Corpora-
tlon. - '

. - .. )
. -

The Board of Regents Nomlnatlng Commlttee shalI present their LCA
nominations to.the Nomimating Committee of the Texas-Louisiana Synod.
- Nominations from the floor :cannot be made for- the LCA renresentatlves

.
N

during a seSslon of the Texas Lutheran College: Corporation~ -,
.
Section 2,04, The Board of R ents shall have charge of the 1nvest—
. ' ment of the fukds of the College, except and in so far
[ as the membership of the Corporation by resolution duly’

adopted at a meeting shall otherwise direct,
" Section 2.05, -The Chalrman of the Board of Regents shall presidé& at
, ‘the meetings of the Board. "He shall, together with the
. Secretary, and -as authorized afd directed by the Boardw
of Regents, execute.all deeds of conveyance, mortgages, satisfaction °
, of mortgages, contracts,and such other documents as mady be neceSSary
Section 5,06, The: che Chairman shall exeCufe the duties of the

hairman’ in his absence or inability to act. .

-

RS : f
'Section 2.07. 'Th .Secretary and the Treasurer shall p:zﬁégg the.
- : dut ~which usually pertain to these redpective -

offices and such_ other duties as determined,by. the
Board of Regents .« The”Secretary shall have custody-~of the Corpora~
tlon,Seal . , s . - :

. « ¢ . ,\-{

.

7 ) ’

Section 2,08, Upon recommendation by %he Pre51dent of the Cdllegeq

4 . the Board of Regents shall appoint the officers <and

" " staff members for whosé appointment no. other provi51on
hab been made, it¥shall :adopt such rules and egulations as may be
nqussary for the efficient organization and admlnisxration of .the
Colle e. . : . ,

gﬁ. /'p - . ” . . x
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ARTI’CLE 1;1 R 3 a0

~

; Offlcers .Y Adminlstratf\n ; —— * e

.’l.» The offlcers of the adﬁlngstratlpn shall be the Pﬁes1-- i

: “dent,. and any other offlcem so deslgnated‘py the Board T
e éf\Regents.~ o . : i %

v : T [ ! ) ' ’

The Pre51demt shall be elected-%y the Board of Regewts

in' a manner. consistent with the policy qof The Amerlcan .

R " Lutheran Chupch. 1In case of protracted absence/on the -~
part of ghé Eres1dent or his 1nablllty to act, the “Board of Regents ~ 7
; shall make temporary prov1s1oh to care for the dutles of h1s offlce.'

-

Section“” 0§§ Upon nomlnatlon'by the President of the College, +the
X ) Board off:Regents ‘shal appoint”any admlnlstratave ,
‘i offloers deemed ﬁecessary for. such terms ‘as it may : g )
qghetemmlne./ En case of protracted absence, or 1nab111ty to act, or - . .-
"Vacawcy in any of said offices} the President shall’ £ill it untll the L
pu“next ensulng@nmetlng of thé PBoard of ﬁegents.
L ~ -
N Sectlon 3. 04 The Pres1dent .shall be the executlve H%éd of the College
' * .and Chairman of the Faculty. He - "shall annually repogt'
) &qh .~ to the Baard of Regents and to the Corporation concern-
;>' ;ng the an& and the" needs of “the College. . Herhall also make such
oth r reports .as thedﬁeard may request or circumstances demangl°
B .M' < . \ * g o
Sectlon 3. 05 Tke other offlcers of admlnlstratlon shall'perfo{; the
rooT ‘ dutles which usually pertain‘to. thelr respectlve offlces
and such other dutles as determlned by the Board of .

- ’ ' S »" 'n , Regej‘lts. . - . E ,‘

. @ 5 . ) - X : ."’, -
N . ~ B - R . N
o o > © ARTICLERIV

v

. The Faeulty: Election, Powe?ﬁ and Dutles

Section 4,01, The teaching staff shall conslst of professors, associ-
R * ate professors, assistant professors, instpuctors:, and - -
' assistants. As a general rule, the quallf?catlons for. J 7
*te hing ‘at Texas Lutheran College shall include membership in the
Lutheran Church. In all cases faculty members agnd personnel shall be-
persons of moral. 1ntegr1ty and‘Christian character, , )
. . ) . . v
) Section ﬂ.O?.- The xﬁard of Regent’s sha%&, upon nomination by the- ’
' s : . President,, elect teachers’, determine their salaries, " N
: ’ specify the1r particular duties, and establish their %
rank.- In case of ememgency, the Bresident shall have power to make
temporary app01ntments. . A : Lo

’

‘o ) . .
Sectron-4.03. The Faculty of the College shall consist of the Presi-'
- _ +denty the offlcers of admlnlstratlon, members of the
S teachlng staff,, and such others a’s the Board of. Regents
P c may declgnate.
"Section 4,04, The Faculty. of the College shalla,w1thithe approval of®
) - the Board of Regents, establish the departments of -in-

vs 10 ‘, : . . %

Q




struction, decide upgm-qourses of study, and determine the require-
ments for admission to the College and .for graduation., It shall, with
the approval af the Board of Regents, establish the rules and regula-
tions and’elect, or cause to be selected, the committees which may be
~ required for the efficient opergtion of the College. ST S

t
‘

Section 4,05, - In case the President deems it necessary, he "may sus-

i o R pend a teat¢her and shall report such action to the * - .
. - Board of Regents. The teacher may appeal his gése,to‘
the Board of ‘Regents. : , ' - ' . '

N .

*Section 4.06. In the case of .compldints against the  President, any

-~ 'charge made shall bel@resented(directly to. the .Board of
. ' ' Regents in.writing, properly signed and verified.

R o © ARTICLE V

L : . . ,
f ~ "Amendments , r
}hesé_ﬁy}aws,may be amended a%_g meeting of the members of the Corp;
"oration by a majority vote of those present gnd voting, provided that
the amendmeht has been read at the last preceding meeting of ‘the mem-
bers of the Corporation, or has béen approved by the Board of Regents
and published in the official 'paper of The American Lutheran. Church
op, its successor at least three/ months in advance of such meeting,

Y .' J . N~
;o | 5 K =

, - . C. BYLAWS OF THE FACULTY .

b . ARTICLE I L T

’
v

‘Membership~ . , .

Sectidn 1,01, The Faculty shall donsist of the President, the Vice-

) President for Academic Affairs and Academic Dean, the

o Vice-President for Student Affairs and Dean of Students,
the Vice-President for Development and Public Relations, the Vice-
President for Fiscal Affairs and Business Manager, the Dean of Admis-
sions, the Director of the Library and other full-time professional
library staff, the Registrar, ‘the Campus'Pas%or, the Assistant to the

, President for Church Relations, members of the teaching staff of the

rank of instructor or higher, and such others as may be.designated by
the Preffident with the approval ‘of the Board of Regents. ‘

'~ Section 1.02, /Voting mgmﬁeré of the Faculty aré: (a) the President

and  the administrative officers indicated in Section
: 1.01; (b) all active members of the Faculty with the
rank ‘of pro¥essor, associate pragessor, assistant professor, or in-
strﬁbfg?, and all part-time instructops carrying a minimum teaching

. load of nine gemester hours., * ~

»




. ARTICLE II

Officers of the Faculty

Section 2.Q1l. 'The}officere of ,the Facuity are.the Presidant, the Vine-

.Pr931Qpnt for Academic.Affairs and Academic Dean, the .

Vice-President for Student Affairs and Deah of Students,‘

the Vice- Pres;dent for Fiscal Affairs ard Business Manager, the Regis-
trar, and the- Secretary of the Faculty°

.Section 2302o Appqintments: (a) the President is appOLntad by the

Board of Regents; (b) the Vice~President for Academic
. Affairs.and Académic Dean, the Vice-President for

Student Affairs and Dean ‘of Students, the Registrar, and the Vice-

‘President for Fiscal Affairs and Business _Managger are appointed by the

Bogrd of Regents on nomination by the Pr851dent' (c) the Secretdry is

. elacted annually by the Faculty., .

Section 2,03, Dutles.of the administrdtive-officers are outlined in
th section under Administrative Organization.

RTgCLE IXI

F&nctlons of" the Faculty

Section 3,01, EheuracultyLGOOPerates with ‘the administration of Texas

Lutheran Cdllege for the purpose of providing a’liberal’

\college education under Christian auspices. In order
to *tta;n this ob]ectlve° the faculty has the following responsibili-
tle‘i. '

(a) determination of admissfon and graduat;on requipaments, -

(b) provision .for the<religious life of the students, -

(c) provision for the order and govern‘ent of students on the
campus,

(d) provision: for a wellqlntegrated currLculum designed primarily
"to give students an intelligent approach to the problems of
modern living. - - '

(@) determination of candidates for ‘degrees,

(f) determination of the college calendar,

P s

\L

_Section 3.02, The Fagulty may delegate any of.its functions to indi-
- wviduals or committees.,

) ' L. .

ARTICLE 1V L o )
Meetings : R A

. : ’ , - v .

Section 4.01, Regulay meeting¥ of%the Faculty are held at such times
' and for such purposes'as the Faculty shall determine,

~ Section 4,02, Speci meetlngs of the Faculty may-be aalled by the "
C , sses dent or at the request of one or more faculty
o en eﬂa : .

15
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Section 4. Q3.

v 3

'Section\SXOlz

' Rank, and Tenure. The duties of ‘these comm1ttees are determined by

‘the Faculty.

o

Sectlon 6. OL Amendments to the Faculty Bylaws may be made by .a three-"

Sectiwnd: 6.02,

7,‘ .é._ 3
Sectibdn 5,02,

L B A-g,g

- - A

* -

(a) A quorum for the conduqt’ of bus1ness meetlngs of
the Faculty shall be a majority -of voting Members.

(b) The conduct ,of all business meetlngs of, the Faculty

shall be governed by Robert 8 Rules of, Order., . - .
' ! » . ] | ’ -7
ARTICLE V-, o "\ e
. . .‘ 3 s w
. : Committees . oo ! <Jt

The President appolnts the members of all special . or
%tandlng committees for a term of one ‘year except for
the committees on Honorary Degrees, and Promotion in

, - \\_ S

(a) A quorum for the conduct of all off1c1al committee
,actibn shall ‘be -a majorlty of the voting members.

it . o

.(b) The cenduct of all faculty comm1tt2Es shall be Ty

governed gy Robert s Rules of Order._ ¢ ) e
r | ARTICLE VI ' S

Amendmentsv

fourths vote of thé voting members of the Faculty
present at a meetlng, 'subject to rat1f1cat1on by the
Board of Regents. * ' .

Proposed amendments are submitted in writing at a .
regular meeting of -the FacuIty and voted upon at the
next ‘regular meetlng.

..
'a
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A. 1tatement of urposé o '

//the liberal

s

L

?

B,

S in the Ztudent body

~
-
T

II. PRINCIPLES AND OBJECTIVES OF THE COLLEGE

(The*state ent of*purpose “Which follows was adopted by the college
faculty i 1967 ), .

. € o " Q- .
Texas Lytheran C”llege is a community of learning and a community of-

aith. e » T

) /~ 3 ' ' 5 ! : .
As a /community jof learning the College stresses the liberating poten-
tial/ of the difciplineJ;pursurt of academic jexcellence within the ,con-
‘te of académic. .freedom., Its faculty and staff seek to engage each
student in“a rocess of self~-education which will assist him to develop
as an 1nforme _and resourceéful person in today's rapidly changing °
world. It prpvides an academic program based upon the tradition of
,rts ‘and designed to serve a diversified community.

As a communi y of faith the Collbge celehrates the liberating.power
,of the gospel -as applied to 'the whole of human life. - The bibldical’
vision’ of the world as created, judged, redeemed and fulfilled by God
in Christ is’rich in significance for the work and hopes of men todayo
‘It is thé unique pr1v1lege and responsibility of the ChriW¥tian col lege
to explore these implications" free%& and béldly. Thus it leads the
church.to face' the challenge of new 1nsights and to formulate fresh
means of creative serv1Ce." A v , o

3

~As an 1nst1tut1on of the church the College prov1des an “education in
the arts and sciences wHich is given perspec¢tive by the Christian
faith., This function is carried out through an: undergraduate curric-
ulum leading to the bachelor's degree. " The curriculum requires: a
broad 1ntrodyctiop to the various disc1plines and a thorough under-

. standing ‘of one or more.

v
Qo

In working to bring learning and faith into intimate relationship,
Texas Lutheran College is discovering afresh that each can strengthen,
clarify and enrich the other, Men and women who 1live and work in
these .'contexts find their own purposes en1arged and deepened, A com~-
passion born of faith and a competence informad by learning shape the

mission of the College- in this day. ” .
- B “n -/ » ) . .
Student Development Objectives , L oo
&

During ‘the spring of 1970 the All- College (Advisory) Council amplified
the "Statement of Purpose” by indicating specific ways in which the
student at TexasmLutheran College should be able to experience the com~
minity of learning and the community of faith. These ways include -
such things as: . ‘ 7

-

~

1.°.expertise in a particular chosen discipline ‘and sensitivity toward

* other academic amneas .o A '
- ) - . ‘ .
- » \ .
..;.diversitJ of geographicF'raoial,,religious,-and ethnic backgrounds

{17 3 ( .
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weosparticipation jn-theloverail Co¥lege decision-making process re=
garding curriculum and campus life - : : o t

)

. A Y
secc.0opportunities for worship'during the week and on Sundays. -

«

.s.oenrollment which preserves the small college#atmosphere

: ) N o ' e R e LA

| +eossClose relationships with the faculty and administration Y

oo.ostr1V1ng for contemporanlety in the Church in order to.relate’
Chrlstlan falth to human need

.eocepractical 1nvolvement in service programs in the Seguin and sur-
‘rounding communities _ _ v
cooo.NeW types of study situations on and off the campus, partlcularly
through the Ventura I and 1ﬁ£er=college programming
’ ¥ .ot
“Vioopportunlty to chdose and share in numerous act1v1t1es outside == = v
the classroom accordlng to personal interest )

1
»

. .s'w.residence ,in dlverse kinds of, campus hodélng since the College 1s
: pleaPlly re81dent1al in” chardcter
coood quallty of llfe whlch comblnes an awareness of our heritage .an
an openness to change.
- l’ ’ /\
C. The College-and,thevChurch “ " .,

[The Church is to] establlsh .develop, maintain, and operate the

ministry to higher educatlon, L[Artlcles of Incorporation, Ar
A, (4) and Constitution, Chapter 2.2u4]

Chrlst centered in charattery at the schools, - olleges and u'iver81~
ties' of this church ... . The purpose of this division shal
prepare skilled and consecrated candidates for significaht sprvice in
church and society and consecrated candidates for theologlc 1l educa-
tion. [Constltutlon, Chapter l2 8] T .

"Under the superV1sion 6f the approprlate national board-egich college
or university ... of this church shall operate in conformify with the
teachlngs, pollcles,.procedures, and purpose of The Americhn Lutheran
Church, -‘Constltution, Chapter 5.,3] . .

In addltlon to the ownership .and support rer%tlonshlp exlstlng with

* The American Lutheran Church, the College, enjoys a supportive rela-
tionship -with the Texas- Loulslana Synod of The Lutheran C urch in
America. The synod's constltution states: ‘

\)‘. . . ‘ X _—
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"This synod accepts and sustains a supportlng relatlonshlp to Texas
Lutheran College as its-college of primary responslblllty and to
Bethany College as its college oF secondary respon51blll with a -
three-fold concern for their character as Christian 1nst§¥utlons of
learning, the'ir academic -excellence,, and their material welfare. .
[Constitution, Article 8-2] : . ’ .

A\ .
The ‘Texas District of the Lutheran Church-Missouri Synod also pro-
vides, church-based support, as evidenced. by the s1gn1f1cant number
of Lutheran Church-Missouri Synod students enrolled at the College

While apprec1at1ng its relatlonship with the Lutheran Church, Texas

Lutheran College encourages and welcomes stiudents of other denomina-

tions and faiths., A diversity within the student body is regarded by

the College as a good 'characteristic, and that diversity works for. the
. benefit of both the Lutheran and non-Lutheran student.

.

A}

Students of okher denomlnatlons who w1sh "to avail themselves of the .,
educational opportunities offered by the College are welcome and will
.find the spirit of Texas Lutheran College a challenge to a life ,of "
useful Christian service. c

.

D. Aims and Objectives

'_The primary purpose/of.Té&as Lutheran College .is to provide for the
spi'ritual, intellectual, social and physical growth of its students
- in- accordance with the best recognized principles of higher education

ity as held by the Lutheran Church,

It ‘would ald young men and women of college age in the development of
- well-rounded- and well-balanced personality with all its intellectu-
al, emotional, and velitional powers and apt1tudes. .

-
- .

E. Objectives for Genepnal Education at Texas Lutheran College
Texas -Lutheran College subscribes to the following objectives:

1. To efpcourage an appreciation and understanding of Christian
doctrine in order to challenge-students with the Christian phil-
o osophy of life for their ewn growth and to equip them to help o
contribute to the solutiop of the problems of society. .
.
2{ To employ .every means. of useful instruction in order to have the
assurance that the student will make correct and effective use.of
the Englisﬂ“language for oral and written communication. J
3. To develop abilities to comprehend certain phases of great litera-
ture 'as a record of significant human experience, and to create a
permanent desire for the appregiation of good literature.
b, To introduce the student t& the basic discoverles of science and
mathematics, to give him experience in scientific techniques, to
~ he’lp him to interpret the significance' of scientific discoveries,
and to develop an appregfiation of the contributions of the God-

created, natural phenomena to modern civilization. |,
(< - - ' -
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and' by advisory representation on' the Board of Regentsn,_ . o -

and in conformlty with the religious and moral principles of Christian-

-
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To acquaint the student with the basic historical, sociological,
governmental and economic.facts of human group behavior and to
equip and inspire him for a more intelligent and effective Chris-
' " tian citizenship and~leadership in allk his ind;Vidual and cultural
. associations. ; ‘ . . -\

~ : ! ’

M 6. To stimulate the apprec1ation and ppactical-use of the fine, arts
for the enrichment, inspiration and enjoyment of the good life.
To make possible for the student a broadening, elevating, and fe-
fining ekperience in.the fine arts, to.make him mere sensitive to .
beauty, and to help him to discover in himself latent ‘talent, .
capacities ‘and interests. N "

" - . ’

7. To encourage the student to take a deep interest ,n baslc health
knowledge and habits, physical skills and recréational interests
éssential to personal and 'socjal well-being.

8. To deuelop an ideal of'continued intellectual growth through -

thought, reason, judgment, and self-criticism, and through the {
cwltivation of intellectual and ,cultural interests, . o °
. ‘ T . .
F. Academic Freedom, at Texas Lutheran College" Lot *
*
\
- Academic freedom is looked upon as one lof the preciouys treasures .of

'the ingtructor at the liberal arts college. An excellent statement ‘
on academic freedom is that which has been used 'in the application,

forms of the North Central Association of Colleges and-.Secondary

Schools entitled "Freeffom of Teaching."” The statement is reprinted

" here both because of .Jts inherent excellence and because Texas

Lutheran College ‘has accepted it as ’its own,

Freedom of Teaching

PR S .
s .’9

(a) Theﬁhaslc justification for freedom of instruction arises from the
need of students, It is the student's right to learn the ‘cgmplete
truth about the subjects that he studies ahd his right to urdhampered
thinking about the problems that arise in ‘such study that calls feor
and justifies the freedom of the teacher, This fzeedom should never
be denied to the student. It can exist only where a corresponding
libherty of instruction is guaranteed to 1nstructors.

(b) Integral with the matter of instruction is the need for investi-
gation in all those areasagﬁ %mowledge with which education must deal,,
Institutions of higher le { have become the major reliance of
society for creating new kn0wledge, and research is the essential
method for this purpose. It alone enables college instruction to keep
abreast of the changing pattern of knowledge.~ Freedom of researgch
rests, therefore, upon the same basis as freedom of instruction;
namely, the right of students to learn. The arbitrary limitation of
.this freedom is an undesirable abridgment of student needs. It also
,'lessens the contribution that moderh socjety may ligitimately expect .
from its institutions of\learning.

] - -

N
(c) In a sbcially created and sockally.supported institution- such as
a college or university there can be no such thing as complete freedom
or expression in word gnd act. The basic limitations upon freedom

'[KC | 20
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arise out of the universally accépted beliefs and.moreq‘of society,
such as truthfulness, decency, moral” integrity, loyalty, and the
canons Qf good taste., These may be assumed ag binding upon all
college instructqrs ag upon other good citizens,

(d) Since society perm;ts and- encourages certain gr6ups, stuch as
religious organizations, to found colleges that are intended to
render service to a paﬁx%cular group, it i;,permissibl@ and right for
the sponsors of. such colieges to %ﬂfine appropriate limitations of. -

instructional freedom. ‘ . . .

(e) Where such justifiable limitations are a part of the settled and -
accepted policy of an institution, they should be a matter of record

.. and shouldLbe made known to any persé6n before he 'entdrs the service

of any suc ollege or university. Failure to make known such limita-
tions in advince of appointment is a delinquency on the part of an':
appointing agency. T ' . Lo '

(£) In;the absence of information regarding such specific limitatfonsg
it may be assumed by arr instructor that his freedom is limited only
by such broad conditions as are set forth in section ¢ above.

R »

(g) Desirable conditions of freedom of insfructfon and research can

‘be maintained only when both teachers themselves: and the administra-

tive officers and board of control accept their respective responsi-
bilities in reference to the matter. ' o
(h) On his part a teacher is iﬁudutyubound.to respeét such limitations
as are indicated in paragraph d above and such other. limitations as

have been made a condition of his appointment. ) i N
(i) Further, an instructor should conscientiously respect such limita--
tions as are imposed by the bounds of his own competence, A ¢ollege -
teacher can be a scholar jin certain areas only. In many fields of ,

knowigdge he is certain to be a mere layman. In the area of his

scholarship-he is entitled to the largest possible freedom; in other
areas he is entitled only to the freedom of the layman and he should
not claim more, . .

- .

(j) Within the limitations imposed by the acknowledged purposes of an
institution, it is the obligation of a college president and of a
board of control to guarantee that liberty of teaching shall not be
abridged in an institution under their direction. They are bound not
only to avoid and restrain official action that would infringe upon
desirable freedom,.but they are further obligated "actively to defend
the faculty against influences from outside the, institution., Freedom
is so precious an asset to an institution that it is preferable that
the foolish speech of an unwise teacher .should be tolerated rather
than that “the Wtmosphere of an institution should be.clouded by sum-
mary treatment of the offender. Gemerous tolerance is, in such cases,.
the badge of excellence. ' ‘ T

This statement® has been qualified by Texas Lutheran Collegeias
follo&s: : :

. . ’
l. The., Articles of Incorporation of Texas Lutheran College states:
Article II1 - "The general purpose and scope - - - shall be the

~




establlshment and maintenance of an 1nst1tutlon of learnlng ol .

-, collegiate rank, y: which higher education|/shall bé in harmony with.

.* the Christian fait as taught in The Amerlcan Lutheran Church, "

2, For the practical purpose of defining the. limits within Whlch'free-
dom of instruction operates, instruction affecting rellglous
beliefs st not v1olate the teéchlng of Luthev's Small Catechlsm.'

. - v 'l

3. Should v1olatlo;ﬂme to tb.e attentlén of the administration, 'the
administration would first counsel with the teacher; only when. . ,
further .contrary instruction thredtens the reasonable and harmon-
ious functioning of the-Collejge would the administration advise:
the teacher of his,incoqpati ility with the spiri't of the College.’
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III. ADMINISTRATION

o

. . e ) o ‘
A. Organizgtion Chart (See! insert.) - ‘ )
Bs Kdministratiue Officers and.Personnel oo _ : ‘
1. The President S L . . . I o
1:: | The Pre81de2; of Tekak Lutheran College shall: ‘: .- e R ]

7
.Be the ChLBf executi&e office; of th College. " He shall super- -
vise the work of the, faculty and the dministrative staff in
th'e conduct of college affairg; ' He is. chairman of the faculty
and shall receive from each administrative officer periodic _
reports. o - ‘ . . S

-~

- ;o .
Be the spiritual leader of “the institution through his own work
. ahd that of the members of the faculty and ‘staff. He shall
L foster the growth of the College as an institution of The.‘
p ‘Americah Lutheran Church, N ‘ . -

Be the chief representative of the College in itsJeducational
business, and general relationships,

A Belcgncerned in the securing of funds, grants, .and gifts from
B dations and other sources in order to maintain ‘and strength-

en the educational program, : - .

p S w, ‘ . : - 4 f‘ {\
M Be responé&ble to the Board of Regents for the propejy .conduct of’
his office, report regularly to the Bgard of Regents and to the

Church conéerning college affairs,-a u% recommend to the Board
plans and.programs for the welfare of the College in its service
to the Church and society. .

~

The President's Council

“The President 8 Council shall be an advisory board to. the Presi-
dent and, in turn, to the Board, of Regents, Members of the

" Council are ex officio,. representing the principal administras~
tive areas of responsibility, The Council is to meet at the
discretion of the President and shall pave. the responsibility

. of advising him in coordinating the activities of the College.

- Its membership ds normally the Vice-President for Academic
Affairs, Vice~President for Fiscal Affairs, Vice-President for
Student Affairs, Dean of Admissions, Vice-President for Develop-'
ment and Public Relations, Assistant to the President for Church
Relations, and the Campus Pastor, -

-

2, Assistant to thekPresident_ﬁor Churcthelations:

.

" A . .
This office serves as a link between the President of the College
and a principal constituency of the College‘- the Church., - Its ‘con-
terns include communication from the College to the Church, and R
from the CHurch*to the' President's office; the .College's admissions
work as it relates to pastors and churches; continuing education -
LIFRS; and administrative work bn the institutlonal level as

2.3
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A ; AN . -
he President. . -y !

‘Lutheran InstLtute for ReL&glous Studles

a0

1:

- The Director .of .the Lutheran Instltute for Rellglous Stpdles serves

b,

as coordinator for non-credit continuing adult education on and off
campus. - Prim 'y foeus is on the training of clergy and lajty, in-
.cXuding TLC 'a mnl and faculty, in meeting their continuing educa-
tion needs. 'Skéondary focus is-on helping. congregatlons w1th thei? .
goal setting a d planning resources. In pursuit of these functiqns
the director & so serves as a broker for visiting: and’ guest faculty
from othen cok eges, universities and seminaries as well ds talented:
individuals in usiness dnd church. The director :also serves. as
liaison. for TQC with the other adult centgrs in, TALC and LCA
colleges and with seminar leaders in all three Lutheran -bodies and
area Conferené%a of Churches., :(This’ person aLso serves as Campus p
Pastor.’) o :

Vice- Pree:}g

The Vice-Preeident for Achdemic Affairs and Academic Dean'reports“
to the Preé@dent The Dean is responsible for general acaSemic

,‘:-..w
s

éfer Academic-Affairs edd Acédemie Dqgn . R

affairs including curriculum and the academic support services,
such as the Registrar's office, the lerary, the ‘Mexican-Anerican

1

StudiesCenter, and curriculum related computer act1v1t1es.ﬁ(

1 : < &

v

- The ¢hief academic officer affirms the faculty in thdir work and

-calls them to.fulfill their potential as teachers and professional
educators. The Academic Dean is also an agent in facilitating and
fulfilling all dimensions of. the academic program to which the.
ollege is committed. The Dean.is to- give leadership. in the tradi-
tions of Texas Lutheran as a liberal arts college of the Lutheran
Church, and to shape the future in "academic programs. s
B . ! ) r
The Academic Dean is responsible for the ahmiﬂietrat}on of faculty
personnel policies, This entails both the supervision of, and the
participation in, faculty Selection, retention, evaluation,.pro- .
motion,, and: compensation activities, Recommendations regarding
these dratters are to be .made to the President b;>the Acaddmic Dean
on a regular and continuing basis. The Dedn is also responsible N
for the coordination of faculty load assignments° The Dean is ex- °
ected to provide leadership in developing support systems for ’
faculty growth-and development, including summer grants, academic'
leaves, and faculty fopgums. In connection with all of these re-
spon51b111ties. the Dean serves as a member of all committées and
is chairman of the Educatlonal olicies Committee and the Teacher
Educa on Committee. : .

1

™

The VPAA is to work as a part of an adminietratiQe team; he is to

~effectively organize a complex work load and establish priorities:

to plan and manage elements of an instructional-and personnel

~budget. He is also expected to articulate and develop a harmonious

relationshlp between the components of the College.

It is also expected that the Dean will eombiﬁe an ability to lead
with a disposition to listen. The Dean should envision, establish,
and artiéulate program goals. He is expected to have knowledge of

Y24 . .
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: major trends in higher educatﬁ%n and shaM thlsgmnformatlon w1xh
faculty and admlnlstrators qe is expected to assess, and. evaluate {
the various instruct T 8 and to be an acti#e partlcipant'
within ,the structyr

" i D SR

5.'Assistant to the Vic i for Aca emLp Affalrs
qé%

-

- . L™

. This posatlon is an exten81%n of the Vlce~Pre31§§nt\for Academie

. Affairs for, thé purpese of assttlng wf%hithe admrnlstrétlon .of
academic affairs. More specificallyy its .doncerns rnclﬁde academic
.adv181ng of 1nd1vidual students, han ilng academld aGV1sor assign-
ments and orjentation, taking measuzgs to-heflp in retention of
students, ,and malntaﬁning public re at;ons through parental €on-
tacts. Major assignments include, dlrectlbn of the Ventyra I termou

' LN . e
6. Registrar o o .A{/ LT o
- ) - &
The Reglstrar superv1ses polic1es and procedures common to the
various depart nts of the’ ColXege, partlcularly those that per-
tain to ‘the enrollment pnpcedure, racademic recordlng and certifi-
cation, and the 1nterpretatlon of. statlstlcal data. This ,office
functions in an academic realm, with spec1fic concern for up-

- holding the academic standards of.the 1nst1tutlon. ‘The Randolph.
Air Force -Bage, Center is dlrecteduand adm1nlstrat1vely served by
this office. - , l '

Director of Governmental Rellations PR ’
; L
The Director of Governmental.Relatlons coordinate’‘and supervxses
all of the College's relatlonﬁhips with the state 4nd :federal .
governments, in&luding the.applicgtion for government grants. The
Digrector supervises administratid and® certification procedures~
for all vateran/milita@& student \and supports the Registrar in
the counseling and EValuation of| prospective veteran/military
students. This office provide&’%ﬁalson between the Reglstrar, -
Veterans\Admln;stratlon, and areaymilitary bases. P

’

Y

i

v .
r

o‘, al -
v

SN
Director of .the Library and-Librarian- : e .j}., ’ f

y .
The Director of the Library and Librarian haé the respomsdbility
for administering and developlng the llbrary program ém such. a way
as to bring about: (1) a well-balanced collectior ‘of ,books, '
periodicals:, -and other library materials which supporé the curric-
ulum and the general educational pbjectives of the College} (2) .
the maintenance ,of essential library services relatlng)to the '
collection, the|[facilities, and the people who use them (3) «
the integration “of the library program with the.%eachinggi dg _
_learnlng programs\, of the College, ° ’

"

~

Readers' Services lerarlan‘ o ' .. o
‘d v . . A ~ . - . .

The Readers' .Services Libraria'

for providing effective ger , : ‘
reference, ,and perlodlcals.. 'jlf'hcludes schedullng and super-
vising student clerical, and Junteer asgistants.

| 26
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IO}\TechniEal-Processee Librarian

w?

[y

A

PO )

Al

- The Technlcal Processes lerarlan has the spec1f1c respon51b111ty

12,

.

13,

LAY

&
lu,

Ld

c

Director of Mexican-American Studies Center

for prov1d1ng effective services in the areas of classifying,
cataloglng, and proce881ng of library materials. Th}s includes - e

~

supervising clﬁrlcal“an& volunteer assistants.

|
1

|

|

, |
|

|

|

|

|

|

|

. o Y ’ 9 ; ¥
The Mexican-American Sméi‘es Center Coordinator has the responsibili- "~
ty for the stimulation of a biculturak environment on the College
campus and for the encouragement of educational opportunities -
serving to acquaint and involve the ,college community with ‘the
Mexican-American community, Its actrv1t1es include: (1) counsel-
ing of enrolled .-and prospective TLC students, and advertisement apnd
promotion ‘of opportun1t1es fqp job placement, tutoring,: f1nanc1ai£lb

‘assistance, and’ graduate workd (2) .the sponsoring ¢ Méx1can-‘

Amerlcan.@lays, poetry readings, art shows, guest speakers, films,
and rap sessions; (3). the promotion of. involvement opportunities
in the Mexican-American community: tutoring programs, voter regis-
tration, social work programs, field trips, dances, and bi‘cultural
research; (4) the maintenance of a balanced collection of litera- 3
tpre and materials relating tp the Mexican-American cultural and*’ R
soc1aL experience; (5) the integration of traditional course work .
‘with' the special educational experlences recogrizing the many
facete of the Mexican- Amerlcan culture.“

¥ e . . <
Directon. of Computer Activities - ' .

.. ‘

This office is _responsible for the efficient operation of a com-
puter center, the security. of the data, and assistance in the dQ;
velopment of . information systems, °Th%ld1rector should-give advice .,
‘and assistance to the faculty- for the Yacademic’ use of the computer.

" He should work with the admlnlstratlon to develop systems that will
prov1de data for current operations as‘y€1§%as data for analysis '
and planning. (Thls person also serves as ‘Associate Business . ~y
Manager ) : L -

i » Vv

1

Vice-President for Devekopment and Pubiic,Relatione

. . » o
The Vice-President for Development and Public Relatidbns has the . |
respon51b111ty for the supervision' and coordination of the Alumni, \

Development, and Public Relatyéns offiges of the College. A Di-
rector of Alumni Relations and a Dlrgctor of Public Relatlons are
responsible to the Vice-President for Development and Public Rela-
‘tions for the functioning of those two offices, ‘The-Vice-President
for bevelopment and Public Relations 1is :also responsible for plan-
ning, implementing, and directing the fund ralslng ‘efforts of the
College. This includes the direct solicitation of fundS/from indi-
viduals, fagndatlons,'ohurches,and corpora&lons. ‘

Ll
Associate Directors of Development - - oo

b .

The Assoc1ate Directors. of Development. a381st the, Vice=- Pkgs{&hnu,‘
.for Development and Public Relations {n carrylng out the fund rais- -
idg efforts of the College. Certain responsibilities are de51§\
nated to each d1rector. One is responsible for foundations' an

i . ’ . - -
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15,

-

160

17,

‘

‘18,

o PO ’ 3

. E}mrcheso_AThe other is responsible for deferred giving and office

administration.- Both associate directors assist with general
golicitation of funds from indYviduals. ' . . ,
, - . | | : | 2

¥

, o s ’ )
Director of Alumni Relationa- oo g . .

" The Director of Alumni Relations is responsible for planning, im~
plgmenting, '‘and directing thé alumni program of the (ollege.. This
'inqgudes maintaining of records on all alumpi, doerdihating fund
raising efforts gamong alumni, and keeping all former stu{ents of
the College informed concerning the Gollege and its various pro-
rgrams, The Directer of Alumni Relations also serves. as Director
of the |Alumni Association, an organization composed of all indi-
viduals who. attended Texas Lutheran or ane of its predeceSSQi;
institutions: . ' :

q

5 . . o ‘
Director. of Pubiic Relations ' : .

The Director of Public Relations is responsible.for pPlanning, im-

plementing, and directing the public relations priogram of the
Collegio This includes the preparation and distribution of newsy

.

releases, the coordination of official college publications, and

‘general respongibility for the College's relationsHips with its

varioys public§, -~ = . ' ' BN ' B
- ' i :

t

~ N

Assistant in Public Relations -

« ~ ¢

_' The Assistan% in Public Relations assifts in the preparation and

distribqﬁion of all news releases to the general media, provides”
original dewign ideas and art work for printed materials, arranges

~ for photographs of campus events, and otherwise assists in the N
generd] operation of the Public Rglations office. :

Vice;President'fd} Student Affairs and Dean of Students

The Vice-President for Student Affairs and-Dean of Students is re- -
. spansible 'to the President of the. College for the administrati%n,
coordination, and development of -studgnt personnel services.

These include residence lifeg student activities, psychological
gervices, religious life, the health center, placément, -and
.8pecial services. g oo

- N A
The student personnel staff encourages the student, as . a uniNgue

. creature of God, to find self-fulfillment through. a wholesome inte-
'{ gration of academic, social, cultural, and religious experiipceaa AR

19,

The student personnel staff includes the Director of Reside ce
Programming, the Director of the Student Center, the Psychojogical
Bervices Director, the “Campus Paster,; the College Nurse, the Di-
rec:qrsqpf Residence Halls, and the Director of Placemenyb*

Director of Residence Programming . .

z?he Director of Residence Programming is responsible to the Dean

of Students for the administratiqp of the student residence sygtem,
and directs the residence halls and apartments with g philosaophy .
« that concegivies of hous}ng and rglated services -as educatiomal toeols’

- for learning and personal develnpment, The position is dlso ane
N . R S . _ ‘ N
28 S
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20,

21,

& !
Af counselor to students in areas of personal and social needs.’

The Director of Residence Programming performs additional duties
as ‘directed by the Dean of Students and/or the Pre81dent and acts

in other areas of student life in.the absence of the Dean of o
_Students. : - //7 I

- ¥

Lo N N .

Director of the Student Cehter

. ’ ¢ . N h
The Director of the.Student Center.is responsible: for the schedul-
ing and+use of the.student center excludlng the post office, |
switchboard, bookstore, and d1n1ng serv1ces, which are managed by
the Bus1ness Office. '

>
-

: A

He is responsible for, the ‘master calendar, coordinates the activi-
ties of the entire campus; and is the advisor: to the student pro-
ductlons council, which is directly involved with %ueh’of the
social and cultural enter%alnment ,at TLC.
A ]
Psychologicai Services Director ) ‘ .

* N ( ‘ ¢ }
The Office of Psychological,éServices is responsible for such coun-
seling and/ox psychologlcay/testlng as shall be appropriate to
assist students in ach;ev1ng maximum freedom and effectiveness for
the educatieonal process and’ for inter-personal. relationships. ThlS
shall include personal and vocational counseling=and testing in
such ‘areas as personality, vocational interest, I1.Q., aptitude,

«

"ability, and dysfunction with appropriate interpretation and, if

22.

necessary, consultation with other professionals,

: y .
Campus Pastor

.

*The Campus Pastor is primarily responsible for the mlnlstry of Word

23,

and Sacrament on the campus. The discharge of this respon81b111ty
involves hlm in the dual capacity of extending the mlnlstry of the

church' on the campus and assisting the students4 faculty, and ad- .

ministration in the advancement of Christian llfe and thought in
the academic enterprise. Administratively the Campus Pastor works

‘as part of the Student Personndl Staff under the Dean of Students,

Both his role as Campus Pastor and his function as part of ‘the
Student Personnel Staff make counseling an important aspect of this
ministry. ‘(This person also serves as the Director of the Lutheran
Institute for Religious Studies.)}

Associate Campus Pastor

A {

The Associate Campus Pastor ;is responsible to the Campus Pastor and
assists in..implementing the respons1b111t1es of the Campus Pastor
(see ab&ve).- , s C J

Collese Nurse s .

The College Nunse supervises the act1v1t1es ‘of the Health Center in
cooperatlon with the college physicians. She. maintains "office
hours and is on call after hkours and weekends. She administers
medicatibns ordered‘by colliege -and family phys1cians, treats minor
sprains and wounds, arranges for student appointments with college
phys1C1ans, dentists, optometrists, and other specialists on a

29

.
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referral basis.- She maintains a file of health and medical permis-
sion forms, assists with athletic physical examinations, and noti-

fies the faculty via the Dean of Students Office of stident absences -
due to illness,, o . -

25, Residence Hall Director — C . l
Al . * - . -
"The Director is responsible for the operation .of the hall. ‘This .
includes coordipating hall projects and supervising the self-deter-
mined hours and guest program. Each hall director is assisted by:..
wresident assistants (RA's), who are upperclass persons living in -
the halls, .- .- : e T :

26, Director of“Placement , . . _ ‘ : .

This office is responsible to the Dean of Students for the adminis-
b tration of the Placement Services program. It is. the objective of.
- the Placement Services to assist students and ex-students in .
achieving their career objectives by making known to them the full
range of employment opportunity and by assisting them to present-
themselves effectively as candidates for positions. The coordina-
tor of student employment attempts to provide financial assistance
for students through part-time, temporary, and vacation jobs, as
well as to provide work experience as part of their career deve lop-
ment program, v . - ’ , T '

y . \ N . v
.

27, Dean of Admissions and Difectéf of Financial Aid

r -~

. The Dean of Admissions is dire&tly responsible to the President.
In this ‘position he supervises and coordinates the admissions and
financial aid functions of the College. He is.responsible for all <

y recruitment efforts to obtain new students. He also makes de- _ .
cisions on jindividual admissions cases based on clearly ‘established
policies and practices. As Director of Financial Aid he oversees
the mainterance and awarding of financial aid to new and present

' students. In both these functions the office cooperates with the
College's faculty .committees on admissions and financial aid and
acts as a liaison for new students between the Academic Dean, Dean
of Students, Registrar, and Controller.

>

28, Assistant Director of Admissions~Financial Aid

The Assistant Direétor,of Admissions~Financial Aid assists- the Bean
of. Admissions and Director-of Financial Aid in his responsibilities,
with particular attention to the ‘developing of financial aid pack-
ages for studemts., Part of his time is -spent in the counséling and
recruitment of new students. (See the description pf Admissions

+ . Counselors below,.) - :

.

.-
&

29, Admissions Counselors

-

The Admissiong Counselors raport to the Dean of Admissions. In -
* this positiod, they are. respomsible for the counseling and recruit-
ment of new students to attend Texas Lutheran, Fulfillment of this
responsibility requires extensivé travel, personal contact with
various college constituency groups, high schools, and 4unior
colleges; and the planning and diréction of program activities

we L0 s |




30,

31, Associate. Business Manager

™

32,

.
. 39,

"1nclude the bookstore, purchasing, post office, telephone services,

- 34,

35.

-both on hnd'off}campus.

The Vice-President for Fiscal Affaire and Business Manager T

"The Vice-President for Fiscal Affairs and Business Maoager reports

to the President and is responsible for the fiscal affairs and “the
business management of the College. The duties of the positien in-
clude assisting in the formulation of broad, general policies of

“the institution and formulating business policies, developing =
operatlng procedirgs and coordinating business operation at the .
institutional level Other duties are assisting the President with
the preparatlon of the .budgét and defining the work of all the ) -
staff in the Bus1ness Offlce. ‘ .

o

The Associate Business Manager reports to the Vice-President for

. Fiscal Affairs and is responsible for operation of the Business

‘Activities.)

The dutles of the pogition. include the installation of a computer -
center on campus and management of the central service functions
on campus., (This person also serves as Director of Computer

Office in the absence of the Vice-President for Flsca%/Affalrs.

2
\J

Controller a * [

o

The Controller .reports to the Vice-President for Fiscal Affairs.,
The duties of the position include the receipt, disbursement, and
accounting of all funds, and responsibility for budget control and ©
for monthly and annual financial reports.

D1rector of Auxiliary Services

l
The D1rectbr of Auxiliary Serv1ces ‘and Bookstore Manager reports to
the Vige-President. for Flscal Affairs. The duties of the position

inventory, athletic ticRet sales, summer eamps and act1v1tles,
.parking and- securlty. - ' . ¢

"

. ) [ P L v
Superv1sor of Business Récords ﬁ

"The-Supervisor of Business Records'ﬁepqrts to the Controller and

assists him in  his various responsibilities. The dutieg of the

~position ‘include the disbursement and collection of al¥®loans,

student accounts receivable,*and for the ‘disbursement of all finan-
cial aid. Other duties are keeping the employment procedures and
records for all rnon-academic personnel current.

Director of Grounds ' . - - ?

3 ' P .
The Director of Grounds reports to the Vice-President for Fiscal
Affairs. .As a 'working foreman, the duties of the position’ include
the superv131on of groundsmen in the cutting and trlmmln; of grass,
planting and pruning of trees and .shrubs, and caring for a llmlted
‘number of flower beds on campus. The duties also include maintain-
ing a .small greenhouse -for plant propogatlon and prov1d1ng cut
flowers far special ‘occasions., .

B . L.
! £
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' | y . '
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36.

38.

39,

4o,

b1,

/ AT ) 3

‘Asslstant Director of.Buquiggg and Equipment

Dinector"of\Buildings»and/Equipment, L" : .
. . N I\lf‘ -

The .-Director of Buildings and Equipment reports to'the Vice-Presi-
dent for .Figca Affalts and is responsible for the direction of
maintenance a t1v1t1es, including custodial care of all bulldlngs.

; .

»

The hsslstant Director of Bulldlngs and Equipment reports to the
Director. of Buildings and Equipmént. The duties of the p051t10n .
include all maintenance act1v1tles. including heating and air- oy, ¥
conditioning of all buildings. ‘Other functions are asslgned by

the Director of Buildings and Equlpment.

SuQervisor“of Custodiansg v .
. —_ . - ’

_The Supervisor of Custodians ig responsible to the Director of

Buildings and Equipment. - He is responsible for the cleanliness \
dnd orderliness of all buildings on campus,

-

Assistant Bookstore Manager. ,

The Assistant Bookstore ﬁanager reports to the Director of
Auxiliary Services, and job respon51b111t1es include retail sales,

.ordering of textbooks ds recommended by academic department chair-

persons, ordering supplles, depositing daily cash sales with the
Business Office€, semi-annual inventory, and buying back of text-
books, , . ' )

Security Officer

The Securlty Officer reports to-the Director of Auxlllary Serv1ces
and is responsibl}e for campus-wide security.

v ) s

Director of Athletics

The -Director of Athletics 'is responsible for the implementation of
athletics policies and general supervision of the inter-collegiate
program. ° His responsibilities include the following: (1) prepar-
ing the budget for the sports prégram; (2) purchasing equipment and
supplies; (3) scheduling athletic contests; (4) arranging for
officials; (5) supervising ellgiblllty requirements, (6) arranging
for team transportation~ (7) seeing that medical examination of
athletes and proper insurance coverage are adequate; (8) prov1d1ng
police protection and crowd control .at home games; ¢9) supervising
the athletic grant program,

~
PR
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IV. FACULTY ORGANIZATION
é.

v

~ ' '

‘A. Faculty Meetings

Regulg% faculty meetings are scheduled at the discretion of the
faculty, usually decided upon at the fall pre-registration. faculty
meeting. The faculty members are to be ‘seriously concerned about
attending -all regular - faculty deetingsi‘the.secretary is to record
the absences. Requests for excus are to be made to the President
of the College. ' —

L

- -

B. Committees

Committee appointments, including the\chairperson designations, are

made by the President of t
‘states otherwise or unless

College,

nless the Faculty Handbook

tudents are\to be appointed by a special

procedure’ ® Unless otherwise specified \{n the Handbook, th
membership for all committees is one yea The “President a
Academit Dean are ex-officio members of all the committees.
are to be prepared and distributed whenbvehfposéible.

“

#(The speciad procedure calls for student members to be app
the spring of the year for the- following academic year,
be juniors or seniors whilg they serve on the committee a
be on scholastic probation. -~They w .be appointed,by a

e term of
nd thq
Minutes

ointed in
They must-
nd must not .
committee .

sidelit, the chairpersons of

il
" made up of the Student Associatibn'zzé ‘
the standing committees of the Studeht Senate, and the'College
President (aavigbnyki
ing- committees: Athletics’, Educational Policies, Financial. Aid,- -
and Library.) S ’
7
Academic Standards Committee

This special procédure applies to the follow~-.

fhe membership is to consist of one faculty member from each divi-

sion of the College, the Registrar, and the Dean of Students.

3 L.

The function of the committee is tqﬁconsider cases for réadmission

4

re

and suspension brought before it by the Registrar.

Wher excep~

tions to the normal policies are involved, the committee will sub-
mit its findings in the form of recommendations to the President,

Members of the committee are aiso to assist, directly -and indirect-
ly, in the student advising process.. v

Admissidns'Cohmittee

y ‘members, the Dean of

-

The membership is to“consist of two facult
-Admissions, and the Registrar. .
The function of the committee is to implement the admissions poli=-
, cies- of the College, review current policies, and make recommenda-
o tions ‘regarding changes in College admission policy. The committee
- may also consider such special cases as are brought before it by

. the Dean of Admissions or by the Registrar,

< | - | ‘ 3 3
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. . ' : o : ' : e
.Athletics Committee . ’ )

- . B . * - ‘

The membership is to conslst of three faculty members, one of whonm -

isto serve as chairperson’ of the committee and as the faculty

representative to the Big Stat Conference, the Director of

Athletics; the Business Manager; the' Chalrperson of the Department
of Health, Physical Education and Recreatlon' and two students,
Head coathes are adv1sory members.

The committee is to plan and recommend to the administration a
diversified and well-rounded 1ntercolleg1ate program, approv
schedules, set up pollcles governlng the grantiftg of athleti

- awards, and supervise grants- 1n aid. ) o

N
Builﬂing‘and Grounds Committee '

The membership is to consist of the Business Manager, the V1ce-
President for Development apd- Public Relatlons, and three faculty
members to h@ elected by the faculty. - : . , )

The function of the committee is to assist the Pre51dent and the
hoard of Regents in general planning for the physical 1mprovement

~of the Collegé. Also,,prlor to specific planning for an individual ,

projct, this ‘committee is to appoint an ad hog committee  to-assist

‘the President in plannihg for that project. The membership of the

ad hoc committee is to consist of at least one person from each

"academic depan&ment and administrative office directly affected

by the pro]ect. ' : “ . ~
Chrlstmas Vespers Committee : ' . o .
The membershlp shall consist of four to six faculty and administra-
tive staff members and *two .students chosen by the campus congrega-
tion. . ‘ - N 0. .
In planning the Christmas Vespers, thé committee is to coordinate
the work of" the‘hu81c department with that of other segments of
the - campus communlty, with the object1Ve of maklng the Vespers
serve as the College's Chrigtmas message to the campus community ’
and to the constituency. _ . ¢

X ) ' . , / .
College Priorities Committee-
(See” description under All-College Council.)
Colie&e Services Committee )

‘ A . y

(See description under All-College Council.’)
Cultural Activities Committee . K -

- The membersRip is to consist of four faculty members, one of whgm

is to serve as chairperson; four students selected by the Student
Productions Council; the Director of the Alummi Student Center;
and the Dean @f Studepts as an advisory member.

The functions of .the committee are to plan and present guest




9.

-~

10,

- ) ) L D-3
’j ~

artist performances, including lectures, concerts, drama, fi¥lms,
and other cultural events. The committee is to report to the
Student Productlons Couqcll and the faculty on projected activi-
ties, ‘ y
. « !

Educational Policies Committee

* The membership if to consist of the Academlc Dean” (Ghalrpersonié
the Registrar, e Librarlan, the departmentalJcha1rpersons, and’
two students. AN : ~ C ' ;

. ¢ ' y

The committee is to work with the adminisiraxive officers and the
departments so that the objectives %f the:Collegeé may be efifective-
ly carried out. To that end, it serves in an advisory capacity to
the Academic Dean +and"the Reglstrar in the adm1n1stratlon of. the,
academic program.

,
The major respon81b111ties and functlohs of this committee are
these: \ . %

a. To guide the faculty in the formulation’ of general educational
policies of the College, and regularly to make reports of the
committee meetings to the faqylty.

b.. To’ evaluate the adequacy of the academic program “and. call for
confirmation by the faculty of all major changes in acadefnic
requirements in the curriculum, v ‘

C. To give consideration to special requests of students, particu-
larly regarding exceptions to certain standards which, because .
of peculiar circumstances, would hinder their most effectiVe
academic development L

d. To review the administrative practices and the fiork of other - t
committees as they relate to the effectlveﬂess of the academic-
program, and to make hectessary recommendatdons to the respective
officers and committees. / .

e. To‘keep itself welI-informed concernlng probrems, trends, and
developments in higher educatjion and, through educational meet-
ings of the faculty and otherwise, to indtiate specific studies
of problems which are of " particular concern to Texas Lutheran -
College ,and The Amarican Lutheran Church. ’

P -

Faculty Compensation Committee

The membershlp is to consist of the elected ,representatives of -the
five divisions of the College. Normally, each member will be .
“‘elected . for a three-year term, with not more than two members

o

elected in a given year. ’ &

The regponsibilities of the committee are these:

a. To bé concerned with compensation policies and guidelines,

b. To work with the administrative officers and the.faculty in
.. evaluating the salary schedule by rank and the fringe benefit ¢

39 | ‘
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. P
pragram provided hy the College for faculty members, and to
propose guidelines fo» adjustmemts in salaries that are con-

© "sgidered necﬁssary. : '

\ o o .
c. To assist in providing accurate information to the faculty about
. the salary structure of the ColleTge. (Spec1f1c salary details
for’individual faculty memberf] are to be handled by the adminis~ -
tration in accordance with the' procedures described in the ’
Faculty Handbook,) : . . ~ ) Y S e
11, Faculdlty Development Committee
' B . : \\ R

12.

13.

.

15.

The membership is to consist of fiwve iacﬁlt& members and two repre-
sentatives of the qwelopment Office. - ' :

The putposes of the committee are to advise the DeVelopment”Office
concemnlng ‘the development program of the Qollege; to, faeilita'te
/communication between the faculty and the Development Office; to
organize and conduct fund-raising .drives among the faculty, and to
help develop and strengthen proposals. to be submitted to founda-‘
+tions, corﬁhratlons, and individuals.

Faculty Handbook Comm1ttee ‘ s

The membership'is to consist of five elected members of the faculty.
’ 4

The functiom of the committee is perlodically to review. the Faculty
~Handboék for the purpose of bringing it up to date and suggesting
policy changes considered beneficial to 'the Colleges

-

‘Faculty Pérsonnel Committee o - )’,

Q

The membership of this committee is to~conslst ‘of three faculty
members elected by 'the faculty. .

‘
-

. N 1
The committee meets upon the ¢call’ of the President to consider
questions related to,professional ethics. The committee will also’ '
serve in an advisory capacity to the President prior to formal dis-
.missal proceedings for a faculty member ag outlined in .the. Faculty
Handbook.

Faculty.Research Committee

The membership is to consist of onejéaculty member from each‘é@bi-

~sion of the College. ’

’ » '
The committee is to evaluate requests from the faculty for research
grants and to award grants from the research allocation. Through
these grants, and in other ways, the committee is to encourage pro-

' fessional development and growth of the faculty. .

Financial Aid Committee

- K ' N f

“

‘The membership is to consist of three faculty members, the Director
of Financial Aid, the Director of Residence Programming, a repre-

sentative from the Business Office, and two students. S
7/ . P
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16.

17,

18,

19,

20,

21,

-
° r . -
1)

‘The responsibillty of the committee is to review the College s

financigl aid program-ang?to recommend policies to the’ Pre81dent°
Except in the selection of the recipients of certain- scholarships
based on merit, the committee will generally not be involved in
deterﬁéning the financial aid programs for individual students.

- LY

*

HonoraryﬁDegrees Committee

The membershlp is to consist of'the President (chairperson), three
elected members-of the faculty, and three members of the Board of
Regents or of its Exedutive’ Committee° . ! :
The comm1ttee is té\}ev1ew nominations received foy honorary de-
grees and to make appropriate recommendations to the faculty.  The
faculty is to make* the recommendations to the Board of Regents,

]

Interim Committee . » 0

The membershlp is to consist of seven faculty members and two -
students,
\

The comm1ttee is to have a general concern for the. January Ventura,

) Program0 At is to eview courses as well as other program aspects,

including orlglnality, student planning 1nvolvement and ney .
aspects for each year's program, ; ’

Library Committee

“ [

The membership is to consist of one faculty member from-each divi-
sion df the College ‘the Librarian, and two studentsu -
The committee is to work with.the Librarian in an advisory capac1ty
on matters of general library policy,-the development of library
resources, facilities and services; and the apportionmefit of book

funds- which are allocated to the departments,

Mexican-American Studies Committee ! . - 5&

The membership is to consist "of three to five members of 4the facul-
ty, the Mexican-American Studies Center Coordinator, and three

-

'student9n : ' .

The committee is to assist the Academic Dean in making the Mexican-
American Study Center an effective inter- -departmental activity of
the College. . '

N

»
Publicatﬁbbs Council

To v . .

(See description.in current Student Handbook) .

Rank and Tenure Committee

The membership is to consist of the President, who shall act as -
chairperson; the Academic Dean; and three full- time faculty members
who have tenure and wyho are elected by the faculty for staggered
terms of three .years. No two members shall be from the same

divisio . p .
VA | o3 .,
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All recommenddtions to the- Board of Regents for raiges in rank
and/or thé granting of tenure shall be made by the Pre81dent upon

recommendation of the Rank and Tenure Committee.

-
L]

The’ ccmmlttee may also serve ‘the faculty as a nom1nat1ng compittee,

22,

23,

24y,

except in the case of membershlp on the Rank and Tenure Committee
itself. o ) ) : '

v

" students. The.student

Religious Activities Committee : K A; . L2 |
The membership is to <§n:ist of four’faculty-members and three.

e’ to be appointed by the Student Associa-
tion Pres1dent°' - . ‘ N

’
: ﬂ

The Rellglous Activitles Comﬁzttee is 'to assist the Campus Pastor
in the planning and execution of all relfgious projects and activi-
ties on themeampus and to assist. in other ways in strengthening

the religiouy life of the students’ '

Student Affairs Committee - g v
(See description under-All-College Council,) . .
. ) . N ! 3 .
Teacher Educatien.Committee o g L
—_

-3

The committee ‘is to cons e Academi Dean, who will serve, as
chairperson; the\hhalrpersons departments (or theln.representa-
tives) having a program leading to teacherigertification; the
chairperson of the Education Department and .the representatives of
the elemebtary and the secondary areas; a Ilbrarian, the "Registrar,
and the Dean of Students. - 7 : | ,
The comm‘ttee has the responsibility for giving general curr1cular
supervi@x t: for all programs leading to teacher certification,
including the study, revision, and approval or deletion of all
programs. The committee should assume the responslblllty of seeing
that curricular requirements’ of offucampus accred1t1ng agencies

are met.

. v .

[ )
The committee has the. responsibility of evaluating'criticali;\x d
objectively the credentials and ersonal qualifications of eac
student at each step of his prog esslon through thesProfesslonal
Education Program. : .

2,
Departmental Organization . < '_ .
l. Departmental Organization: The members .of a depaf&ment are those

persons who have been ‘assigned to a department and yho teach
courses offered by it. Those who teach fewer than ‘nine semester
hours in the department shaM be considered advisory,members with-
aut vote. .t i _ —

Responsibilitie ‘of Department Chairpersons

k . 4
The department hairperson is to perform the administrative duties
generally associlated  with the position of department chairperson.

"These would include, but not be restricted to, the following:

- . N
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a. To arrange for departmental meetings and preside at them; to
bring before the departmert any business presented for depart-
.mental consideration by tHe Academic '‘Dean, the Registrar, or
the Educational Policies” Committee. - ‘

. J

. _ . - .

b. To present an annual budget for supplies and .equipment to the
administration, after consulting the members. of the department;;
to approve all requisitions  for supplies ordered by the de-
partment, and to operate within the departmental budget as

approved by the administration.
W .
c. To encourage all mémbers of the department f&‘actiygly'par;ici-
paté in building up well-balanced collections ,of materials in
the library which are useful to both students xand faculty.
s » . . . .

5 . ;,??‘;:d- ¢

i i ;

- { B ’ .

d. In cooperation with the¢ wmembers of the department, to plan the
program of courses to be offeréd by the department, and to - -
determine which courses and sections each member of the depart-

",ment is to teach; to make arrangements‘for necessary clerical
\\\ and laboratory assistants as alloweq py the departmental budget. Af

-a, To assume'resbonsibiLity for the quality of instruction .in the
, department, ; - ) . :

v

f. To actl!as academic advisor for the students majoring in the
department, or, under his/her own supervision and responsi-
bility, to assign students to other members of the department
for academic advice, N ‘ : :

r-

g.'To act as ap advisor to the administration in the appointment ]
of members to the departmen’t and adyisqr to the Rank and Tenure
Committee, . _ T R - \
-’ ' - ‘ ’ “v' ’
h. To be responsible generally for the equipment and facilities . -
of the "department. T ' j

O

’

i* To play a leading role in encouraging high morale and a respect
for professional éthics among_membe?s of his-department.' o

\

L)
j*» To cooperate with the appropriate administfativg officers in
matters relating to student recruyitment and retenr;on,'deveiop-
ment, and .alumni, . o :

2

< . ) .
Appointment of Department Chairpersons

a. Depaftment chairpersons are gppoint@d by the Presidernt ..f the
College. 1In making appointments’ the President will consult
with the Academic Dean. v :

-

b. Appéintmebts are ‘made annuélly. Normally, a person will be
appointed annually for three congecutive years; however,-there
is no minimym or maximum set on the number of annual appoint-

mentg. | _ . -

.Compensatign of Departpent Chafrpersons L. -
' ) { > LI - 7 ' . ’ » 0
a. It is the iuntention eventually to compensate a departmept

' e T -39
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.chal persbdn "at the pate of 5% of/h:;/salary bage.” For 1975-76,
. *. compd¢nsation will be at the rate of.3% of the salary base. As -
I soon}as possible the‘§% rate will be put into effect, o 3
. " .
N . . . ) S .

1 . * - - \,

D, The All-College Council’ | | . -

l, Purpose:. The,All-Collkge Council will have asTits o%{igtives im=-
proving communication and developing a senge of comm y among
Texas Lutheran College students, faculty, and administrmative staff,
eviluating and promotlng the goals, philosophy and objeectives of
the College,‘and enhancing the total learning experience of stu—

"~ dents and other members of the TLC community. _ _ ’

©
-

Kk
2, Reépongibillties: The three areas of -major responslbility for th
All-College Council will be: ™ a) "College Priprities," b) "College
Services," ‘and c) "Student Affairs. o -

.

o -

‘a. The Cougﬁil/is periodically to review the overall_college pur-fQ
'% poses  and priorities and make recommendations to the President.

-

- » .

b. lhe Coumcil is to be concerned about the effe;}ive operation"
- for the benefit of students, faculty, and administrative staff

. of such sgervices-ad the- college~bookstore, pgst office,'telea
phone system, and parking afd security. : -

.. Cc. The concern of the Council in the student affairs area will
- generally be the entire spectrum of student life (other than
‘ the académic). ~ N . R

1
3

The Council will periodically receive reports and recommendatdons
from 1ts three standing committees (see below). The Council, in
turn! ill make recommendations to the President.: 'The Council will °}
operaté within the guidelines of the Statement on All-College,. - -
Governance, (adopted by the Boand of Regents in 1972 and revised .
in 1975). 1In addition to its responslbilities in the areas of = . \

+."college priorities,”" "college services," and "student-affairs,"

" the Cougcil will, from time.to time, serve in an ‘advisory capacity

to the President as majop college decisions are made or policy ,

recommendations are presented. to the Board of Regentsr s

3

-
. .

3. Membership: There will be tWirty-six members of the Council, in- ,
" cluding the President, who will serve as chairperson. There .will . —
be eighteen student m ers, ted faculty members, and eight -ad-
ministrative members:QDEnless otherwise indicated, the selection "
of members should gené€rally take place in April of dach yeaJ’with
P ‘the -terms of office running concurrently with the ‘academic year.
. a. Student Membership . . * .
. - (
(l) One student elected from each of six units of 1 the C llege:
" -applied science (excluding elementary education), lhment-
: ary, education, fine arts, humanities, naturélw.
< . .

U
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o

social sciences, (
{2) The president and vice-president ofaghe‘iju%ent Association.

-

-

- (3F The chalrperson_jertus%FI Productions; .

-

. {4) The president of ‘the Campus Congregatlon. _

~

(5) A‘studeﬂm~1lv1ng on campus chosen by the resident advisors,

-
[}

(6) Two students elécted, as'a rule durlng the flrst week\}n
May by the)newly elected members of the Coumrcil. '

7 o
(?) Three’students4w11h at least one semestér of service on the -
Council,~elected by the Student members&of'the Coﬁncil
. .
(8) Two 1ncem1ng freshmak students, ‘eledted in May by other )
student members of the Council, from a slate of ten candi-
dates prepared by the Dean of Ndm1ss1ons, the Academic Dean,
and the President of the Student Association. '
[ . _ i
Q& Faculty Membershlp . VJ - B o
\ (1) One member of the faculty elected from each of six units of .
- the College: appried studies (excludlngreducatlon), educa-
- tlon, fine arts, human1t1es. natural sc1ences, social
° sclences. . .

t

q

{2) Two members}of thelfaculty elected. §;'the faculty.
(3) Two members of the faculty appointed by%the Pres1dent/
Admlnlstratéye Membershlp

_(l)-The Pres1d§%t of the College

(2) Seven Membe_
President. :
) ° roo. !
@hés practical, alternate members should be chosen, accordlng to
fapproprlate guidelines adopted by the Council, to serve in tbe
absence of regular members.

.
o

Meetings of the’ Council: There will be a m1§:mum of Ffour regular i
meetlngs each year, andvspeclal meetlngs.as approp%late'

ltretreat-type meeting in August N
meeting in. October or November
meeting in February

meeting _inaApr'li ) R . ’

There should be. an inférmal -organizational meeting of the new
Council. in May. . - .

- a
M »

- . ’ y
5. St%nding Committees: . The follow1ng are the -three stand1ng commit-
tees of the Council: . 41
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College,Prlorities f . : 3

(}) Membership: Five ‘'students, five faculty, and three members
_of the administrative staff4, with the chairperson appointed
by the4President - from among the faculty members.,

(2) Responsmbilities.; ‘At least once a year the committee will"

*  review: the overall college ‘priorities and make.recgmmenda-
“tions tq/the Council, primarily for the following year. The

: President is to furnish the committee with igformation re-
lating to the total college grogram(necessary for thegproper
reﬁlew of college prlorlties. L~
. . ¢ . )

College ‘Services . o

. ) : <t ' . ~ -

(1) Membership: Four students, two faculty, and ome member- 6f
- the administrative staff, with the chairperson béing se-
lected by the committee from among the student membership.
The siember(s) o% the .sdministrative staff responsible for
‘col ege sepvice is to be an advisory member of the.commiitee.

v )

(2) ResponS1bllit1es. The committee is to be concerned about
the effective operatlon for the. benefit of students,
 faculty, and adminlstratlﬁe staff of such services as the

;college bookstore, post office, telephone system, and park-~
ing and security. The committee is to recommend policies

. and procedures to the administrative staff member responsible

and will periodically furnish reports to the All~College

o

Councll. . .
. ¢ i

-

Student Affairs - ' I .Z‘

(1) Membership: Seven students, three faculgy:, and, three mem-
* bers of the administrative- staff, one of whom, the Dean. of
Students, is to serve as chalrper on. Members of the stu-
dent life staff will serve as adv1sory ﬁhmbers of the com-
- mittee as, nircumstances require. A . .
(2) Respons1b111t1es- The committee is to assist the Dean of
. Students and other mémbers of the student life staff in
« their efforts to 1mprove student life and activities on
“the campus, with its copcern generally being the entire
spectrum of student 1li Cother than academic). Major stu-
dent affairs matters are to be recommended to the Council.

’ b ~

Each membexr of the Councll will serve on one of three-commlttees,
with the President an ex-officio member, Student membershlp on
.tHe commlttees will be determined’ by the student. members of the
‘Council, " Faculty -and administrative members on the committees will
be appolnted by the Presiden (foIlow1ng consultation with~the
faculty and administrative members of the Council).

.

BSovernance . . a : '

<

(The Board of Regents of Te&as Lutheran College ‘adopted the follow1ng
statement on governance in -1972 with minor revisions being made in
1975 ) - 4 »

.
-~ B .
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.in all nmatters relating to the College.

- Its responsibility is to advise an

o - p-l11
- - r . 3 .
& .

;Texas Luthisan College is owned and operated by the Texas Lutheran

College Cor§oration, whose membership is identical to the delegates
to the biennial conventions of The American Luthgran Church.

. N L ) - . . 7. @
The'corporationlentrqsts the actual governing of the -College to the
Board of Regents, which is, in actual’practice, the final authority

L4
"

The President of the College represents the Board in the day-by-dayw,
opeération of the College., It is his responsibility to recommend '
policies to' the Board, to interpret policies on behalf of the Board,

and.to provide for the implementation of Board policies, In these

resppnsibilities, the President ig assisted by the various members
of the administrative staff, whom he appoints with the approval of
the Board.. .In addition, the faculty and students play an important
role in developing various‘policiep for* recommendation to the Board
and in implementing varieus policies. ‘

The féﬁul;y meets regularly to Transact businggs. The faculty has
delegated some of its responsibilitiés to committees or councils,

most of which have administrative staff and student membership.,

The students are organized into the Student Association, which has
the Student Senate as its primary agency of government. The Student

‘Senate has delegated some of its responsibilities to committees or

councils. Students participate in’the governance of the residence ,
halls through elected councils., 2
The All-Céllege Council brings faculty, students, and administrative
staff ‘representatives together for|discussion of all-college concerns.
make recommendations to the

President, -

*

‘Decisions of the faculty, the Student Sé¢nate, and college committégs,

couﬂcils or organizations are subject gé'review by. the Board of
Regents (or the President, as representing the Board) before becoming
effective, In unusual circumstances, the President, representing”

- the Board, may make exceptions-to established policies and procedures,

The statement above is intende&q%oAbe'iﬂterpretative of- the current
situation ,at TLC and is in harmony with the College's Avticles of
Corporation in' the relevant sections in the Faculty Handbook and the
Student Handbook. ' .

Administrative staff, fapglty, and students who choose to attend or '
to work at TLC indicate Eﬁ%reby that they accept and support the
pelicies of the College. They should be aware that policies may
change during their tenure at Texas Lutheran - 4indeed they, or their

" representatives, will normally'participa;eAin continual evaluation

LERN

of’policigs and in the .making of policy changes.
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'™V, FACULTY PERSONNEL POLICIES

-

Gen%Eal ngg;ations S/ : | , f J

; . . : : : . i
l, Official duties of faculty members of Texas Luthergh College in-.
clude.(1l) instruction under the curricular rules of the faculty in
such dfourses as shall from fime ‘to time-bBe agreed upon; (2) pars -,
ticipation in the academic d extra-curricular respomsibilities
of the faculty; (3) sympathetic support of the Christian ideals
and objectives of the institution. ' .

A4

.2, All courses .are tb'be offered'according/térthe'offiéial cataiogs;

any desired changes must be made thyough the chairperson of the

department and the  Educational Policies Committeeé., General regu-

lations for students or faculty should, as a rule, not be changed
- within the schola;f’?’c‘year° ' :

3. All members of the faculty 'should be on the campus by the pre-
‘registration faculty meeting; any exceptions are to be arranged
with the President. . ' )

4, All faculty membegS\ére expézted to be available for the registra-
‘tion periods at the opening of the semester; assignment of duties
will be made through the Department Chairpersong,

5. Reports or informatioh requested’ by- an administrative officer of
the institution should receive prompt consideration on the part
of the*instructor. , . . -

- . i . ) . p, R R (
6, All faculty members are expected to awttend convocation exercises
and various officia} school affairs regularly., Vv

7. Faculty members are responsible for the safe-keeping and proper '
use of departmental equipment and supplies, Appropriate security
measures should be established by departments and followed. N

8. Faculty members ‘are to serve as ‘academic advisors and they are
. responsible for helping plan the curricular programs of~their
students. At the mid-point of each term, advisors should obtain
and distribute midftérmfgragea and counsel with their freshmen
advisees, (Refer also to Part B, Section IX, "Academic Advising,)
9, Unless excused by the President, faculty members are to partici-
pate in the Baccalaureate and Commencement exercises and the open-
ing academic convocation. (Academic garb is to be worn by all
faculty members during thede exercises.) ‘

-

Appointment
In the case of a newly appointed faculty member, his/her appointment
(which shall be for one year) and the designation of his/her responsi-

"bilities, salary and rank shall be by action of the President subject

to apprdval by the Board of Regents. The action of the President
shall be upon the recommendation of the Academic Dean insgonsultation
with the department chairperson,

- e
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MF If the rank is to be that of either associate or full professor, t§e
+ committee on rank and tenure should also be consulted L
- . Le 7 -
/In the case of a non-tenured faculty member, his/her reappointment
and the deslgnatlon ef his/her responsibilities and salary shall be
by action of the .President subject to approval by the Board of . ™~
"~ - Regents. -~ The action of the President shall be upon the recommenda-
tion of the Academic Dean-in consultation with the department chair-
person, To be reappeointed, the faculty member should demonstrate
teaching excellence—-and scholarly achlevement, provide-conscientious
academic coungeling for his/her- students, and be making other valuable
contrlbutions to the  total program of the College,
C. Rank and Tenure f ! 1 :
n s . X . V3
In the matter of granting tenure and promotion in rank, the President
shall receive recommendations from the Rank and Tenyre Cgmm:.ttee° The
action of the President in granting tenure and promotlon in rank is .
-subject to approval by the Board 6f Regents. Normally, tenure becomes
- effective at the beginning of an academic year, and the same is true
of 'advancement in rank. :

’

l., Tenure: A faculty member shall be consideréd_for tenure by the
Rank- anhd Tenure Committee during his/her third year gf service at 4
- Texas Lutheran College. (The committee may consider an earlier
granting of tenure only upon recommendation of the President,)
Recommendatfons concerning tenure will be provided the committee
by the- respectlve department chairperson and the Academlc Dean.
If tenure is not' granted at the trge of the initial cons1derat10n,
- the faculty member shall be, reconsidéred for fenure at intervals
of twelve monthsg, If ‘the facu&ty member has not achieved tenure as
a result of a total of three considerations,.a terminal contract
will normally be offered. To be granted tenure the faculty member
should demonstrate teaching excellence and scholarly achievement,
‘provide conscientidus academic counseling for his/her students, and
be making other valuable contributions to the total program of the
.o College.” The College does not count experiencé at other colleges
as part of the probationary period prior to the awarding of tenure,
- Normally, not morXerthan two-thirds of the full-time instructional
{ faculty at Texas, Lutheran College shall be tenured faculty members. .

\

2. Rank: The following are the ranks of faculty members at Texas
Lutheran College: professor, associate professor, assigstant pro-
fessor, and instructor. There are also non-ranked faculty members
known as teaéhing assistants. Recommendations concerning rank will
‘be provided the committee by.the respectlve department chairperson
and the Academic Dean, .

To be promoted in rank, the faculty member should demonstrate
‘teacliing excellence gnd scholarly achievement, provide conscien-
tious academic counseling for-his/her students, and be making other
valuable contributions to the total program of the College. ﬂ:;;sl-

—~ ly he/she should have been in his/her present rank at Texas L ran
College for three to five years if he/she is advancing to the rank

“>of assistant professor, four to six years if he/she is advancing to
the rank of associate professor, and five to seven_years if he/she

) is advancing to the rank of professor. Teaching experiencedpt
EKC - |
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-D. Contracté

E-3

(SN o

institutions other than Texaé Lutheran College also'ﬂay be, con-
sidered, . o ]

B3

-~
1

. Thet master's degree 'is normakly required for the position of in-
structor, A year of study beyond’ the master's degree is normally
required for-the assistant professor status. (Thirty semester
hours wark 'is considéred to be equivalent to one year of study.
This work is to be' taken in the - applicant's major field or some’’
previously approved allied grea.) The earndd doctorate is normal-
ly required:for the pésition of associate professor and professor,
‘The full professor rank also requires distinguished teaching and

evidence of outstanding leadership in the faculty. '

~4
»

» Faculty gontbactg’shall be issued prior to March 1 and-will include
rank, salary, and special assignments or responsibilities. .Rotation
of the chdirperson assignments in the academic departments is to be ~
anticipatpq¢3eriodically. " (See also .Section III. C.'3, b.) L

* (3 . ~ - .

In case the appointee is an ordained blergyman, a "call" may be
issued in addition to the contract, thefcall enabling,the clergyman
to remaie on the clergy roster of his church. . :

“Appointment to the pbsition of department chairperson is made by the
» President, with the advice bf the Academic Dean. Only those stipula-

tions i written contracts will be bﬁgding. - ~
. . e ‘ - Y
E. Resignations - . -

1 . . N . . .
Faculty members and administrative officers desiring to submit a
resignation, to become effective at the end of an academic year,
shall submit such resignation in writing to the President prior to

March 15 of the current school year.

. PR

F. Retirement . -
‘ L . . -
Administrative officers and fdgulty members shall retire #t the end
of the academic year in which tHey attain the age of 65.7 )
A faculty member under tenure who for reasohs of ill hgalth or loss
of capacity to do his work is unable to 'continue in the active service
of tﬁe-College shall be retired. At least'threegmonths pay cal- (
culated from the last day of active service shall be given. _
. : : I . -
A o 1
G. Extension of Service

Extension of service beyond retirement age maybbe arranged on a year-
to-year basis by acfflon of the President, subject to approval of the
Board of Regents. Such action of the President shall bé upon the

recommendation of the Academic Dean in consultation with the deparg{
ment chairperson.

beyond the academic
of, 70,

Normally, extended service will not be permitte
year in which a faculty member attains the age

2ol

-
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Diemissal

In case it i% deemed necessary to dismiss a Ffaculty member on tenure,
a written dlsmlssal notice shall be-transmitted, by the President to-
the persorn concerned,-stating reasons for _ the dlsmlssal.

-

T A faculty member'on tenureywho has received sucﬂ'notice'shalf‘have

4

1.7

J.

the right to appear before the Rank and Tenure Committee, at which . .
time:the faculty member in question shall have the right to present
‘His/hér case. The 'department chairperson shall be invited to the
meeting at the request of either the committee or the faculty member
in questidn. The President of the College and other members of the
administration or faculty dlrectly concerned may be present. At any
or all such hearings the teacher in question shall have the right to
bring counsel with him. The Rank and Tenure Comm1ttee shall submit
its recommendatieh to the President of the College concerning the
case, final action remaining with the President.

. 1 : ) . I
After the above steps have been taken, the faculty member shall have
the right to appear before the Board of Regents or a committee of the
Board, at which time he may present his case. The President of the
Colf‘ge, department chairperson. concerned, and other members of the
:administration or faculty concerned may be present. At any or all
such hearings the faculty member shall have the right to bring counsel

‘with him. 'The Board of Regents or the committee of the Board which

conducted the hearings shall submit a recommendatiop to the President
of the College concerning the case, final action remaining with the
Pre51dentw V

Where moral delinquency or gross negligence has been proved and the
teacher, in question has been heard, he will be subject to immediate
discharge without, however, forfeiting any portion of his earned
salary. — 0 ’ ‘

.

Financial Exigency »

0 .

In theNevent of stringent emergency calling for drastic curtailment
‘of administrative and teaching staff, the rules governing tenure may
be 'suspended, but in retaining people om- the staff, persons holding
tenure shall be given preference. Termination of a continuous ap-
polntment because of financial exigency stgll be demon‘trably bona
*efide.

Leave of Absence- ’ ' . »~

Texas Lutheran College encourages each member-of the faculty to con-
tinue his/her graduate studies and/or research, to serve as visiting
professor at another institution, to write, or to engage in activi-
ties that will enrich his/her ¢lassroom teaching. Texas Lutheran
College, therefore recognizes two types of leave: Leave without com-
pensation and Leave with Compensation. .
l. Leave without Compensation: Faculty mem?ers may apply for Leave
“without Compensation for graduate study or research, The, College.
uses the following guidelines'

a., The interest of the College rather than that. of the applicant

! | 4% -
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must be the determining factor. Leave will be considered only
in cases of definite promise with, respect to scholarship, teach-

ing, or administrative abilit s OD in cases where the needs of
the College require training ‘alomng special lines. .

b. As a rule, Leave without Compensation shgll not be granted for
periods longer than oneyear. ' '
c. Leave without Compensation ordinarily will not involve'f%nancial
1 assistance, . . —
d. Acceptance of a Leave without Compensation shall involve an °
obligation to return to the College for at least one year.
2, Leave with Compensation: Teachers on tenure and with a minimum of
'8ix years of continuous service may apply for Leave with Compensa-
— tion for the purpose of professional improvement. Leave of this ..
kind is dependent upon funds .available and is normally granted for
oné semester at full salary or for one year at half salary. To be
eligible for leave with pay, a teacher must meet the following
conditions: ~ . - : '

»

"a. He shall have taught at Texas Lutheran College for six acagemic
years, exclusive of summer sessions, , '

b. He must submit, in writing, plans for graduate study, research
or other work of an dcademic nature that will meet.with the
approval of the College Administration, '

c. He must have the recommendation'fOr leave of the department-
chairpbkrson, the Academic Dean, and the President of the College,

d. He must submit a written agreement to return to Texas Lutheran
College for two years following the leave, or be obligated to
return the stipend. Fractional service followimg the leave
shall reduce the amount of stipend to be returned, in proportion
to the amount of service given. ‘ '

. .
e, Leave with Compensation time may not be &ccrued.

3. Procedure for obtaining Leave without Compensation or Leave with
Compensation: : ' o

a. Request for leave shall be made to the Academic Dean, who wi&l

«counsel with the President\ Specific written plans and agree-
ment for the leave shall Jgb submitted 'with the request. .Forms

[N

- are a lable in the Academic Dean's office.

b. Recbmmen@ptions for such leave shall be‘presented to the Board
of Regents by the President of the’ College. o - 3

¢. To avoid difficulty in adjustment of programs, faculty members .
are to file all requests for leave no later than December 20
of the preceding school year.

\ '48 “‘ ‘
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Faculty Travel and Professional Memberships * -

The'College'enCOurages its faculty to hold memberships in professional
oérganizations and to participate in.and attend meetlngs of profes-
sional and learned societies. oo

Eaph\dep ment should anticipate the travel expensés of its members -
and provid& for this expenditure in the submission of the amnual

"budget. .To the extent of the approved departmental budget, travel

nds will ' be administered by the chairperson of the departqént If

faculty member*is rcpresentlng the College because of institutional
membership or appears on the program by reading a formal paper or
serves as a major officer of a national society, the College will pay _

the full cost of transportation, lodging and meals within the limita-

tions of the budget when such expense is not funded by the sotiety.

"For other partlcipants, 60% of the mamber 8 expenses will be paid by

the College.

Travel notification forms should be completed in duplicate and re-
turned to the .office of the Academic Dean.

Basic membership dues in professional organizationé, not to exceed
$40.00, for.each full-time facuilty member will be paid by the College
and should be included in the departmental budget,

\ A t . CAn 2

./

Absence ffom Class

»

When it is necessary for an instructor to be absent from class because
of attendance at important educational or professional méetings, ill~
ness, or jury duty, it is requested that he/she do the following:

l. Make some arrangement‘for class work,

: ~

-

2, Notify the chairperson of the department and the Academic Dean. -

Faculty 0ffice Hours
. 4

Each faculty member should maintain,regular -office hours when students
or staff may contact him/her. The schedule of these hours should be
posted on his/her office door. The number of hours should in no case
be less than five per week. Faé%lty schedule cards are filled out by
the faculty member each semester and returned to the Registrar's
office. These cards should show the instrluctor's teaching schedule
and office hours. . -

Teaching 'Load

-

N :
The classroom teaching load shall normally be twelve credlt hours or
its equivalent per semester ,and teaching responsibilities during the
interim.. It shall be understood however, that under unusual circum-
stances a heavier load may be required without additional compensa-
tion. Under no tircumstances should the equlvalent teaching load be
allowed to exceed sixteen hours per week. Faculty with a normal
teaching load (12 hours) shall not teach more than one additional
course at another college or college center, such as Randolph Air
Force Base, during a given semester. .. .

. : ~ r
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B, College Vehicles S -1

. C,

4

VI, FACULTY SERVICES = g

.

Assignment of Parking A;\as B . ‘. (

Parking permits for faculty members will be assigned by the Business
Office, . ,

>
P

l.vRegulations Governing Use and Maintenance - - . U)-
a. All vehicles dre to be used for official college business ohly.
b.<;ehicles will be assigned to specific administrative offices.

c. Maintenance of the vehicles will be the responsibility of the
r respective administrative offices.
. . ¢
d. Departments or individuals wishing to borrow vehicles ‘will re-
' quest permission from the director of,the office to which the
vehicle is assigned. :
e. Departments or 1nd1v1duals who borrow vehicles will be assessed,
" ten cents (10¢) per mile, but w1ll not pay for gas,. Oll etc.

£ Students may use college. vehicles only on official college
_ business when authori&ed by the director of the. office to which
- the vehicle 4is assigned

¢
Y

g Occaslonally it is necessary for college personnel to use their
personal cars on official college -business. "In such cases, for
|l trips in excess of fifty (50) miles one way, prior written ap~-
proval for the use of a personal car must be obtained from the
controller. . ) - -

3
[y

N .
2, College Rental of Cars from Faculty and Students .

Occasions may arise when the College will request . faculty or stu-
dents to drive their personal cars for official college business,
In such instances, the College will reimburse the owners for the
transportation atTthe current mileage ratg/as established by the
Board of Regents (currently 10¢ per mile)?Y Although the College
carries llablllty insurance on cars on official colIege business,
the Colleége does not carry collision and accffdent insurance, and.
it is understood that the owner of a car assumes respoqﬁibility
.for any damages to his own car. ,

Faculty Fund

The Faculty Fund represents money accumulated through fees collected
from students when members of the faculty administer early or late
examinations., The fees are used for flowers, memorials, etc. for
faculty, staff, and theéir families. The Business Office,‘which ad-

minigters the fund, will place agpropriate orders for~flpwers and/or '

memorials upon appropriate nbtification by a faculty or staff member.

-~
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College MNews Letter .

’

: : . . ‘ . y 1.
The College News Letter is published each weék by- the” Academic Dean's

‘office; copies should reach the faculty mail boxes by Saturday morn-
ing. The News Letter-intends to give accurate information concerning

policies, procedures, and events affecting the faculty. The pages of

the College News Letter will be numbered consecutively thrgughout the

year for convenience in filing. Announcements for this faculty infor-
mation bulletin' are to be” submitted in writing to the Academic Dean's

office by Thursday noon of each week. ¥ '

¥

Secretarial Service and.Dqglicatihg Facilities

\

Student secretarial services are aV??lablg through the .academic de-
partments. Other limited secretarial sarvice is also available for
faculty in the Office of the Assistant to the President. '

The Central Services Office will provide duplicating seavices._ Xerpx
services are available in the Registrar's Office. Expenses for these.
services are charged to the departmental budgets’

Pensions . " L
1. Pension Plan of The American Lutheran €hurch

. ] g , '
Texas Lutheran College participates igp The American Luthera;‘thurch
Pension Plan, which inclu s‘retiremegﬁ, disability, death and,
widow benefits, and. a major medical pleh.. Members of the ALC
'Pension Plard 'may also, at additional cost, participate in .the
optional ALC Supplemental Insurance Program which reduces the
major medical deductible to $50.00, increases disability payments -

[

by $300.00 per month for sixty months and increases the death bene-

fit by an additional $6,000.00. Any current faculty or staff
member who plans to join the Pension Plan must indicate his inten-
tion in writing to the Business Manager by January 1 of’ the calgn-
dar year ih which he plans to begin participation.” A .newly
appointed member of_ the faculty or ﬁtaff who wishes to participate
in the Pensiopn Plan must indicate this to the -Business Manager in
writing ‘'within three months of the time he begins his employment.
Admission into fhe Pension Plan is allowed only during the period
from September -through Nov?mber. Additional information may be
obtained from the Business Manager. -

N

2. Teachers Insurance and Annuity Association
A faculty member who was a member of the TIAA immediately prior to
,hies joining the faculty of Texas Lutheran College may, continue his
membership in TIAA on the same contribution basis as paid by Texas
Lutheran College to The American Lutheran Church Pension Plan (see
above). If such a newly appointed faculty member wishes to con-
tinue his membership in TIAA, he must indicate this to the Business
Manager in writing within three months of the time he begins his
employment. Additional-4nformation may be obtained from the
Business Manager. . ‘ : '

\ ' - ESI. ' ’ B
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‘G. Social Security . : //;?

. - R ’&'\ .
Texas Lutharan College participates in the Federal Social Secpnity
progqgm. All lay faculty members and all other employees must par- )
ticipate in the program: (The only exemptions are employees who were
with the College prior to Janwary 1, 1951,) Ordained members of the

staff may also participate in the Social Secu¥ity program.

Further information regarding forms, Social Securi;y-numbe?s, bene-
fits, etc., may be obtained from the Business Manager.

H{;flue,Cross and Blue Shield Insdgance

; AN
Mémbership in the Blue Cross Hospifal Service and the Blue Shield .
Medical and Surgical Service is availables Phication must be- filed
within 15 days after employment.to assure coverake starting the" ’
following month. Interested faculty members sho make inquiries

at the Office of the Business Manager, ‘

Group Life Insurance

LY

Membership in a Group Life Insurance Pol ¢y is available. This is a
$1000 straight 1life insyrance policy-on ajparticipa ng basis. New
faculty members should consult the Business Manager regardﬁdg its
provisions, ‘ '

’
-

Tyition Exemption for Dependents ’
l. Spouses of .all full-time facdlty members and administrative
- officers of Texas Lutheran College will be granted tuitjon scholar-
ships to attend Texas Lutheran: College. immediately upon employment.
of the faculty or administrative member. '
. \ . )
Unmarried children of all full-time employees of Texas Lutheran
College will be granted tuition scholarships to attend Texas

Lutheran College immediately upon employment of the employee.

3. Dependents (séquses and unmarried children) who are registered as
- full-time students are required'to pay a $50 fee per semestex.

'Sponsored Tuition Exchange Plan of PALC for Children of Faculty

~ ¢
Texas Lutheran College pdrticipates with other colleged of The \
American Lutheran Church in the "Sponsored Tuition Exchange Plan of
TALC for Children of Faculty": ‘

. /\ -
l. The name of -the plan shall be The Sponsored Tuition Payment Plan
of The American Lutheran Church, .

2; The Plan shall include zhe\collbgesjand sécqndary schools of The
American Lutheran Church which elect to participate in it.
} v
3. Under the Plan the dependent son or daughter of a faculty member
‘tor administrative officer of a college or school of The American
. Lutheran Church shall be eligible for the payment of tuition at
anoteer participating colliege or school of the Church by the

institutionro¥ which his parent is a staff member on the basis -
, :

52' ‘\
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of the following bonditions: v - ‘ -

. a. The decision. as to which persons are eligible shall bes made by :
the sending 1nsf1tutlon, except that no dependent other than a
son or daughter shahl be eligible and that the host institution
shall retain the pr1v11ege of admitting the student on the basis
of its regular adm1881on procedure. L

b. The ﬂaximum time during which an 1ndiv1duql shall «be ellglble
sha;l\be eight semesters or four academic years or their equiva- ..
lent. . 1

; A Y

c. The maximum amount which shall be paid on the student's beh@lf /
shall be the tuition at the host institution or at the sending
institution, whichever is smaller. ¢This means.that secondary
‘schools need be obligated only up to the amount of their own
tuition even if the student attends a college.) Should the .\
student be the recipient of g scholarship, the amount of the
scholarshlp shall be deducted from the obllgationrof the send-
ing institution. '

OQutside Employment . . : | .

N : ﬁ

The olleggz%onfracts for the full time of its staff membeps. kwﬁen
it if in the jnterest of the College and the staff member, a limited
amount of outside ppofe831onal employment may be allowed. All sueh
employment.must have the 'approval of the President. Such approval
will'be granted provided there is no interference with the full preo-
gram of the College.,” All outside employment must be limited to pro- £
fessional activities or to such other employment as will not detract
from either the dlgdlty of the member or the College. (See also

Section V., N.) ' . Qﬂb : )

/ ) . .

v

Bookstore

The Texas Luiheran College Bookstore is located in the Student Cepter, (
The usual stock of textboeles, statlonery, angd other school or personal
supplies is carried. The Bookstore alsoc carries a stock of office
supplies for the convenience of: the various departments. These sup-
L}es may be purchased by any person authorized by the,depa?tment
chairperson and charged to the departmert. .

~.
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VIT. EDUCATIONAL POLICIES AND PROCBBJRES '
: oL . . © ) /S :

° . . ¢ N

(Por policies and procedures regarding the following subjects, pIease .
refer tb t@p current TEXAS. LUTHERAN. COLLEGE BULLETIN - Changing or drop-- - .
plng courses; clas81f1cat10n of students' enrollment_of lower division
students in upper division .coursesy grade poxnts- graduatlon require-
ments; scholastic load~ scholastlc iuspenslan and withdrawal from
college.) : . _ : ST

. i

5 Ao kuditing Courses . .

i

A course which is to be audlted w thoht credrt is to be 1ncluded in -
the regular reglst?ﬂtlon and requires*a 'special fee unless coveded
by general tuitiony it should be clear@y marked.with "auditop" in . p
parentheses. Approval of the Acddemid: Dean and the instructor must :
o be secured prior to registration. If approved the course audited
must be taken over and above the normal number of semester hours
permitted. -

3 -

' i: . - - - i
An auditor of a course will not turn in regular assignments, term .
papers, and the like, nor will he take part in tests and examina- .
tions. .The instructor, therefore, will not record any grades any-

' where for a course that has been audlted. It is Jlaft to the discre-
tion of the instructor as to whether an auditor 1qwxo take part in
recitations and class discussion. ‘J&" : ‘ .

1 . . o
B, Class Absences 'x ¢ A - : ) N
: ’ <,

Refer to the current catalog under "Academic Information" for general
‘statement. : 3

The instructor has the prerogative to drop a stlident from class ¥or
excessive absences regardless of whether or not they were consecu-
- tive. The term "excessive absences" is left to the 1nterpretation
of ingtructors in relation to their partlcular classes, It is recom-
mended that instructors make their pollcy in ‘regard to absences clear |,
to their students,. ') . ™~ : '
e . . ‘
Facnlty‘members sponsoring student tours or trips requiring students
to be absent from class must supply each facylty member with a list
of the students, also stating the cause of the absence, before the
class or classes are missed, » y
Y : .
Teachers are encouraged to record all absenceslexcused and unexcused,
'Rln their class record. (Administrative offices are frequently in
need of this information for various reasons.) s

’

C. Exdminations

2

l.‘Advgnced Placement: The current college catalog describes !
Advanced Placement policies of the institution., A brochure had
also been published which outlines special conditions governing
.the advanced awarding of college\credit

»




: . ' s TR
, R ] > . : ‘ G-2

2. General: Final exdminations are -given at,the close of each semes-
ter according to z;hendar dates.. A three-hour period is set *"aside
for each final ex&minafion.  The three class days before final

examinations of each semester are set as a-time for a-reading and
review period. Examinations, quizzés, social functions, trips and

~athletic contests should not be schedfled during -this 'period. - .

[ ~ R co

All students are to take the final examinpations according sto
schedule. When an exception® becomes necessary, an application for
an early or postponed examination must be presented to'the Academic
Dean and approved by the instructor and Dean. Application forms
are available in the Registrar's.0ffice. :

& . A fee will\be charged to the student for each- - final examination ' ~/
- other thafithat which is regu ly scheduled. The Academic Dean

is authorized to waive this ch e should the request résulﬁ_from
an unforeseen emergency. ‘ : .

D. Grades—and Reports

"An incomplete (I) grade igdicates there is still the possibility of ’—TX
credit, after further work. This grade symbol is used when the in- /
‘structor is not able to give a definite grade for the“terg_due to the
student's illness or other major<&difficulty. Incomplete grades should
be given only under unusual circumstances.: It is anticipated that
very few Incpmplete grades will be necessary.

v

a
-
a

’

‘An Incompleté grade must be removed within four weeks of the succeed-
ing‘term if the student /s registered., Please see the college catalog
for additignal explanation. ' ‘ ' '

S - -
.

E. Graduatioh Honors

Eraduation with honors is determined by the® Texas Lutheran College
cumulative grade point avérage of the student if at least 60 semester
hours have been earned in residence. If the s$tudent has earned fewer
than 60 semester hours in residence, the cumulative grade average
computation for honors shall be made on all college work({presented.,

A student attaining a grade average of 3.8 (4,0) is graduated summa
cum-laude; 3.6 magna cum laude; and 3.4 cum laude.

F. Academic Dean's List

At the.end“of each semester, a scholastic honor roll is published by
+ the Academic Dean. Students having a grade point average of 3.5 and
twelve or more semester hours are placed on the honor roll. * ‘

]

G Bolicy‘GoverniQ§;Summer School ™

) L
' _ , \ . :
,1ls General Information :
. AY . .
o’ Summer School at Texas Lutheran College is primarily designed for
students needﬁng courses to complete graduation requirements in (

four years and for those students desiring an accelerated under-
graduate program. It is the option of instructors to request

-
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_ Conference -Courses’
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department chéirpersons‘to submit courses to be taught in Summer
School. It is _not mandatory that any department offer courses from
its area, -and since in&tructors are on a nine~month contract it is-
voluntary as to whether. they wish to teach during the summer, De-
partment chairpersons should see that the opportunity for teaching
Summer School is rotated among its members. : :
2, Administration ’
- . , ) ,
* A Summer School Director is appointed by the President of’té@

College. The Summer Schdol Director is to plan the summer session

in conjunction with other members of the administration ‘and

0

academic chairpérsops of the College. ‘ s ’

”

3. Budéetary and Salary Arrangements

A schedule of salaries, commensurate with rank and experience,
approved by the P?# fdent and Academic Dean, will be made avai%-

}able to the faculty by the Summer Schoo} Director in advance o
~the summer §SSsion. )
. . , ! . y

' -
At times senior students may be in special need of certain courses to
complete a major or minor or' a residence requirement, and enrollment
do&g not warrant the College's scheduling such courses. Whenever an
emergency exists, an instructor may be requested to teach individual -

students by private arrangement (by conference).
I3 - s . . ’ N !

.1+ Basic Prindiples Governing Such Courses -

*

'.a. While this :k‘to be considered a most valuable service on the
part of instluctors to the student and to the institution, at
no time shall instructors with a full load be expected to carry

this additional load unless they sg desire. .
b. Conference éourses are offered only ii case of special need and
emergency. The academic advisor of the student, together with
- the chairperson of the department, will help determine whether
such an emergency exists; they must recommend that the student
"take the course and the student must have at least average
ability. ' \

LY

c. Courses are to be offered only with the approval of the Academic

' Dean and only as long as the highest academic standards of the .
College can be mainyained. The instructor will determine the
number of essential contact hours and assignments that must be
.completed. The period of instruction yill cover "the amount of*
time usually required for the completion of a semester co .

-

2, Registratigﬁ/and Remuneration

a. Using e forms provided from the Registrar's Office, the stu-

dent will first secure the signature of the department chair«s
person, the instructor, and the Academic Dean, and thereupon
follow the indicated procedure. The student should be clearly

5(3 ] | | .‘ ¢
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informed regaEdlng the cost of such a course and it must be

a1d in advancte. . °
P ; AN . 4 ¢ \’
b. Ord1nar11y, the student will pay the semester hour charges f
such a coursgeb with the instructor receiving the fyll tuition o

less fifteen percent.. If the course substitutes for a regular-
ly scheduled course that has been dropped because of insuffi-

ci enrollment, the student will not be asked to pay more’ :
than the.regular tuition and the College will absorb the addi-
tional expense. . - \ - (S

. i '
c. The 1nstructor will requisition payment on regular forms,

.securing the slgnature of the cZalrperson of the department,
after he has turned in the final grade to the' Registrar's
Offige. - '

. T ° 6 .
d. The number ‘of students permitted in a conference course will be
limited to three. -

-
P

e, An instructor who is not carrying'a full load may be requested
ﬂ\\by the administration to carry one or more conference ‘courses
without expecting a special fee.

{""4‘ , Y

Textbooks are' ordered by the Bookstore Managgr. Department chair-

not lat
November 15, in/ order to guarantee delivery by the beginning of the
semesters IY : - .

-

?

ons are. responsible for a reasonable estimate of the number of . v
g’be ordered.. Books: for the first semester should be ordered
r than May 15, 'and for{the second semester not- later than

.

Changesrin textbooks should be approved byﬂthe department chairperson.

Desk copies in textbooks should be requested from the publishers. v
\Theﬂbookstore furnishes forms for making this request. ° ' R
It is # quested that discretion be exercised by sthe teachers in keep-

ing expeénditures for textbooks within reasonable bounds. .

J. Special Academic Programs

o ' . ' ..

1.

TLC Scholars.frogram . ‘ ¥ ' .
. Y . . -

\ ' .
Special gurricular opportunities?h?%e been arranged for approxi-
mately 30 outstanding students of each entering class.- Candi'dates

-are identified before enrolling in the College, and the partici-

pants are selected upon appllcatxon to the College qr in the

" spring of their freshman year. The Scholar, his/her department
'chalrperson and the Academic Dean are given the freedom of plan

ning a unique ¢urricular pattern. The degree” plan whiéh is de-
vised may, or may not, 1nclude many ‘of the courses normally re-
quired for graduation. . ) <o

. Study Skills Program .‘ :

!




C oy - e
- . - . ' L4

The College has created this "Study Skikls Program” for students
with academic potential who have.failed to develop skills necessary .
v%o cope with .the accelerated college pace, Through this program
students will learn methods ,of improving study skills and ¢ommuni-
cation skills. They will also receive individual counseling and
special attention of teachers and tutors. In essence, they will\:

be better prepared to turn potential failure into success. '

3. Washington Semestgr

The College participates in the Washington Semester Program in
cooperation with American University in Washington, D.C. .Under
this program ay-limited number of our students may enroll in a’
l2-semester-hour curriculum involwing research, seminars, lectures,
-~ and courses dealing primarily with the national political scene. =~
+ - The program normally includes a congressional office ,internship.
It is open to’Junigis and Seniors who have taken a basic coWbse

'in American ‘Government, '
. : 1

4. Degree Completion Program for Military Personnel ' ~
The military student must present a minimum Bf(ghirty.@emester o~
hours, including at léast nine upper division in the major area, .

from Texas Lutheran., Generally: this would include one semester on,

the main campus although work made available by Texas Lutheran at’

military bases may be used to satisfy the .college residence re-
quirement. Once the residence requirement. has been met, the

™ student will continue to be recggnized as a rggular degree candi-
‘date student and will be provid@ with counse&gregarding\spgcific

courses appropriate to the degree irrespective of his/her location,

L3

5. Air Force Reserve Officer Training Coi§s

- Texas Lgtheran College has entered into an agreement With'Soutﬁwest
Texas State University in San Marcos under the Air,Force Reserve
Officers Training Program.  This permits students to enroll at
Texas Lutheran College 'and at Southwest Texas. State University,

Up to 12 houts of ROTC may be counted as elective credit teward i@
degree at Texas Lutheran, (Description of the courses and the °
program appear in the SWTSU Bulletin,) '

’

K. Statement on Academig Dishonesty - . ' ' ¥

1. Texas Lutheran College does not presently have an honor’syétem.
Instructors are urged to be on the alert to prevent all types of
dishonesty in connection with papers, thksts, and examinatiQns. \\

2, The following‘gre suggestions For testing:

2. In smaller classes where adequate space is available, .students
may well sit in alternate seats, - ’

! b, In many courses, students should be encouraged to leayve all.
notes and textbooks outside the classroom, especially for
final examinations., :

7

o -

Vv
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C. Studenx/?should be rem1nded .that when they receive the questipns
the;-test begins; there is t&-be no communication on their. part
with anyone, élse but the teacher until<the completed test has
been turned in.

d., If crowded conditions must exist for the test, the teacher
might well consider alternate tests, or re- arranglng the order
of the questlons for everny other TOW.’

e. Students are to be requested to remain in the room until they
have completed the test. In the cdsde of .a three-hour examina- .
tion,,the teacher mlght well divide the questlons so that the '
"examination is taken in equal halves with a ten-minute rest '
period in between, . ‘

° . ) : .

f. Teachers are encouraged ito rem@in in the classroom until all
students have completed the test. They should carefully and.
consistently observe what is going ‘on in the classroom. If the
instructor feels that additional proctors are essential for
proper superv151on, he should consult the cha1rperson of-his
department. . . v : _ .

All major cases of cheating should be reported to the Dean of

Students and the Academic Dean. Normally, penalties for. cheating

.w1ll be imposed by the 1nstructor with the consent of the chair-

pepson of the department The recommended penalty for cheat1ng

on an éxamination is an F for the exam in which the cheating is ‘

dlscoveréd , , P

~ The recommendew penalty for plagiarism is an F for the paper ‘in

which it/is 'discovered, and a required revision of the paper with-

out credit.., - ! -

{

The penalty for dishonesty, including copying other students'

work or having anyone else, even the typist, revise the work,

is the same as that for plagiarism, t

Flagrant and/or repeated transgressions jin tﬁ%? area w1ll lead to
the dismissal of the student from collegg
Research Manual: Texas Lutheran College has adopted on a coi&ege— -
wide.basis a manual of style for student papers. Instructors will
find in this. mahual the basic principles for note tak1ng and re-
search, with the prerogative of exercising freedom in modlfylng
such documentatlon forms where such modification is necessaryt
(Consult the English Department for additional information,)
/
For the guidance of its students, the faculty has approved the
following statement on plagiarism: . é

It is considered plagiarism when you borrow ideas and give no . <t
credit for them, whether you guote them or not. -
There are §§Peral ways ‘of borrow1ng and of acknowkedglng the -

source of yojur debt. " .

o - ! ' @
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a. ™ f the idea comes specifically from your roommate, a former
* "professor, or some other informal source, the most logical way
. : to give credit is by naming the person at the same time as you
. !;fer‘to his idea: "According to my roommate, all college men
dare here simply to avoid ‘the_ draft." : ' : .
. R : — .

b. If the idea has been’ printed, but you do not know the source
spgcifically and there is no particular.reason to find it out
(fgb example, no statistics or specific detailes are required),
you may give credit as above: "According to a recent survey by
reporters for Time magaziné;jmost people think the world's
weather is changing.“ B ) - .

o »C+o If you use specifi¢ idformation or ideas from a printed source,

: you must acknowledge your borrowing by the use of a proper
footnote, even though you.pnly paraphrase or summarize the

. ideas in your own paper. Refer to the research manual for the
proper forms, ' . ' “«

Note. If the material you use may be considereq general infor- {
( matiofi--that is, if {t may be found in any of ten or twenty . .
Tt sources, 3nd it is not properly the author's' own idea--there is
no need for a footnote: = "Sacramente is the capital of Cali- '

fornia, but it is not ‘the state's largest city."~ However, a
* list of sources consulted should be attached at the end of the
theme- ’ N ’

. ' . «
d. If as many as three or féur of the words you use in*boﬁ%owinke’/i
an idea are the .same as those found in the original printed
form, you should quote them or the whole statement by using
quotation marks. ‘In such-a case, the whole passage must be
copied exactly, including| the original punctuation. If for any
reason you wish to-change part of it, refer to the research
manual for inmstructions. :
- . . : y

o
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- VIII. THE LIBRARY
f ' : N

A. Library Collection
B . ’
the educational purposes of the College It supplies basic materials
for the cupriculum, classics of literat e, materials for reference’
and researtch, _and books for general development and recreational
reading. " The library functions not only in support of the instruc-
tional program_but also as a teaching and learning instrument in
itself. Each faculty 3id staff member is encouraged to become
familiar with and to use the many excellent resources provided by
the library for the\sollage community.

The library provides a reading and fefezfnce-colkection to support
r

Al%location of Funds for Library Materials

. , , \
The“~members of each. department have the ‘primary responsibility of
recommending bogks. and other instructional materials for 'the library
in all subject areas taught by the department. For this purpose,-
every fall, after budgets are made final, the Library Committee
approves allocation of portions of the library beok budget to each
department, Materials to be purchased ang primarily thice for- use .
of the student body and faculty in connection with courses offered
by the. College. Adequate .amounts are reserved for periodicals, bind-
ing, and the general fund, which is at the disposal of the Librarian.
Funds not spent or encdmbpred by February 15 of each yedr revert to
the library general fund. (For'special funds, the deadline mnay be
set at a different date.) ‘Orders for the next fiscal year may be
turned in any time after the deadline but will not be sent out before
June 1l. Until allocations are dhnounced for the new year, departments
may spend an amount equal torthe previous year's regular allocation.

Every effort is made to allocate in a fair and equitable manner., 1If ]
departmeg%s introduce new courses ‘or make other changes which require

undisually heavy book purchases, they should consult with the Librarian
at the time the annual budget is under consideration.

Selection of Library Materials : - , -

"The 1ibréry has many aids to help faculty members in the selection of
books amd other materials. These aids are listed in the card catalog,
and can be located on the library shelves by call number.

Requisitioning of Materials for the Library
y .

l., Books

a. Check the card catalog to make sure that.Bhe library does not

already have.the book.
b?* ¥

b. Make sure the book is recommended by a good authority and is
appropriate for our library collection. '

Check Bodks IN PRINT,vor publisher's catalog, to see if the
book is currently available.: .

61
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n.
d. Inexpensive paperbacks generally are.not satisfactory for
R library ‘use, and should be avoide henever possible. Any
paperbacks, ordered will be pre-bofind, resulting in an addi-
- tional rge to the department' allocation and a considerable
delay in obtaining them, - - ' h

; v
[}
——

e. Fill out order cards which are available in the llbrary, §§pply-
ing all 1nformat10n requested, including signature of the de- ‘
partment chalrperson. Turn in order cards to the Librarian.
Allow a.minimum of two months to siecure and process m‘terials.

f. Books or other library materials shquld not be purchased or
ordered -directly by faculty members without the approval of the
Librarian... P

2, Periodicals /
Requests for new periodical titles should be on library order cards
and are subject to annual review by the L%brary Committee. New
subscriptions are placed only ogce a yedr, in the fall, at the time >~
of the renewal ®rder. . i;%
‘\f{ . /' g, -
a. Titles already being received, and the extent of the back hold-. -,
ings, should be carefulIy eviewed by the" department before
suggestlons are made fgr new tltles. —
b. Whenever possible, tltles selected should be ones which will be
used” by both faculty and students and which are included in the
periodical indexes to which the library subscribes,

c. Suggestions for chénglng titles should be kept to a minimum,
since contlnulty in holdings is important in periodical collec-
- .o

tions.
d. Binding chariﬁg'ﬁill have to be included when estipatimg the i
cost of new periodicalsg. {
3. Non-book Materials é 4

vy ‘ ’ ! ~
Audio-visual and other non-book materlalsbare requisitioned for
library purchase in the same manner as' books.

E. Using Library Materidls - ‘gy
l. Faculty Loan Policies )
S ' - .
- a. Library materials are loaned to faculty members for two weeks

unless a request is made for a longer period for materials
needed for course work or research.

b. At the end of each semester faculty members will be notified
: of the materials, still checked out in their names, and will be . o
asked either to return them or bring them in for renewalo

c. Current. maga21nes and reference books do not circulate except
for very special needs. ‘

6% . | .




5

.

2. Reserve Reading Assignments
L v .
) .
v a. Reserve book requests should be submitted on special forms
available in the library. ' . -

b. Books which are not going to be used\frequently should not be
placed on reserve, <2

(;h_ + c. The number of copies‘available should be checked and due con-

o

-

1

- 'sideration made for the number of students expected to use the
’ regserves at a given time.

, -

d. One or two days' time must .be allowed for the library s#aff to
prepare reserves before student reading assignments are made,
A ' -

‘

F. Interlibrary Loans,

: o -
\%\\CORAL {Couhcil of Research and Academic Libraries): The'reseaéch
and academic libraries in the greater San Antonio area have an

interlibrary circulation policy. "By presenting his/her college ID
cdrd, a faculty member may check out a limited number &f books
from 4 cooperating library. '
. .
2. Other Libraries : »
’ - A%

’ -

a." Interlibrary loan requests via mail are limited fo material for
- use by faculty members. . ’ . :

= : oL S [ .
~ b, Current fiction, current periodicals, and books which Jogically
- - cap be purchased by our own library should not be requested,

c. All transportation, photocopy, or other costs are paid by the

borrowing individual. - . "
- . : . _ .
d. All loang are made subject to condit%gns set by the lending
" library. '~ . ' .
. T— N

-
-

+ Weeding thé_Cdllectibn N - T : X -

. . o

LS
e,

An order card marked "withdraw" should be filled out for each book or
other item suggested for withdrawal. Upon recommendation by a faculty
member and, approval by both department chairperson and'Libiarian, the
book will be withdrawn. "o : '

’ Kt

H. Gifts to the Libfary 3 1

-

Gifts of books and other instructichal materials will gladly be
accepted, with the understanding that the library will determine their
."usefulness to the College before adding them to the collection.

I. Library Handbook

<

Each faculty member receives a copy of the library handbook, In addi-
> tion to listing library hourB, and regulations for students, this
booklet gives the location of books and other materials’ and equipment
-in the library,.as well as brief instructions on how to use the
library effectively. '
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IX. ADVISING AND COUNSELING PROGRAM

General Information

-

An integrat;% counseling program for students has been formulated
" which emphasizes two distinct phases: acédemic advising, and personal
and psychological counseling. Some overlapping of the two areas is -

expected, 7 e .

Academic Advising o~ \

- *

The academic advising program is to be administered by the ademic
“Dean., Faculty advisdrs are to be selected by the Academic Dean with
the assistance of the department chairpersong, and they are| expected
to be familiar with the various regulations set forth in th catalog.
Incoming freshmen are assigned academic advisors under the direction
of the Academic Dean according to their chosen field of study., Upper-
classmen are also assigned advisors in their major.academic interest.
General academic advising requiring special advising sessions' rests
" with the Assistant to the Acagemic Dean.

. 1 .
Faculty members are to provide conscientious academic advising for
their students, As academic advisors they are to be concerned with
their advisees” courses of study. and degree plans, with unusual cur=-
ricular problems being referped to the Academic Dean, the Registrar,
and/or department chairpersons. Department chairpersgns must give-
. approval of the degree progréms for majors in their departhments. In
addition to consulting primary departmental academic advisors, stu-
dents in certain areas are asked to seek assistance from specialized’
advisors, such as the Director of the Study Skills Program, Director
of the Scholars Program, Director of the Mexican-American Stud%}s .
Program, and Director of Secondary School Teagher Education Program,
The Assistant to the Academic Dean assists in advising with students
on academic probation,

At mid-pgemester,‘tentative grades are issued to all freshman students
from the, Office of the Registrar. Normally, these grades are distri- .
buted by the faculty and reviewed with the student at the appaointed
counseling session. Students are encouraged to meet with their
advisops at other times on a regular basis.

A

The Academic Dean is té: .

\ ~ )
l. Apply-the academic advising program of the College te the fulldst
extent possible, including in it students who enroll -at the ,be-
ginning qf a spring term. . .
2, Plaﬁ, implement, and supervise an in-service t}aining prograb for
advisors, N

Personal and Psychological Counseling

The faculty is encouraged to use the services of the Student Affairs
staff for consultation and/or referral when a student evidences need
for personal or psychological counseling. Such ‘requests may be

. ! D)
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handled by the Dean of Students Office or peferred directly to the
Campus Pastor, Residence Programming staff, or the Offlce of Psycho-
logical Services. Services include counsellng and testlng in such
areas Ss personality, voca¢1ogal interest, I.Q., aptitude, ablllty,
"andagy function with approprl te 1pterpretatlon and follow-up.




- X. FISCAL PROCEDURES . : IR

L3

A. Planning and Developing the Annual Bﬁdget

1. Responsibility of the President

- . 4
Since the annual budget is. the expression-in monetary t&rms of the
educational program of Téxas Lutheran College, educational plan-
ning will precede the actual preparation of. the budget. Such
planning is one of the primary responsibilities of the President,
The goal of the budget is to provide a well-balanced distribution
of support for all areas of service and activities at TLC, The
President will confer with other administrative officers in the
development of plans for the future:

N e

2. Responsibility of the Board of Regents ; 4
- The Board of Regents assumes ulbimate responsibility for the
’ budget. The Boaré~can effectively discharge its budgetary oblji-
gations dnd responsibilities by approving genéral policies which
affect the educational and financial programs of the institution,
. . - ,

. .
B. Preparation and Adoption 6f the Annual Budget ¢

>

1, Estimating Income ‘ o o ' ‘ o

a. Estimates of income will be prepared in advance of those for
expenditures., Income estimated shall be as realistic as possi-
ble'. The income budget shall be the foundation of which all
financial policies are based. The Jimits bf the institutional
program must be determined by the total available resources,

b. The compilation J% estimates of income is the regsponsibility of
the Vice-President for Fiscal Affaibs, The estimates will be
based, in many cases, upon information supplied by other ad-
ministrative officials., Anticipated income from tuition and
student fees will be based on expected enrollment estimated by

the Dean of Admissions; anticipated income from gifts and grants, .
will be based on estimateg of the Vice-President for Development
and Public Relations. ° '

c. Estimétes~pf income from endowments are the respongibility of
the Vice-President for Fiscal Affairs. " ) .

d. Estimates of income from gifts_and grants must be conservative,
Among the factors to be considered are past experience, plans
» for §pe§gal appeals, activities of the alumni, and prospects
of rese fch grants and contracts, :
e. Estimates’ of income from auxiliary enterprises will be based on
enrollments and on the probable volume of business., The Direc-
tor of each auxiliary enterprise shall assist the Vice-President

for Fiscal Affairs in preparing these estimates,
[ ‘/'

f. Estimates of income from other sources shall be based on past
experience adjusted for probable fyture conditions, y )
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g. It shall. be the - responslblllty of the Vice-President for Flscal
, - Affairs to- inform the President of the, total estimated income

at least six months before the next college fiscal year.

Estimating Expenditures, . L ) .

a. As soon as administrative agreement has been reached on the
estimates on imcome, the President and *his budget committee will
determine the general policies that are to guide department
chdirpersons in the preparation of their budget requests. It

is imperative that the program of expenditures be kept w1th1n
the estimated income. R

b. The President's Budget Committee shall be composed of the
Preiident, as chaiipan, and members of the Presideant's Council.
c. When generéi budget policies have been approved by the adminis-
. tration and by the Board ,of Regents, letters of instruction
shall be sent by the Vice-President for Fiscal Affairs to each

g) administrative officer responsible for the preparation of °

budget requests. The instractions shall be explicit andshall
state clearly the policies to be followed in the préparation of
budget requests. The instructions shall be accompanied by ,
budget request forms to be used in submitting requests., Each
administrative wfficer shall distribute budget req@bst‘for 8
~and instructions to each person under him who is responsibl

for the preparation of - a budget request. These latter requests
shall then be returned to the respective administrative officer
for review, and +#hen forwarded to the Vice-President, for Fiscal
Affairs. : — = N -

d. The Business Offigce shall then tabulate the deparfmental re=-
quests on summary forms which' show the changes in the requests
from the budget of the current year. These summary budget re-
ports enable the President to review departmental requests
with a minimum of effort and time.

e. The President should discuss each request with the administra- .
tive officer concerned. Thus, while final authority on budget™~~_
recommendations to the Board of Regents is ves¥ed in the Presi-+
dent, ample;ﬂpportunlty has been given department chairpersons
to aefend thelr requests. 4

.
T.

Presentation and Adoption, o

a. When the President has decided on the detailed recommendations
to be Made to the Board of Regents, the Business Office should
compile the budget document and the analyses to be presqnted
to the Board by the Président.

!

b. When the budget has been appgoved by the Board of’Regents, the

chairperson of each department or other budgetary unit shall

be given a copy of his budget.

- ~, . ,




C. Budget Control

3

¢

- 1. The main purpose of budgetary control is to insure that total ex--

anditupes will not exceed total revenye. ' This is one of the

primary responsibilities of the Controller.

. . & * - ]
2. If it is apparent tHat the estimated income will not be reglized,
: the Controdller shall notify the Vice-President for Tiscal Affairs, "
who shall notify the President so’'steps may be taken to either '
provide the necessary revenue or¢to reduce .expenditures.

3. Each department chairperson has the primary responsibility of con-
trol of expenditures for a department., The chairperson must ‘re- .
strf&t expenditures to the amount approved ‘'in the departmental
budget for the fiscal year. The Controller maintains records and
reports periodically or as requested to department chairpersons
regarding their expenditures. When 90% of a budget is ‘expended,
requisitions may be subject to proval- of the President as well
as the Controller. No requigsitions will be approved when spending
has exceeded 100% without spécial approval of the President,

‘ . X

4., All requisitions for the‘puychese of equipmentlmgst be submitted
to the Business 0ffice prior to March 1.

Budget Accounting

Expenditures shall be charged to appropriations. "Subsidiary accounts
shall be maintained in which to record details of estimated and
actual expenditures, Purchase orders shall be encumbered when an \
order is placed, unencumbered and expended when the actual invoice °
is paid. This should provide a current balance in the appropriation
aceount at all times, - '

. Budget Revisions ‘ ¢

Y .
l. Revipged estimates of revenue should be initiated by the Vice-
Pregaﬁgnt for Fiscal Affairs in consultation with the same i
officers responsible for the original estimates. - The'se estimates
should be subjected to the general procedures of review, mpdifi-
cation, and approval,. ‘ ‘ ,
2, Requests for authorization for expenditures abovg the approved
- budget may be initiated at the departmental level and reviewed by
- the appropriate adminI®trative officer before submission “to the
President, If the amounts involged are within the total of the;/
contingent account in the approved budget, or are covered by an *
increase in actual revenue over anticipated revenue, the President .
may grant such requests, If the amounts requested will change the
total estimated budget surplus or deficit, the President will seek
.approval of the Executive Commiq$ee of the Board of Regents.

-

Purchase -Procedure N

Noé@xpenditures of college funds are éuthorized without the advance

“approval, in writing, of a duly prepared requisition and the issuance
of a signed purchase order. The only éxceptions to the above regula-
tion are departmental charges at the college bookstore, college post

4~ . - 623 - | ' ’ )
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offjice, cbllegi centrhl services, college xerox services and the
college switchboard., All other purchases must be approved .in writing
- in advance. To be duly approved, the" requisition must be signed by
the department chaimperson, the Controller, and the Director of
Auxiliary Services, Requisitions for equipment must also be approved
by .the Bus1ness Manager,

a

N t

.

These purchase procedures include requests for materials, supplies,
services and eciuipmente "Materdials" include such items as lumber;
paint, etc, "Supplies" include items of a consummable nature such ' as -
paper, envelopes, pencils, etc, , "Services" include such items Se. »
services of an artist, a speaker, consultant, bus charters, meal$s for
a group both on and off campus, etc, "Equipment" includes items of

a non-consummable nature with an initial cost usually in excess of
$50.,00 such as typewriters, microscopes, calculators, etc.

Requis1tions shall be'made.out in triplicate, the triplicate‘copy to
be retained by the originator. Complete and accurate specifications -

should be given for every item requested. . The estimated cost of each )
item must be shoyn, as well as the complete address of, the: vendor_ . S
preferred (if any). D ‘ . S o

B *
THE requisition ‘in. duplicgke shall then be submitted to the Controller
for determination that budgeted funds are available for the item re-
quested., Mf budgeted- funds are available’, the Controller shall so
indicate by initialing the requisitiqn and forwarding it to the Direc-
tor of Auxiliary Services., If funds are not ,available, the Controller
shall &o indicate_and shall return the requis1tion to the originatorn{ -
Upon receipt of the duly approved requis1tion, the Director of Auxil-
ifary Services shall obtain the material in an' economical manner con-
sistent with sound business practice. .This would in3lude one of the
following: : " '

1. Public advertisement for bids. : ) : : . :

2. Solicitation of bids from three or more suppliers when the Director

» of Auxiliary fServices is satis¥ied that each of the suppliers will
be ablesto cdmply with the terms ‘of the order if made.

3. Careful negotiation to obtain the specified equipment at the best
possible price consistent witl quality, service, and delivery, to
give the best. value when there is only, K one source of supply for the
particular type of equipment item, . . )

P

3

4, Te'lephone quotation from one or more ’suppliers for mgnor purchases
($50..00 an;l less). oo

»
o

Upon completion of purchase negotiations, the “Director of Auxiliary

Services shall issue a purchase order and indicate .the purchase order

number and date . .on the duplicate copy of the requisition and return ‘
the duplicate copy to the originator. -I¥ the individual who made the //\—'
original 'requisition wishes to have the purchase order so as to be

able to pitk up the item desired, he-should so indicate on the requi- -
sition. No item should be charged to Texas Lutheran. College without

a purchase order. ’ * T
- .
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Some vendors, such as the U, S, Printing Office’, accept qrd%rs only
when cash.accompanies the purchase order. In such .cases thq‘stat ment
*"Send check with order" should be included on the requisition?V”g

In cases where it .is nefessary for departments to makeygselections of
supplies or equipm¥nt locall, the department should c&ear with the

- Director of Auxillary Services beforehand so that he may advise as to
the procedure to be followed. ' ‘ . -

. .
- °* - N : - .
Some salesmen prefer to call on the various departments to gemon-
strate their products. When the department chairperson is interested
in discussing equipmen%_with a salesman, there is no reason why this
should not be dome. " In the discussion of technical equipment, the
practice may be helpful to all concerned, However, the departments
should not give the salesman an order, but should communicate their
needs by requisition #%o.the Business Office ‘and-refer the salesman
to the Director of Auxiliary Services so that bids and purchase .
orders,may be used to insure procurement in am economical manner,

-

+

Payment Procedure

‘e

~

When the iAvoice is received ‘in the Business Office, it will be
stamped with an "ypproved to pay" stamp and will be sent to the 4
department chairperSon or budget head for approval as to whether the
material was receivlkd in good order. .When it has been approved by
the department chairperson it shall be returned to the Business
Office. The secretary in,the'Business Office will match thé ‘invoice .
to the copies of"the purchase order andeforward “this materia%ytp the.
Contreller for payment. ' )

X ) .
Invoices or sales slip%%of purchases picked up by an individual shall
sIn

be turned in to the Bu ess, Office. In cases where, -for one reason
or another, deliveries pre made directly.td the department from the
vendor, by parcel post or otherwise, and invoices are included with
delivery, they should be approved and forwarded to the Business Office

for processing. .

‘Student or Extra-Curricular Accounts : B

&

In order to assist student organizations or extra-curricular activi-
ties in the proper handling of their financial transactions, when
college funds are involved, one or more faculty advisors to each
organization are .appointed by the President.

To be of greatest benefit to the students, the faculty advisor should
familiarize himself with the procedures necessary for clearing trans-
actions with the Business Office, and should advise thé students as

-to the proper procedures before'any-project is started. 4

Expenditures from student activity accounts are made only upon the
sigiature of the faculty advisor, -

Whenever possible, purchases should be made from the bookstore; other-
wise they should be made through the Business Office in the regular
. manner, - ~ ' ' : : ‘




-

Whenever necessary, the Business Offlce will advantce cash for pur-
chases by students for student activity acfounts, The faculty advisor
must authorize the Business Office, on a requisition, to advance to
a particular student a certain sum, ) ) “« : "

L _— SR
When it is necessary for emergency cash purchases to Be made, an
itemized original invoice, showing the number of items, the unit
price, and the total price should be secured. This invoice should
show the name of the firm from which the purchase was. ~made, the in-
yoice should be marked "paid", and the person receiving the. money for
the firm ghould sign his pame in full. No charges of any purchases
may be made without a signed purchase order,

3.‘- \

The Controller will be glad to explain the above procedures to any
faculty advisor who is not thoroughly famlllar w1th them. T e .

t
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. . XI. MISCELLANEOUS

(A. Chapel _ : / ot

, The Chapel of the Abiding Presence-Weinert Memorial is inténded pri-

‘ marily for worship purposes - chapel .services three mornings a week,
.a worship service on Sunday morning, and other religious activities.
The chapel,is also used by *he College's Music Department for organ
lessons, ppactice, and recitals and’/for other musical activities, .
As far as practical, the chapel-is' made available for private medita-
tion. : ‘ R '

%lthougf the chapel furnishings are movable, they will generally be -
arranged for worship except when they may be temporarily rearranged

© for certain othér appropriate activities. Any group or individual
using the chapel must §rraﬁge the furnishings as they were prior to
their special use of the chapel. Scheduling of the chapel building
is through the Student Center Office with the approval of the Campus
Pastag. ' ' ’ ‘

' B. Statement on Outside Speakers and Films ) 'f “

The College encourages a wide variety of viewpoints in its education-
al perspective, and thus it welcomes all responsible speakers on
issues to the community at large. To-insure a,climate of reasaqned
communication, rather +‘than indoctrination or intimidation, an attempt
should be-made to maintain\@ reasonable balance of perspective within
a series of lectures or other media presentations. This does not
imply a one-for-one balance or "equal time" for all points of view; -
rather it suggests a sélective.balapce and equal opportunity,
. . _ o v
l. To maximize communication and publicity on camipus and in the news
media, notice of events that have been scheduled or are to be
'scheduled should be circulated by the sponsor to the President,
the Dean of Students, the Academic Dean, the Director of Public
Relations, the Alumni Student Center Director, and the Student
Association President far enough in advance of schedule dates tos
allow. for adequate publicity and hospitality arrangements,
Speakers will normally be invited and hosted by an academic de-
+ partmenty a campus organization or committeé, or by the Presidenﬁf
or a Dean in his official capacity. . 7 o
2., (a) To avoid unnecessary embarrassment to the speaker or the ]
College, a group.or individual who wants to schedule a "contro-
versial” speaker may wish to solicit the advice of the President
or the appropriate Dean or department chairperson before complet-
ing arrangements with the speaker., In’case of actual or antici- ~
pated problems in schedy ing a given speaker or eventh, the sponsor
s May also request the adfice of the Alk-College Council,
! . _ :
. (b) To avoid unnecessar embarnassment to the College, a group or
v individual who wants to schedule a "controversial™ film may wish
to solicit thedadvice of the President or the appropriate Dean or
department chairperson before completing arrangements with the
rental agency. In case of 4ctual or anticipated problems in
\ v _ g '
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schedullng a glven film, the sponsor may also request the advice
of the All-Cdllege Councid, As a genergl rule, "X"-rated films
are not to be part of a college class or act1v1ty and .are not to
be shown on campus. A

Solicitation of Funds by TLC Facdulty, Staff, .or Students

There shall be no solicitation of funds, direct or indirect, 1n the
Seguin community or in-other areas, by faculty, staff, or studenﬁs
for any project, activity, or cause which is. in any'way)nelated to
the Collége or a college organization without the prior writted ap-
- proval of the Vice-President for Development and Public Relations.
(This policy also applies to the sale of advertisements or of
materials or services.)

D. Scheduling Campus Events - | 2
. (See description in current Student Handbook.)

-

E. Readingﬁand Review Period |, . S o

(See descriptioch in current Student Handbook.) -
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