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WHEATON COLLEGE
Whatnot*, 11111:ola e0187 ,.Since 1880 "For Chdat and Hie Kingdom"

mynas on THI P11/451DINT 31241241:102

Dear Colleague:

NY association with the Wheaton faculty has been a rewarding experience.
The faithfulness. and devotion of ihOse of you who have given your lives
toteaching.:here at Wheaton have been an inspiration to me.. It is evident

N that in.succeeding generations of students there is an eloquent witnessto
Ztf splevdid investment you have made in their lives: I know it must. be a
source of satisfaction to you to observe many of your former students, now
involved in, useful and prOduCtive.careers-for the glory of the Lord.

The addition of new faculty brings toour fellowship an important dimension.
of:insight and enthusiasm To those of you who are joinlAg-us, I extend a

''cordial word of welcome. ,Pleac,?. be assured that I value very much indeed
'the contribution that you will be making to the program of. the College
and am grateful that the Lord has led you into this Ministry.with us.

What is contained in this handbook has been accumulated specifically to
assist you in doing a better job as a member of the faculty.. Please give
careful attention to-the contents.' Be sve,to let usknOw if there are
items at require clarification or matters'thal have been omitted.

We ome your active participation in this strategic ministry of
Christi n higher .education.

Sincerely in Christ,

HUDSON T. ARMBRDING
President .
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PREFACE

The complexities of a.modern college and the;need ftr doing things
deCently and in order, require a Facuity.HandbOok or its. equivalent.

A careful study of these pages will provide the appwers to many of
the questions raised by newly appointed faculty members. This Handbook
will alst4erve the, whole faculty as a source. of reference and a .

x'eminder of.those requirements and procedures which need to be obserired
',if the institution is,to.operate Smoothly. 0

The loose leaf airangeMent and the dating of each page'have been
adopted to'facilitate a regular updating.. Faculty members are invited
to share inthis,process by contributing suggestions for future changes
and improvements.

Faculty Handbook:

drianized 1946

Ninth Revision 1973

fe:
Donald R. Mitchel/

.

Vice President for. Academic Affairs

S



II. FACULTY ORGANIZATION,:

A. Faculty °Organization - Academic

7

The-aCademic departments at Wheaton are group Into Lour divisions
plus a Conseivatory of Music and a Graduate School.,

BIBLICAL STUDIES

Biblical, Religious,and Archaedlogical Studies
Christian. Education.
Graduate Bible

HUMANITIEt

English
-Foreign Language
Art'. ,

Philosophy
Speech

SOCIAL. SCIENCE1--

Hi Story .and Political Science'
EConomics

.

Sociology and.Anthiwology
EdUcation
PhysiCal Education
Psychology

V C.

SCIENCE 0

Biology
Chemistry

. Geology.
Physics
Mathematics.
Computer Scanda

CONSERVATORY 0.,MUSXC

GRADUATE SCHOOL

A

o

1.

Division chairmen are named by the PreSident from the ranks of
AsaoCiate and Full Professorv. The President to guided in his
decision by a ballot vote'of alr-faculty.members.in the division.
Division chairmen serve a period of four years and are eligible-

.
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for'reappointment, Diyision chairlen are appointed inthe spring
..and begin service in the fall of the Year indicated below:

.o

Huminities

SOcial Science

Bablical Studies

Science

1975

1976

Department chairmen-are appointed by the President for an indefinite
term. The Presfdent 'is guided in his selection by aballot vote of
the departmentaUfaculty, .

B. Faculty Organization"- Legislative

The FacultySenate is the representative body, having delegated
authority in-all matters' not specifically reserved to the full
faculty. Thus the Senate:- ".

71. Shall serve as. the major:policy forMulating and1 recommending
body in plannkng academic study, investigations; official
reports, and long range studies.

2. Shall have delegated authority ,for all current academic and
faculty personnel matters.'

3. Shall be the parent body to which all.existing or future
faculty committees will. be"responiible and to which committees'
will

4. Shall-serve-at-a responsibledtommittee in matters pertaining to'
graduation requirements, the college calendary\faculty rank,
.appointment'of new faculty, honorary degrees,''etc.?'

,

5. ,Shall also-serve as the advisory body-to the President in
academic and other tatters as he ,may deeM necessary.

.

The Faculty Senate is compoted,of the following-:

1. The president of the College, who by virtue of.his-office .is
'chairman4bf the Senate and an 6x-officio memWer of all Senate
committees.

1

41.

May, 1973

1



ft

2. Seven academic administrative officers as follows;

Vice President for Academic Affairs.
,Dean'of the College
;Director of the Library
Direttor of the Conservatory:

:Dean of the Graduate School
'Registrar and Director of Admissions
.Dean of Students

. Four division chairmen

4. Twenty-one faculty members-elected at large by the full faculty.

Senators serve a three-year term with seven senators elected each..
year. A faculty member is eligible for re-election to thd Senate
for successive terms. Afaculty membershall hive served at least_
two full years on the,Wbeaton College faculty to be eligible for
Senate membership.

5. Eight students
1 :7

StUdent Government President
Student Goverument4V4ce'President
Six students electe&bi, Senate from a slate of ten qualified

students nominated by Student Government.L

6. Two staff members
e°

Nominated by tipe.Vice President for Financial Affaiis and
elected by the Senate.

CONTTEES OF THE SENATE:

The Senate has four sandinsCommittees. With only a few exceptions,
standing committees consist of Senate members. Sub-Committees with
non-Senate faculty members_report to the Senate committee. A Senate.
member serves either as chairman of the:sub-committee or as n committee
liaison member. The Prenident may name adrhoc'Committees, and assign
spe4a1 study projectn as.necessary.

F. SENATE_' STANDING COMMITTEES

A; Educational Policies and. Curriculum Committee (16 members)

1. Membership

Three faculty members elected at large fromthe Senate
Dean of the College .

IricePresident for Academic Affairs
Registrar and Director of Admissions
Dein of the Graduate School
Director of theq.,ibrery 0

Director of the Conservatory of MUsic.
Four Divisioh Chairme... 4

Three students-10ected at lathe from the Senate

1.0
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Duties

Educational policiesend procedures,:
Curricular problems and modifications

3. Sub-Committees

Grades Committee
Learning Resovrcet Committee'
Military'Affairs Committee
Teacher Education Committee.
Scholastic Honors Committee 1r,

Faculty Personnel ComMitted (9 members)

Membership

Segeir faculty members elected at large frqm the Senate.
Nice President.fer4cadebic Affairs
_ViceChaitien of the Senate

2. Duties
ei

,
, Polici aes and procedures relating to faculty affairs
Review of reCommended facultyNappointments and promotions

3. Sub-ComMittees

Academic Planning CoMmittee
Social Committee

C. Student Affairs Committe (13 membtr8)

1

1. Membership

Seven faculty members elected at large from the, - .Senate

Dean of Students
.

.

Registrar anirector of Admisippgs
Associate Deen:of Students
Three_ students elected at large from the Senate

2. Duties

Policies and; procedures governing d campus

' a experiences',

Interpret policies relating to.student affairs
Advisory' Committee. to Student Personnel ProgrSm.



3. Sub-Committees

Intercollegiate Athletics Committee
Programs Committee
Admissions Committee
Calendar and Activities Comaittee
Orientation'Committee
Financial Aid Committee

Spiritual Life and Standaids Committee.(6 members)`

1. Member;hip (12 Mgmbers)

Seven faculty members eleCted at large irdm.the Senate.
Dean of Students
_Two students elected at large from the Senate
Chaplain*
Director of Christian Service Activities*
*Serve as resource'persons

Duties

Assesslspiritual atmosphere on campus
Advise President in planning campus,worship services

4 N,

3. SubCommittee .

Chapel Cominittee

II. OTHER COMMITTEES

Committees appointed by the President-1,714U e:

Publications Committee -,.

campus Planning Committee
Pre.tMedical Co tee--

The Faculty .

The College--Charter designates the fadulty-a the legislative- body of
the College subject -to apprival of the- toard of Trustees. However, the
Meaty has delegated legislativer$sponsibility to the Faculty'Senate'

all'mattgrs not specifically reserved to the full faculty. Any action
of the Senate may be:--tiViewbd by thefaculty, upon a yote_of'a majority of
faculty presentit the meeting where such a review is requested.ting

,1

FACULTY PRAYER. MEETINGS
.

°

All fac4lty members are-invitedto share in the weekly'faculty .

prayer ieeting id Wurdack Chapel on Tuesday afternoons at 3:30 p.m.

1973
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,FACULTY TEAS

4'.
'Faculty members meat each Tuesday afternoon at 4:00 p.m. in the
heritage loom\of Edman Chapel for refreshments and fellowship.

-1 -

III. FACULTY MEETThGS

1' .1fit
Nor&lly the f Culty meets 2 -3 timea-per'month for business
sessions And .pokessionaldevelopment. 'Thefirst Tuesday of
each month is reserved for meetings of the Faculty Senate
while Divisional Meetings are scheduled for the fifth Tuesday.
Other. TUeidays are generally set aside for.either business

or'professional meetings. Facultymeetings are generally
-held in the Kresge Room of Edman Chapel..

'TV. FACULTY APPOINTMENT; TENURE, AND PROMOTION GUIDELINES

A; APPOINTMENTS :

Although it is'expected that most appointments Will become
permanent, all,initial appointments lire on an.annual basis..

A tevOrary appointment ends at the Close,of the'period
specificallyistated'in :the faculty.contract.: A temporary
apppintment carries no_obligation.either to the C011ege or
to the appointee fok reapp3int ent. Normally temporary .
appointments are for.a,period of on ar.

A permanent appointment gives" the faculty-member ure an&
shall cOntinue until the faculty. member, has reached 6 ears -
of agesubjectto-the lititations stated under "TerminatiPP--
of Servide." Following the period.Ofjnitial appointment,
tenure may be giantedat any time to any faculty member with

*,the'rank,of Appociate.Profesior or-Professor; and to Assistant
Professors who have served the College for a peribdof-foUr.
years.-

B. TENURE.

Every new member Of the faculty shall be, employ nitially
on a temporary appointment fora'period.of one year

Service with the-rank of Instructor shall normally be limited
to a maximum of six year's employment. Tenure is not extended
to Instructors'. .

2

Tenure may be granted - -to an Aisistant Professor who has served
a minimum of four years at the C011ege.

31
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Promotions to the rank of AsSociatt PrOfessOr shall'harmally
be with tenure if the faculty member has served 4, minimum of
four years. at the College. In the "case of appointmentstothe
faculty at this rank, a second reappointment "(third contract) ,

shall normalcy carry tenure.

a
All promotiOns to\the rahkof Professor shall normally be with
tenure. In the.case of appointments to thb faculty at this

., rank, the second reappointment (third contract) shall normally
cf-rrytenure.

C. ADVANCEMENT` IN RANK:

Advancement'in rank cannot be guaranteed in accordance with any
fixed schedule. .However, the following policies are recognized
as a general guide and as an indication of,the,various criteria
which will be considered in making adecisionlegarding proMotion.

It is understood that seniority by itself cannot be the primary
reason for,promotion to any rank. Cdnsideration for promotion
basedon'time in a given rank is never automatic. Years-Of.
service at Wheaton and elsewhere will'be taken into
but by themselves thty do not qUalify for promotion.

l'Althougb faculty members are eligible .for. promotion at any time,
it is anticipated a faculty member will spend approximately
five years in rank before being considered for advancement to the
next higher Xank.f.Outstanding performance in, the areas of
scholarship, classroom teaching, and institutionAl'service
would provide abasisor early recommendation for promotion.
It is further anticipated that...a faculty member without the
earned doctorate or equivalent would spend additional time in
"rank before being considered for promotion..'

/ '

As far as applicable,'the same criteria for appointment and-
promotion will apply to administrative officers as to,teAching
faculty0mthe deterndnation of faculty rank

D. C.14ITER1\4 FOR PROMOTION:

A

The following general criteria will:be,Conaidered when evaluating.
A facultIr member,recommended for proiotion.

I .

SCHOLARSHIP -:- Has depth of sCholaiship sufficient for
mastery of his own area of specialization and breadth'
suffiCient for understanding of the full implications of
a liberal education; an active interest in the. advancement
of his own professional field through activity in learned
-societies andpublication.

. -
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TEACHING AND COUNSELING ABILITY --Has a ility to express
himself clearli-and concisely; abiliy/to make the cl'ass,-
room experience an exciting intellectual adventure; ability
to arouse interest and to secure/from students a high degree
of individual effort; an appreciation and a respect for
young people; an appreciation' of their viewpoints and a
sympathetic understanding of their problems; an active
involvement in the counseling and guidance of students.

INSTITUTIONAL SERVICE -- Actively promotes the objectives
and program of the College; works energetically as a member
of his department; effectively carries out commietee assign-
ments and resPonsibilities demonstrates intelfectual
.honesty.and integrity in his relations with others;
participates willingly in faculty activites and campus
affairs. t

E. FACULTY RANKS:

APPOINTMENT TO INSTRUCTOR

0
It is expected that the Instructor shall have completed
at least_the Master's Degree.

He Shall giVe evidence of promise as a scholar end
classtodm teacher.

APPOINTMENT TO ASSISTANT PROFESSOR:

It is expected that the Assistant Professor shall have
completed'the, Master's Degree. and.taken additional work
beyond the Master's. Mortally he must have at least one
year of successful teaching on the college level.

He shall have demonstrated abilityas.dclassroom,teachK.
and shall give. evidence of ability to do scholarly work?"

4

APPOINTMENT TO ASSOCIATE PROFESSOR :.

ad.& eipetted that the Associate Professor' shall
normally have completed the doctorate except where related'
experiegoce or specializeraining is;regarded as the
equivalent of such a degree. He shall have demonstrated
abilityas a,scholai by research, publication, or active
participation in-profesSionsl organizations.

Lay, 1973
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. APPOINTMENT TO PROFESSOR:

It is normally expected that the Professor shall have earned
the doctoral degree. He MM. 1,have an established campus
tc-putation aa an-outstanding teacher or a, record in productive
sdbolarship and other scholarly professional activities which
have gained recognition by competent authorities beyond the,
Wheaton campus.

F. 'EQUIVALENCY: `"1`

11

The earned doctorate does not represent an absolute achieVe-
ment, but depends to a large extent on the subjeciivej -nt

-of a few individuals. Therefore, it tiseemamsonahlethat
Subjective judgment can be used to:AS-tad-tine whether :a' faculty
member does or. does not-haVa7-67eequivalent of the earned
doctorate. -

Questions regarding *equivalency shall be-decided.by the:Faculty
Personnel'COmMittee. Recommendations willmOrmally come from
Department Chairmen, brit -the Committee will havethe responsi
bility to exercise final judgment guided by the following basic
principles. .

. e.

Nr
' 1. Equivalency must never be considered an evasion of the

doctorate. It must repreeent a comparable achievement.

2. Normally equivalency would not be established "While on
the-lob." Generally a year (or comparable summers) away
frdM regular school duties in advanced study or professional
activity that piovides the in-depth experience usually
associated with doctoral studies would required-to
establish equivalency.

3. .Significant achievement.and "Wide professional recognition
such as the pUblication,of creative ofscholarly.works,
the. earning of profeasional degreesotherthanthose,
usually-assOciated with the,adademic profession., or:'
widely `recognized accoMpliehment'in a tieldtelited to
one's area of teaching Might_be considered eqUiValent.

TRANSITIONAL PERIOD:

= Teachers without,an earned doctorate who weremembers of the
Wheaton faculty during the 196667-year may, on. she basis, of:
item 3 in the fore going `statement. on equivalency, be con-
sidered for promdtion to the rank of. Associate Professor
upon the completion.of 15 yeari.Of successful collega aching
and to the rank.of Professor upon the completion.o, years of
successful College teaching.-
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FACULTY RESPONSIBILITIES'AND RELATIONSHIPS

A. Academic Standards and Procedures

cJ

,

It is anticipated that the Wheaton faculty meiber will maintain
the higheit professional - standards in classroom instruction and
all.other.ralatecIacademic endeavors. It is expected that
department, chairmen will take the responsibility for assisting ..:
fatuity tembers in organization of,courles and.methods.and '

techniques of instruction. Faculty Membersare encouraged ta:Asit
Classes of their colleagues and to share ideas.and-aUggestions.
The use of student rating ecaleg is, also encouraged to assist in-

.,.
improving instructional'techniques:

Nc

CLASSROOMS:

Classroom assignments Are'made through ihe Office,of Admissions-
and Records. Classes should not be shifted without prior
permission. After classroom aspignments have,been made, rootOs

-may be'reserved for tempo'rary use by faculty or students at the
Memorial Student Center desk.

SCHEDULE CHANGES:

Changes in student schedules die'permittea for emergenci-
reasons only. It is imperative that advisers and counselors
check student schedules carefully at registration, so that'
schedule changes will be held to an absolute minimum.
Applications for change are made on forms furnished to advisers
by the Office of Admissions and Records.

,TEACHIHG LOAD:

Three courses per quarter (nine courses or sections per year -)
is considered the basic faculty teaching,Idad. Part-tithe

faculty salaries are'normally calculated an a quarter course basis.

-MASS ROSTERS:
V

IBM class cards are, pre-punchedand.distributed by department!
during regidtration. Class rosters are distributed proMptly.
after registration.- Official addition or withdrawal, notices
are sent from the Office Of. Admissions and Records, and-Should
be noted` on the official'class lists. Corrected class lists
are furnished early each quarter. Each instructor should check
class lists Carefully to insure that onlylisted students,are
attending. class. "Any discrepancy should be reported promptly to
the Office of Admissions and Recorde.

a.

is
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Grades are reported on all freshmen to the Office of AdmissionS
and Records at mid-term far the falqUarter. At all other
Inartere, low grades are reported after-completion of the fifth

, week or at any subsequent time when academic difficulties become
obvious. Frequently notes of explanation aretelpful.in reviewing
the student's academic record at the.close of the quarter.

CLASSROOM ROUTINE:

Classes. should be dismissed promptly at the passing bell: Classes
dismissed before the 'end,of the period create considerable con-

, ftision and disturb.pther'classes:in session. It is expected that
instructors will maintain an accurate record of-student attendance,

CLASSROOM DEVOTIONS:

,,t
.

--,,,,

i ..

It is customary, to ncorporateme short period of devotional'
thought into each class period...jhe:Method of conducting
devotions is optional with thetteacher (See suggestions for
class,devotions from Spiritual Lite and Standards Committee).

CLASS RTTEND;;;NCEpOLICY

.

Regular class attendance is expected Of all students. When
'-attendance, isyoluntai, it is with:the understanding fhastudents7
are responsible for all course material in each of their classes.

Freshmen will be dropped from a course upon missing 25% of the
classes orequivalent-cldss material. Sophomores whose cumulative'
grade- point average is below 3.0 will 'be dropped upon missing. 50%
of classes. Attendance id voluntary for all sophomores with'a 3.0
cumulative average, and all junior and senior students.

The professor may excuse legifimate absences. It is thestudent's
responsibility to reporter such excuses to the-professor:in writing.
Verification oflegitimate excuses may be sought by the prOfgssor
from appropriate sources. Excused absences will count toward the
total number of absences in any course.:

Agprofessor in consultation with his departmental chairman may
limit absences in keeping with the subject matter and purposed
of his course.'

GUEST LECTURERS:
j

Faculty members are encouraged to invite guest,lecturersto
speak to-their_classes. The lecture should be reldtedtathe

trsubject-mattir:of_the course, and should contribute directly to
the realization of-Course objectives. The visitor and his views.

`'shouid'be treated with courtesy and respect.

41 16
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FIELD TRIPS:
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14

Field .trips are expected to be enriching educational experiences
and, essential extensions of claisroom activities. However,.
field trips should be'planned with discretion..

a. Field or off-campus, extension trips 'should be cleared
with the Department Chairman sufficiently early to perMit
adjustments in other courses as necessary..

When schedule conflicts arise, the student may. determine
whether he will go on the field trip or remain on campus
to attend other classes.

c. Faculty members are obliged to ,donor official certified
absences for authorized field ttips.
. .

d. Field trips shall not be scheduled during the final two
weeks of the quarter, and every effort should be made to
reduce interference with the student'a academic program
during the qdarter.

e. Faculty. members may not certify absences for activities
t` scheduled -on campus.

EXAMINATIONS:

a. Course Examiliations''

:Teachers are at liberty to give examinations at any
time. Although there are no official mid-term examine-
tions, it isreCommended that mid-term grades-be based on
more than one examination. Due to the number of students
engaged in week-end Christian service, it is recommended
that, exams not bes.cheduled on Mondays prior,to chapel.

Students are'expected to take examinations when scheduled
and announced by the instructor. Under special circum-
stances and at the-discretion of `the Instructor students may
be permitted to take exams at other times. .

1.
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, b. Final. Examinations

Final examinations may be given,during regularly_ scheduled
dlaits periods at the end of-the quarter. lowever,instructors
are encouraged to utilize methods other than written final
examinations for evaluation pUrposes..

,

NOrmall"finalexamination papers, are not returned to;-the
students. Previous.examlination questions-may-WMads T

available to students at the:optiOn:oUthe department..
Seniors who 'havesatisfactofily passed comprehensive exams
may be exempt f Is final course examination in their
major field wring their final quarter in courses in. which their
grade average is-13 Or'above.

.

GRADES:

The following categories of giades and grade.point'values will
be'used_as a basis for grading at Wheaton beginning with the
schdol year, 1973-74f

4.00 C+, 2.30
A- 3.70 C 2.00
B+ 3.30 C- 1.70
B 3.00 D 1.00
B- 2.70 F -0.00

The following descriptive terms will be used to designate the
grade categories indicated

A ' Distinctive

`A- Superior.
B+ . Superior
B Superior

43- Acceptable
C+ Acceptable
C Acceptable

C- Inadequete
D Inadequate

Pass Satisfactory

F Failing

Inc. - Incomplete7-mSy be assigned only in case of serious illness
or other emergency beyond the control of the student with
the approval of the department chairman. Woik must be \ .

made up within six weeks folloiOng the close ofthe quarter
Or the grade is changed to-F.. fn-unusual circumstances. the

six-weekstime limit may-be extended by special' permission
upon written request from the student tothe Registrar. In
no case will the time be extended b6yond six months from the
close of the quarter

May, 1973 '
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Althdugh there will be'veriations in grading among departments
aid courses, theabovc criteria will serve as-a general guide
in,:warding academic grades.- goodustof written and Oral
English shall be considered. in evalua g,adhievement. It is
expected that examinations will be taken when scheduled and
assigned work handed in:0on,time.

167.

Lowgrades'for all students. §hould. be reported to the Registiatioa
,Officeby the fifth week of the quarter to allow time. for adequate
counseling. Special reports may be submitted by teachers at-any
the it-seems adWisable SpeCial difficulties which should come
to the attention of the student's-facultycounselor shoulebe

. ,

reported,proiptly. Quarter grades must be turned in prior-to the
the deadline established by the Registrar. .Grades for graduating
seniors must be submitted early according to-announced deadlined.
Changes Ansenior grades 'are not acceptable after the announced
time since graduation eligibility and=honors must.be defermined
at that time.'

o

Final grades maybe changed only for. work made up due to the
removal of an I*Omplete, approved by the department chairman,

-,or for errors.in'grade computatiOn. Grade changes must be,reported:
on official forms supplied by the Registrar,

. 5
,

400-
Faculty members. are expected to exercise care in student grading.
Grades must accurately reflect academic work accomplished, and
grade changes must be held toan absolute minimum. To avoid ,
confusion atig financial egpense, grades must be reported to the
Registrar on time.

PASS -FAIL GRADING PROGRAM:'

The-Pass-Fiii Grading applies underthe following conditiond:
.-..

1. The privilege, is granted only to junior or 'Senior student-4 ,-
for elective courses, including lower division courses.

2. Major, igeneral education requirements, and required
"professional courses for teacher certification are
excluded.

3. Not more than one'cOuree of Pass-Fail work may be taken
in:any-one term, with a total maximum of six courses
allowed.. '

-Students registering.fot coUrses_on:a pass-fail basis are to
file a form approved by'the instructor babre the end of
third week of the term, after which no change can be tale.-

5. Teachers willbe asked to grade the student in the usual
manner throughout the course. At the end of the quarter

-a pass or fail grade will be'assigned and recorded. The.

minimal level acceptable for a pass grade would be the
equivalent of a D.

a
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OFFICE HOURS: .:

If'

faculty members are expected to -Maintain office ,bours. . A

_ schedule of offidehours should be available to the students
as well as the Personnel Office and the Department Chairman.

B. Student growth and Develownept

- -0
'Faculty members areencourdged to establish and maintain
out-ofclass contacts with student's.- Faculty families are
encouraged.to invite students into the home. Faculty deMbera,
are urged to establish regular Office hours and to make theM-
selves available to students, Faculty members may eat lunch
in the College dining hall at reduced cost in order to'felloWship
with students or Other dculty. members.

GUIDANCE AND COUNSELING:

4 _Faculty members are expected to share in the general program
of student counseling. Freshmen are as3igned to faculty'
counselors who advise them in academic and personal problems.
COUnselors generally are responsible for orientation and

.

_counseling of all freshman students.

Department chairmen or department members appointed by the
chairman :act as faculty advisors to students eletting to
major in the department._ Toward the end of the freshman,
year, students -apply for admisaion to a major, and if accepted,
counseling materials and responaibilities are turnectover to
the.major, department. As freshmen are often uncertain
regardingtheir academic and vocational plans, departments must
consider the orfginil declaration of a Major as tentative and
advise accordingly-.

The Student Personnel Deans and the Director of Counselirig.
are available to assist students in their educational,-;
vocational,"and perdonal adjustment. This service includes
'interviews; standardized aPtitude;cintereii, and personality
'testa; a library of recent vocational and-educational-information;
and reading improirement equipMent and materials. Referralto
,off-26mpu4 counseling agencies is arranged through the Director
Of Counseling. The.college chaplain is available to counsel.
studenid in spiritual Matters in,his office,or.in,his'home.

Faculty members may also, be asked to serve As adVisors to
student classes and organizations. The advisor. must inform
,h4Laelf of the organizational budget and approve all expendi-

, tirres, The:advisor isexpected to provide mature leadership
.

O
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for the oganizatiOn-,7incto become aware of organizational
.purp'ses, procedUres, and plans, and to, consult. with the
Dean of Students on any .points in ques4on.- Normally -

faculty, meMbers would not be assigned a advisore to student
organizations during the initial year on campus. To avoid
excessive faculty responsibilities and t equalizegticuity
assignments, the,V1cePresident for Aiademic Affairs should be
consulted prior to the selection of fecul y advisors.

. Professional growth and Development ,

. A

-

ATTENDANCE AT PROFESSIONAL MEETINQS:'

Each academic department receives an annual budget
allocation to permit departMent members taattend si

professional educational meetings.- Subject to the limite-,
tions,of the departmental budget, faculty members *ill be'
reimthireed.for expenses incurred at professionalsmeetings '',
according to the folloWing general formula: . y ..0

May 1973.

.

1. Transportation expenses*up to commercial.aitline coach
fare, first-class railroad farevor 110 per\mile traveled
by auto.

2. Peediem allowance up to $20.00 to cover actual cost of
lodging and meals. F

Faculty members are,expected to exercise economical judgment
and to turn in written reports of actual financial'expenees.

FACULTY RESEARCH AND STUDY GRANTS

Faculty members are encouraged to engage in academic research
and writing. Limited funds are available eaciv,Irear for faculty
research and writing projects. Further informition and appli-
cations for faculty research projects are evailable.in the office
of the VicePresident for.Abademic Affairs.

The. WheetonAlum4. so_a_iataluitgaly,,effers, several fdCulty
. study grants. These "tants,. generally awarded for.summer.study,

are designed to assid faculty medbers ituthe'comPletion of
theirdOctorml woriL rther information and applications are
Available froM the Vice esident for Academ# Affairs.

Annually\pe Alumni Association offersione or more faculty
research grants to faculty members. These grants are designed to
encourage significant scholarly contributions on: the part of
Wheaonfacultymembers It is generally anticipated that such
research will result in a.manuscript for publication, although

'-=
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other significant research prOjeCtkwill,be considered. The
grant.OroviAes full salary to `the "faculty member for 'a 'Period of
one.or more quarters-. Further infortation and applications*,
may be,secured'from the Vice PreeidentAOr Academic Affairs.
Witten research proposals must.be 'Submitted throub the'ViCe,
President for:AcademicAffairs by Jude. 1, fifteen months priorto
the cOntemplaNed date of leave. The final dedision regarding alt
AlOmni Association awards is made -by theAseociation's Board of-
Directors.

D: .Faculty Code of Ethics:-

1973

STATEMENT ONVROFESSIONAL RESPONSIBILITIES
,

Preamble - For the College to be'effective as a Christian community
dedicated to academic purguits, it is necessary for individual faculty
members to assume responsibilities related to students? colleagues,
institution, profession,andcommunity. 'In theie various relationships
the professor should be guided by a deep,commitment to Christ, to the
advancetent of knowledge and wisdom in keeping with His centrality, and
to others as persons before God and not simply for the roles they assume
among men.

..While the following guidelines canhot,be.thought.exhaustive; theyindicate'
some essentials of professional credibility within a-community. of Christian

4scholars. .

,

I. Relation to Students

The teacher will;megt his classes regularly and make alternative
arrangements if he .must be absent,'

He will strive to improveAUS teaching,performance by Setting forth.
course objectives and :establishing appropriate requirements, by
cgefuliy, preparing both the ,Content and the method of inktruction,
.and by-making optimum use of class time for instructional purposes.

. .

,
'He will:cultivate-ObjeCtivity in his treatment.bf.materials, equty
in evaluating students' work, ilnd respect for viewpoints.otherthid.
his awn.

He will-counsel students as need arises, observing adequate office.
hours, encouraging candid interaction,-making professionalreferral `
as wartanted,and holding in'tiust information shared in confidence...

He will seek-informal contacts with students by,showing interest in
their endeavOrs,.and inviting them as appropriate to share in his own.

._

In all this he will act with a."'view to 'the development of mature
Christian persona.
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II. gesponsitilities to Colleagues

The teacher will respect and dsiend the academic,, freedom of his
. associates.

.

,He. Will respect the contributions to the pursuit of. leathing of
other disciplines And those involved in- them..

. ,

,He will, avoid needless 'criticism of fellow. teachers and striv' for
objectivity in evaluating the professidhal'perfOrmance'of a colleague.

. .

He will take opportunities for dialogue ass a means 'td.personal and
.f

professional growth.

In
s
all this he will seek the development of a community of Christian.

schOlars.- f .

III. Responsibilities to. College

The teacher will support the academic and spiritual goals and o
objectives, and will abide by the .poiicies of the 'College..

Me will determine what duties he accepts outside the institution with,
the understanding that, these obligatiOns will not handicap hiM, in ful-
filling hiS responsibilities to the College.

-
He is expected' to participate as b4t,7-rteiscable7in-e-piritual. activities
such. as chapel and. special Meetingi-es well .as the-academic and govern-
mental'-activities of the institution.

ti,

- ..

;Be will seek change in a constructive fashion:f13Y resporsible'dissent. and
by partiCipatinein the evalnition, and decisiod-mAking procegses of the
institution (committees faculty meetings, et4) td 'khe.best of his ;

abilities.
tees2

He will recognize the effect of interrupting or terminating his service
and give early notice 'of such intentions.

" -
In all this he will act as one whose, work is his loving service to God.
and to ;men.-

IV. Responsibilities to Academia Profession

The teacher will uphold high scholarly standards and will,endourage
outstanding recruits to enter the academic profession.

He will seek to grow professionalli-by keeping current in, is discipline,
by continual personal study, and by holding membership and participating
in professional: -societies. He is encouraged to make scholarly contribu-
tions by means of a regular program of research 'and publication, .while
giving his primary attention to teaching.

'

May, 973
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ti
He will accept outside lecture and/or consultant engagements that
contribute to his professional responsibilities.

.

In all-this he will seek to bring Christian perspectives to bear. .

V. Responsibility to Community

.

The.teacherwill.partitipate in the life of a local church and'is
encouraged to exercise leadership in_the larger Christian community

..

(writing, lecturing, holdingoffice, etc.). ,-
.

He,will exercise theirightS and obligations of:citizenship,.including
the right to-participate in political organizations and meetings and
to Oubliciie his Views-on.political and socieliasues,-while making.it
cleaiihat he acts ea. a priVate,citizen rather than a representative of.

,!the College.

,:e. . -..

'He 1& encouraged tO participate in civic affairs and community organi-
.

zations. -
, 0

He will'conduct his business
considerationfor the.rights

In such ways be will seek to
Avth.thurch and Society.' '

VI. Implementation

Whereas the faculty member should apply thise guidelines for himself,
he also has responsibility to his peers and to-the administration.
Therefore, bf,will encourage others tw,be faithful in their duties and
will

f
conaider carefully the advice he receives from others. Where s-

administratiVe'inquiry seems warranted, it will begin with the depart-
ment chairman in consultation with the division chairman and proceed to.
the Faculty Personnel Committee in accordanCe with the procedure outlined
in Section VI, D. -of the FacultyHandbook.,,

and social life, with integrity and with
and interests kl,f others.

fulfill his Christian responsibility to

. Business Policies and Procedure&

DEPARTMENTAL BUDGETS:

.

The C011ege.aaademic and fiscal "year begins on'Septedber'.1.-.Budgeta for
the year-are prepared approximately eight months in advance. Department
chairmen.are asked to turn in departmental budget xequesta dUring December.
All faculty members are urged to anticipate needs and to teportthein,to the
department chairmen, who will incorporate valid requests into the sdggested
departmental budget.) Included the instructional budget are such items
as student (graduate or undergraduate) assistaits,'inatructional,
edukational equipment, travel expense, and specidl items of need. Expen',-

ditdres not specifically provided in the annual budget must generally be
deferred for a year.
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PURCHASING PROCEDURES:

vt,

The basic guideline in all credit buying in the name of the
College is simply that apurchase order number must be assigned
by, the BusineSs Office before any order is. placed.

.

On local purchaSis under ten,dollars ($10.00) you may pay cash.
The paid bill with the-signature ofithe-department chairman of
organitation treasurer or sponsor may be presented at the
Business Officelor reimbursement.

On all.ptrchades over ten dollars ($10A)0),'a "pUrchase
requiaition" must be submitted to the 'College Busitess Office
before a College "purchase order" is issued. The purchase
requisition must be filled in detail and include the.'
sigtature of the person making the' request as well as-the
signature of the department, chairman or factlty,spon6Jr..-.
Purchase requisitions must be eubmitied well in advance of
need to allow for processing and delivery time.

Commonly used Office supplies and stationery can be'obtained
from Central Stores orthe College Bookstore. Office memo pads
may be obtained'through the Duplicating Service., All book orders
should be placed directly throtgh the BookstoreTextbOoks for
campus use must be,approved by the chairman of,the-department.

-1411en the time for'ordering textbooks arrives, department chairmen
n' ^.

will supply each faculty member the necessary ,cards'on whiCh to
order the needed textbooks. Cards must be'completed carefully,,
signed-by the department chairman, and returned promptly, to the
BOokstore. .

.

SYLLABUS MATERIAL: -

To insure uniformity and acceptable style, all syllabus.material
is.subjeCt.,.to review by the Educational Policies and CurrictiUm
Committee. All sales to students must be made through-the College
Bookstore.

TELEPHONE -USE:

The College has a direct dial system, and most faculty members have
their.own individual'dumber. To dial campus phones, listen for the
tone and then dial the four-digit extension number. To place an
outside call, listen for the tone, dial 9, wait for a second tone,
and didl the number.

To transfer a call to another Wheaton College telephone_t_first
tell the calling party where you are going to transfer hib-call;
and ask him to remainlon the line. Then depress the cradle button
once to, get a dial tone. Dial "Operator" to get the College
switchboard attendant.. When the attendant answers, tell her *here you
watt the,call tfansferred and hang up.

May, 1973 2
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If you need assistance', dial "operator." Report all equipment
trouble to the Coftege switchboard attendant.

F. Other Responsibilities and Moport pities

May, 1973

Academic Conferences
.

Departments planning academic confeiences on campus should
check with'the Dean of the College,-the Public Relations Office,
the Business Office, and the M.S.C. coordinator to cooidinate
the program. When an academic conference is in session on
campus, the department chairman sponsoring the conference.may
authorize-student-attendance at conference sessions for -,
departmental majors. Most academic conferendes are open to all
students on campus. However, it is expected that clearance will
be obtained in'advance from the classroom teacher whose class will be
missed'during an academic conference. If clearance is not given,
regular class attendance is expectedand students areralways held
accountable for work presented during the. class session.'

Conference or symposia speakers invited to present viewpoints,
especially on controversial matters, shall be asked to write
"statements" or "papers" rather than to speak in an off -the -cuff
manner.. This does not.apply,to a,tvexChange of ideas laka panel
discussion.

EXTRACURRICULAR DUTIES OF TEACHERS

In addition to regular teaching duties, a faculty member will
be asked to accept other responsibilities oncoccasion. Such
responsibilities include:

Registration' - - Ali faciilty members are expected to be
alienable for student registration at the beginning of
each term.

StUdent Counseling -- Some faculty members are selected to
serve as freshman counselors and departmetil chairmen, or
other\members of the department selected by the chairman,
will act as ad4isors to major students.

Achrisini student organizations -- at the request.of the
organization/.

Serving on various, faculty-committees and councils-

Speaking-in chapel or Participating in other campus
---prog

Acting as chaperon for student trips or functions.

4It is expected that members of the faculty will participate in college
functions as much as possible.

20
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FREE UNIVERSITY COURSES:

t E.

Faculty members contemplating or planning a Free University type
course shOuld 61.4 the approval of their own department chairman
and are asked to prepare the course In consultation with the
chairman of any academic areas involved and the Dean'of the College.
:The Vice'President for Academic Affairs is to be kept informed of.
such developments.

V. AIDS TO TEACHING AND RESEARCH

A. New Faculty Orientation
. .

An orientation prOiram for all new faculty.members is held each fall
before the opening of school and immediately prior to the facultt.
workShop.. The. orientation program is intended. to:familiarize
incoming. faculty metbers,with cimpuefacilities,major'adMinistrative
officers and fUnctions, and general college policiesend,practices.
Additional orientation' sessions may be scheduled throughout
school year.

B. Faculty Workshdp

The entire - faculty meets.in a One-two day workshop prior to the
opening of the'fall .termi All ficulty members are expected to
attend all sessions, and hushands/wiveh are invited'tO participate.

C. 'The Library

The collections of the Library are planned Co meet, the needs of
Wheaton Collegestudents,jaculty and. taff_for reading and study
in the-liberal arts. To provide_for these needs', the. Library offers

' access to approximately 163,000 volumes including over 19,000
<government documents which the Library Maintaina aLs'U. S, Government
Depaitoty:.,,oyer 800 periddlCal titles are received:Ohirently; back
files are available in bound form (*microfilm, some dating to the\

1860i. Most of the.periodical titles are'indeiced in one or more °of
the several indexes available. The microfilm collectionihcludes'a
complete file of New York Times newspaper from 1851 to date and-the
London Times newspaper from 1785 to the current year of filming.
Other resources Include a small pamphlet and a college catalog
collection; The Special C011eCtions contain rare books, books on

'i,Mormons and Mormonism and the College:Archives.,

4'
The Library includes many basic bibliographies and collections of
primary sources for research studies.. When our own resources prove
inadeqUate,"users are-invited to consult the Reference Librarians
who will suggest an-alternate source from LIBRAS, Infopass, Illinois
Interlibrary Communications Network,,,etc.
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Photocopying machines are available.in the PeriOdidels.area and on.

the main floor.

Faculty may ask assistance from the Head of Publi0 Services in
acquainting the, tudeilts in their'dlassea.with Library.resoureei
available for particular disciplines

The Library is.open almost 92 110 r aWeeek. according to the following
.schedule:.

Monday - Thu
Friday
Saturday

-

a.m. -- 11:00 p.m.
: 7:15 a.m. r- 10:00 p.m.

8:00 a.m. -- 10:00 p.m.

*

Special hours are posted in advance for vacations, holidays, and the
summer quarter.

Faculty'can aid in maintaining effective services and maximum Use
of resources by-observing these procedures which have been developed
"out of pradtical experience:

Circulation:

Faculty and staff members have the privilege of checkiig
out books for a two -month period. All but the current issues
of periodicals may be checked out for one week only by Fadulty
40 Staff. -Nero:acquisitions are displayed' near. the circula-
tion desk for your attention and-mey be checked out. Faculty
are notified when requested'eccessions,are cetaloged'and these
books are held in the Cataloging Department for a three -day
PeriOd.befbre_beineLplaced on-therUew book:shelf. Newbooks
which have not been.pia-cessed-may te'reluested from the person
in. charge at the circulation desk and may-bechecked out
only for a:two to three-week period.

Reference Books:'

Reference books, bicausecf their frequent use, do not
ordinar ,ily circulate.

Reserve Books:

When it, seems advi( able to place books on Reserve, ,contact the
Reserve Assistant for the necessary form. Fill out-the.form,
and return it to the Reserve Assistant at least one week
before the class will be expected to use the materiiille.
FacUlty are limited to placing On Reserve only those booka-Or
materials. which a largenuMber of students.are expected to

-consult in a short period of time. The Library reserves the
privilege of-removing from Reserve any material which has not
been used within a two -week period, All Reserve materials may
be checked out for a two7hOur'period or overnight.

c.
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Ordering. iewBooks:

Faculty are requeited to assist the Library Staff in cirderiUg
bo0ks and periodicals. A bOOk budget allotation is made for
each Academic-4epartment. Order'cards are available in the
Library Office. Complete information Should btplaced on

4
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the cards, the order approved .b n c airman, and
Jesartids-submittedto the Director of the Library. To avoid

duplication, the card catalog should be checked carefully before
the order is. plaCOd.

D. The Instructional.Media Center (Located in Rooms W-106 andJ1-105, Blanchard
Hall) - /77"7

4r.

This center has been established to give help with a wide range of
instructional materials.. If assistance is desired in a way not :listed
herein, inquiry is invited. Equipment.and-service for academic functions.
is Coit-free. For personal use a'nominal charge is Made;

Equipment available for Classroom Use

16 mm sound motion picture projectors
8-mm silent '-motion p ture projector
Combination 2 x 2 slid filmstrip projeCtois
Taperecorders (reel-to- eel; cassette; stereo).
.35 mmtill camera or 16 motion picture camera for academic

c projects. ;

Sound' -slide projector:
FM.radio broadcast forclat.eroom:
TV tape telecasts for classroom use',
Overhead projectors (for use with transparencies
Opaque projectors,(for use with,pictures, opaque material)
3-1/4 x 4-1/4 lantern slide projector
.3-speed phonographs. a

Motion picture screens
Slide and filmstrip. table viewers '.

TV.csmera, videotape recorder,. monitor
Copy. cameralacilities:

Coltege.Film/Fiimitrip Library
"

41,

.The,College owns' approXimately 80 motion picture,films,an4 over
5002filMstrips fot academic use Films are: Oulhased only when a

-'wide and freqUent'ublge of them is anticipatedTeachers are encouraged
to preview. the list of such films and filmstrips in the Instructional-
Media Center.

Services Available

-The Director of the Instructional Media Center stands ready to
assist members of the faculty in improving instruction by providing
the following: *

3
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Assistance in the production of slides-, mierheadtransparencies,
etc.,.

Maintaining an extensive file of instructional materials catalogs.
. lteportin new materials'available.r.

a on Service in planningpurchases of instructional
media equipment._ 4, .

.

Assistance in the planning and ,conducting of field trips.
t. using instructional media equiplenti.,

' Assistance withspecial projects:(e'.1,4 produition of:

transparenties, duplication-of tape recorditiga, ea.).
Assistance*to students working on advanced' seminar -type projects

in both graduate and undergraduate schools'
Various photographing services for academic needs.
Recording clewsessions, lectures, musical events.and Other'.

-special affairs

-Requisition Plioceduree

May, 1973.

'
FilMer-HDue to thS increasing demand foreducation film rentals.
being placed on university film libraries, it becomes necessary-
to order films nearlya year in advance. Filnicrders for the
following school year are placed with the libraries each May.,
Specific film request, forms and instructions are'distributedyearly'
to 'the faculty.. Equipment, rooms, and student operator are
assigned forfilta shOWings by the Instructional Media. Center..
Quarterly fibs echeduletvAre distributed Wthe Center to the faculty:

Aeaton,owned Matei,iate:and Equipment..--College-owned materials and
equipment are availableto the faculty at any time during the school
week. with increased; usage of equipment being - anticipated, it is
recommended.thatthe Instructional' Media Onter is notified in
advance to reserve equipient. The Instructional Media Center is
open from 7:45 a.m. to 5:00 p.m. Monday through Friday.

StudentAssistants - (Due to the fact. that student workers often.
cantot'be located at a given mOtent.on a given day, requests for
added film showings, TV videotaping, etc.,* must bermade 24-hours in
advance.'

TV Studio and Equipment - Requests. for the use of TV equipment
are handled on sifirst-reqUeated, firot7perVed basis. Except for
special circumstances, all videotaping and playback.Will take place
in the TV-- Studio, W105., Blanchard,Hall.'

tiSpecial Reminder*: All instructional materials used on,campus are
to be ordered,.received, presented, and returned to their source 'by
the InstructionalMedia Center...*

.4
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INSTITUTIONAL POLICY ON FILMS FOR NON-ACADEMIC SHOWINGS

Guiding Principles for the SeLection and Use of Films

e,

a. All campus-approvedArganiiations with the exCeption'uf thrive_
directly related to /Academic Departments (i.e. Psychology,
AnthropOlogy,,Pre-Med Clubs, etc.) will Submit their film
requests, with written approval of the organization advidor to the
Progkims Committee for preview iithe manner described below,
regardless of whers"the film is ultimately to be Shown.
Organizations directly related to Academic Departments'will,
Submit theirfilmArdeks to. the Instructional Media Center with
the advisoes,:approval, to beirocessed in the same manner as
academic film orders. Any film `'to be shown campUs-wide, even.

though initially brought in by a smaller group (e.g. cliasroOm),
must have the approval of -the Programs Committee.

. The preliminaryselection'of,filws. shall be made by the
Director Ofthe -Instructional Media Center with-the
tentative approval Of the Programs Committee. These
OreliMinary arrangements, however, must be made sufficiently
in 'advance so that final approval of the'film may.b made at
least, two weeks prior to the showin.

c. Whether a film is'accepted, or,rejected, any. expense. involved
shall be boineby the organization ordering the film.

d. In general the selection of films should be controlled by
the following considerations:

1. It is the policy of the College to use films Of. a cultural',
educational, or spiritual nature only. Oelect cartoons .

may beConEiidered by the Committee in termsof their individual
swift.)

. It is the policy of the_C011ege to `encourage leadership and
student participation in campus activities._ Consequently
the f011owing provisions concerning the use of films for
class parties, banquets, etc., Will,beln.effect: (1),. only

short films And longer-than 45 minutes) may be requested,
:and (2) only those films wh!th fit well into the theme of
the party or banquet.

.

I. Only films about Which there is no legitimate question
should be.selected.

4. Christian films, even though labeled Christian and produced
by Christian producers, should be as carefully reviewed, as
films from other sources..

5. No films should be brought to campus forte purpose of
raising money for any organization that benefits only a
part of the student body.
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The Academic Computer Center (Room 122, NeW SCience Building)

The Academic COputer tenter has'been established to. provide computing.poWer
to all disciplineS and for,all.academic related functions. All students
and faculty are free to use. the service, without cost, for academic and
scholarly projects. Personnel support consists of a director and student
assistants, and its basid purpose isto assist in the development and use
of computer methods for demonstration,- laboratory, class work and research.
Assistance is available for laboratory supervision; the tailoring of
previously written programs,. deVelOping new programs, nd in understanding:
the implications and results of the programs.

. :

Equipment consists of a small laboratory computer, a Digital Equipment
Corporation PDP-42; with Versatile capabilitieS as a demonstration,
experimental4jaboratory computer. A

Several terminals tied into the administrative time sharing system
as well as some phone lines tied into this time sharing systet are'
avail le 24 hours a day for general Purpose programming. small
accou with thejIT UNIVAC 1108 computer system Wavailabl&for use
when -the capabilities of the on- campus system. are inadequate. The
laboratory computer is located in the Science Building, room 122. The
time sharing terminals are located in room E-3 in the basement of Blandhard,
and the DireAdes office is Iodated in room 120 of .the SciencerBOilding.,

F. Office Facilities

An.attempt is made to proVide each faculty member with an individual
office. However, space limitation will require some faculty members
to share office facilities% Office assignments are made each. year
prior to the -fall term by department chairmen- All requests for major items
of office furniture (desks, chairs, file cabinets) should be directed to the
Vice President for Academic Affairs.

G. 'Student:Assistants

A graduate student of high -scholastic standing may be assigned to a
faculty member as an academic assistant. Department chairmen recommend
qualified candidates to the Dean of the College.foy official assignment.

Undergraduate students may be assigned .to faculty members for clerical
help or:for instructional. or laboratory, assistance.. Ordinarily it is
expected that teach#rs carrying a normal lbad will correct, their, own .
papers.and handle other routine tasks. Department chairmen present their
request for student assistants in their annual_budget requests. Applica-'
tionsjor student assistants ar submitted by the department chairman to"the
-Dean,Of the College for appr v 1. Application forms may be secured from the
office of the Dean of the Coltge.

a

May, 1973



H. Claus Visitation

'Faculty-Members are encouraged to visit classes of.other instructors in
order that there may be mutual enrichment of teaching practiceS. Occasional

_visits by department chairmen and administrative officers may be expected.
It is anticipated that the visitorAoill confirm his visit in advance.

Teacher-of-the-Year Awards .

In evidence of concern forexcellence in classroom teaching, two "Teacher-
of-the-Year" awards, are made ,annually. Winners are given'a wall plaque and
a cash award. Onteadter is selected from the ranks of Instructor, Assistant
Professor, or Associate Professor, and the other from the Associate or full
Professors. Three years of faculty serviceat Wheaton-is required to be
eligible for thess`awards. Winners become eligible for a second honor award
rafter eitht additional years of teaching at Wheaton.

Nominatibns may be made by any faculty member, and a committee of the
'faculty makes the finalselettion. The criteria used in determining these
awards are: academic preparation, performance in the classroom, prodUctive
scholarship, student counseling and guidance, and service to the College
and academic community. °

O

VI. PERSONNEL-POLICIES

A: Faculty Contrabts

Annual,contracts for the forthcolMing academic year are extended' to faculty
members early in the spring:Of the year% Signed contracts are due to be
returned within thirty days, and are not valid beyond the deadline date
unless special cbnsideration is givenhy the College.

It is expected that the faculty member will.not ask to be released from a
signed contract except on the basis of extraordinary circumstances or
Where the requested release is clearly in the best interests of the College.

B. Off-Campus Employment - Guidelines

Wheaton Cdllege recognizes the privilege of the'faculty member to accept :
off-campus employment. Appropriate faculty activities can enrich pro-

', fessiohal cOmpetence and provide a Service both to the church and to society .

such as the academic community alone can render;

It is also recognized that excellence in teaching'requires time and energy,
and that,the first professional responsibility.of e faculty member is to

1the College. -The, following guidelines offer a fr ork within which the
faculty member is free to exercise his own judgms Exceptions to this policy
should, however, receiye advance permission from the Vice President for
Academic-Affairs. In doubtful cases consultation with the Vice President is
urged. The faculty member may request that a decision by the Vice President
be referred to the Faculty Personnel.Committee for review.

.

,

#
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1. Off-campuadaytime;emplayment.is discouraged, other than that which

is directly, related to one's professional field; e.g, reseaikh,
lecture engagements.

2. Other employment should be confined to:that which enhances ones
personal effectiveness and professional usefulness,..

3. No .off- campus, responsibilities should be accepted which interfere
with one's contractual obligations to the College, and priority
should always be given to college auties including counseling and
committee assignments.

.,4. Part -time teaching. during the daytime at another institution should,
be approved in advance by theDepartment Chairman and4the Vice Presi-
dent for Academic Affairs. Evening teaching'at.another institution
should be reported in advance Co the Depantment Chairman and the Vice
fresident. Interim pastorates should be for a limited period of tine
and should be entered upon only with the prior consent of the Department
Chairman and the Vice President. .

31

C. Termintiou of Service

.-

Faculty appointments ma be terminated in the fpllowing Whys: (a) By the
faculty member, though voluntary resignation to take effect at the end of
any year of servide, provided notice, is given prior to Mardhq1.- (b). By the
faculty member or the trustees. through retirement as 'outlined beloW.'"
(c) By the Board of Trustees by reason of moral delinquincy, professional
incompetence or incapacity a failure to accept the. Articles of Faith of
Wheaton College'or abide by its Standards of Conduct.: (d) By mutual
agreement it cases not covered above.

. --, ,

Dismissal for reasons Other than moral delinquincy shall take effect at
the end of the contractual year in whichAnitiai notice ofintention to.
sever relations is'given.: Dismissal formoraldelinquincyahlayake
effect immediately. ...-

D. Termination of service with Tenure

The termination of an appointment for cause shall allow considerar;:on.by
the Faculty Personnel Committee and by the Academic Affairs Committee of
the Board of Trustees before gnal action is taken.by the Board. In
all cases the faculty member involved shall havethe opportunity twin heard
in his own defense andto discuss'the matter with those involved in the

.presence of those who pass judgment upon his case,

Incases involving professional incompetence; the faculty member concerned
may introduce the testimony of other scholars in the same discipline --
either from Wheaton or other institutions.

.

It .is understood that the final decision in alI:cases shall rest with the
Board of Trustees.
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,E. Retirement *

Upon teaching the age Of-;.65,the faculty- member shall.retire: The Board
of Trustees., at its option, may eXtend.a full or parttime contract, hillan
annual basis, -to any Asaaciatepr full Ttofessor 'after retirement. Such
post-retiremeht active service shall normally cease'it the age of 70.

F. Emeritus Status--

Emeriths status is regarded as an honor earned rather than an automatic
award on retirement. The retired faculty member may use his emeritus
status for prbfessional purposes as well as for continued participation
in College,convocations and similai events..

Criteria for Emeritu's Status:

1. The candidate should4bssestii.tenure at the time of retirement.

'2,

3. He should have attained eminimum age of 6!pears at retirement.

He should have been asepciated.with the College for at-least 15 years.,

Exceptions may be condidered in then illness. P'e. .
.

-..,,

1 '

4. He should have.achieVed,t _rank OfAssociate-Profes4or or Professor,
and would receive emeritus statue at the highest rank earned'.

_-
Procedure for,aWarding Emeritus Status:.

,..

-. .

1. Recommendation by the department Chairman. the division chairman, and
the Vice President for Academic Affairs to the Faculty Personnel
Committee.

2. Recommendation by Faculty Personnel Committee.

'3. Approval by the,Academic Affairs Committee of the Board of. Trustees.

' 4. Approval.by the Board of Trustees.

G. Salaries

Faculty salaries fcir the mdemicyear of nine months are divided into
twenty-four-installments over thercalendar year. Teachers are paid by
check on the last business day preceding the fifteenth day.of the month
and on the last business day preceding the last day of the month except
August 31, which is the end Of the fiscal year, and payment is deferred
until the firsebusiness day. in September to allow for the auditing of the
books.

C

Salary checks issued on the fifteenth
regular base salary, less standard tax
one-halfpreMium for retirement plan,
estate contract.

May, 1973

of the Month. show:s one-half
deductions; also, if applicable,
apartment °rehouse rent, or real
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Salary checks issued on the last business day of the month reflect the
same items as appear on the 15th of the month check, but also include
such adjustments is: monthly premiums for dependents.on Blue Crass/
Blue Shield family plan, gifts to the College, and any miscellaneous charges.

/
,

Wheaton has a "flexible base-age-merit " faculty salary schedule which/serves
as a guide in determining salaries. Salary, increments are not automatic', ,

but, subject to budgetary appropriations, are based on cost-of-living adjust-
ments, faculty age, and merit evaluation. The Vice President for/AcademiC -,

Affairs will consult with any faculty member on individual salary mafters
or institutional salary policies.

H. Insurance

1. Life Insurance

Faculty members teaching six or more full courses per year are eligible
for group life insurance. The. College pays the entire premium for
each employee. The amount of .insurance coverage-ranges from $7,000 up to
a maximum of $40,600 depending on the basic annual salary.- This group
plan offers a conversion privilege at retirement or termination of
employment. The insurance coverage is neduced at age 65.

2. Hospital Insurance

Blue Cross.Plan for Hospital Care underwrites our group hospitalization
and 'offers 120 days of benefits for each:illness or accident.

The College has the Comprehensive Plan which provides broad benefits,
and pays for the monthly premiums for individual coverage. Where an
employee has the family plan, the additional premium for dependents is
handled through payroll deduction.

An employee terminating his employment or taking retirement has the
privilege to convert to a direct payment plan.

3. Surgical-Medical and Major-Medical Coverage

The College has the Blue Shield plan for surgial-medical and
major-medical coverage. The surgical plan provides payment for surgery
up to a specified amount; then; after a deductible of $100.00, the
balance of the Surgical bill or bifls (if more than one surgeon is
involved) will be paid on the basis of 80Z (by Blue Shield), 0% (by
the individual). -

In-hospital benefits are payable when an emplofte is confin d in the
hospital but does not require surgery. The Blue Shield plan will pay
$6.00 a day for the first five daily visits of the Physician and $4.00 a
day for the next 115 daily visits.

May,.1973
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An.employee may apply for e conversion surgical and medical policy
(Major Medical not offered on a conversion basis) in the event of
retirement or termination of employment.

34

:The Blue Crosp/Blue Shield major medical coverage provides benefits for:

(1)*cOvered hqspital services in. addition to basic Blue Cross benefits
-- up to-110,000.00 within a member's lifetime.

(2) covered medical-surgicil expenses in addition to basic Blue Shield
benefits -- up to110,000.00 within a member's lifetime.

(3) other eligible expenses for out-of-hospital cases of "injury" or
"sickness under treatment," such as: visits to an M.D., drugs by
prescription, blood, nursing services of R.N., X-rays, lab
services; and others.

A $100.00 deductible applies to a benefit period of any 12 consecutive
months in which covered medical expenses may apply to more than one4
illnessjor each insured member. After the,deductible has been
satisfied, the plan will pay 430% of the eligible expenses incurred during
any benefit period up to the maximum allowed.

Brochurei that give.a.condensaiion of the benefits offered in the plans
may be obtained froM the Office of Personnel Services.

4. Betirement Program

The College hisbeen Under the Federal Old Survivors and Disability' ,

insurance Plan'sinceApril, 1951. All employees hired by the College
since that time are:required toejoin the Social Security Program

In addition to Social-Security retirement benefitsi.the College
participates in the TIAA-CREF Retirement Plan. The employee may
elect, to contribute either 3% or 6X of his basic monthly salary and the
College contributes a similar amount to his retirement program. This
combined amount is fully vested (owned 'by the individual participant).
An employee may elect to haVe his salary reduCea:bytheamount of his_.
monthly premiums--thereby deferring taxes.on the contributions until
'retirement years._ 5:

To be eligible for the TIAA-CREF retirement program, the ficulty member
must be on a fuli-time basis, must be at least thirty years of age,
and must.have served at Wheaton foX one year.

The faculty member may elect to 'allocate the total monthly premium in accord
With one of the following options:

May, 1973

100% TIAA; 0% CREF 50% TIAA; 50% CREF 0% TIAA4,100%:CREF
75% TIAA; 25% CREF 25% TIA114.75%;CREF
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TIAA premiums are invested in fixed7dol ar obligations-'-a broadly
diversified group. of bonds and mortgage . CREIrpremiums purchase
accumulation units in a broadly diversified common stock fund.
Earnings on both TIAA and CREF are reinvested.

0..

If-a participant dies before ,retirement, the full tIAA -CREF accumu-.
lation is payable to his beneficiary. Several income-options are
available to the beneficiary.

35

While you are paying periodic annuity premiums, you may make extra payments
to,TIAA-CREF annuities at anytime. An annual individual report is sent
to each participant.

A special brochure is available in Petsonnel Services Office for additional
information.

5. Workman's Compensation

All faculty members,,full-time. and Tiart-time
accident in line of duty.

are protected in case of.<-

ShOuld a faculty member be injured while.working, the Wary is.Wbe
reported to the Department Chairman immediately, even iftWii/Ory,
betonsidered a minor one Then the member.is to-report in
at the llealth Center at once for emergency treatment'and/or for referral
to' an. authorized M.P.

A faculty member-who:is disabled because of an accident will receive
compensation and medical expenses in accordance with the Illinois
Workmen's Compensation:Act.

College sick leave benefits apply insteada..Workman's coMpensation
during the fiist three moths of

6. Sick- Leave (TIAA Total Disability InsuraneePlan)

The general policy for sick leave is to pay the regular Salary'ror
three months in the event of disability due to sickness or to accident.
The term Total Disability meani7the inability of the employee, by
reason of sickness or bodily injury, to engage in\ any occupation for
which the employee is .reasonably fitted by educatitraining, or
experience."

Employees meeting the-following qualifica tons are covered for ,

additional benefits of an extended disability income plan. (All,

other regular fulltime salaried emOloyees will continue to be. eligible
for paid sick leave as provided in the paragraph above.)

ELIGIBILITY FOR EXTENDED PLAN:

(1) Regular full-time salaried employees
(2) At least thirty yearfcf age
(3) At least three years of continuous employment

May, 1973
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7. Extended Disability Income Program
o

Extended disability income benefits (beyond the three months sick leave
with pay) is now under the TIAA insurance plan and provides:

(1)A monthly income benefit:

After the first six months oftotardisability, en,insuted
employed' would receive monthly disability income based on the
formula: 60% of the first $1000.00 of monthly salary plus 40r
of any monthly ealary in.extess of $1000.00, reduced by any
amounts received fromikcimen's Compensation or Social Security,
not to exceed $1200.00 a month. ("Salary" is the monthly wage
exclusive of bonuses or overtime.

. ,

(2) A monthly waiver benefit:,

The monthly amount being paid to the employee's TIAA-CREF
retirement annuities (not- to exceed a total of 12% of monthly
salary) as of date disability begins, is credited as monthly
premiums on TIAA-CREF. A '

An insured employeevould be entitled torecettrie these benefits
until age 65 is reached.

The entire cost of the extended:disabiliry program is carried by the..
College.

Moving Household.GOods

The College will pay for selected services when incomin faculty members
move household goods to,the Wheaton area.

The specific services are:

1. _For a move requiring van services

Carton furnished by the vin line.
Fragile itemsrpbe.packed by moving company.
FVP Full,Value Protection'Insurance.
Non-fragile items-to be. packed-by faculty member.
No appliance servicing. provided.

Note:

4 '"
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Book collections are to be shipped via the lease expensive-z
camitercial carrier (Parcel Post, RailwayExPrees, eti.0 and,
will be included in moving allowance.



a move with minimal furnishings and household goods,where
/

van
ervices are not required

37

,The actual rental cost of trailer, or truck
Twelve cents per travel one-way.for family cars (a

maximum .of two) -:: .
k

No lodging or meal expense provided.
.

. ,

The fatuity membet willi)e expected to pay for any-additional services.
Individuals are urged to exercise discretion in moving 86.as to
minimize costs to the College.

Money received as reimbursement for moving expenses must be included-in
gross income. The employee is then perMitted to deduct his expenses to the
extent which they qualify as deductible moving expenses. Amounts must be
included in incohe whether received by the employee directly or paid to a
third party on'the behalf of the employee. For further inforiation4see
the College Controller,

J. Faculty Absences

Facultymetbers,are expected to fulfill their contractual obligations to
-

the College. It.is expected that all faculty members will attend the pre-
school faculty workshop and remain:on eampds through commencement. If it
becomes necessary to be absent during the academic year, the faculty
,member should arrange for his classes and other assignments and.clear the
matter with his department chaitman in advance. The Bice President for
Academic Affairs should:also beinotified regarding absences.

K. Leave4Of -Absence

Adeave-of-absence may be granted upon the request:of a.faculty,member for
study, research, travel,-health, or:special services elsewhere on
recommendation of his department chairman, the Faculty Personnel Committee;
and approval by the Board of Trustees. Normally leaves are fora peiiod
of a quarter or one academic year.

° Leaves of absence may be extended upon the request of the faculty member and
at the convenience of the .College. Although it is.expected that the College
will not make a permanent appointment duringthe leave, the College, does not
guarantee, except by prior agreement, that a position will be held open
until the return of the faculty membet.

Basic fringe benefits will normally be continued by the College during the
initial year of a leave-Of-absence. Fringe benefits, will not be continued
..beyond one year. Faculty members must make arrangements with:the office

. of Personnel. Services regarding the continuation oLfringe benefits during
the period of leave,.

May,- 1973.
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L. Tuition Rebates

Children of full-time faculty members are eligible for tuition rebate for
study at Wheaton College and other selectedfully accredited'out-of-state'.
Christian colleges. The College'willuiderwrite the coat Ofttiltion,
exclusive of student fees!, not to,exceed the tuition amount, currently
charged at Wheaton. An,educatienal allowance of up to $500 is.availabli
for attendance at accredited Illinois colleges and universities,if,
following application. for an Illinois State Scholarship, the family finan-
cial need exceeds the state scholarship grant. Tuition' rebates are-
subject to the following restrictions:

1.- The studenemust be in a full-time degree in an undergraduate
schOol up to a maximum of four academic years-.

2. If the recipient leaveir the College before the end of the academic
year, payments will be refunded to Wheaton College in accordance
with the institution's regulations governing fhe adjustments of
student accounts.. .

-

3. Educational benefits to faculty children all be discontinued at
the end ofthe term in which they are married. i

Full-time faculty members and their wives/husbands mayaudit or enroll
tuition-free for Wheaton College credit up to sia courses per calendar
year. This privilege is extended to both husband and wife°at the same
time. x

Following is a list o
rebate applies:

Asbury College
Barrington'College
Bethel allege
Eastern Mennonite College
Gordon College
Houghton College
John BrownUniversity.
LeTourneau College
Malone-College.
Messiah College
Nyack Missionary College
Seattle-Pific College
Spring Arbor College
Tabor College
Taylor University
The King's. College

Westmont College

May, 19Z3
, -

out-of-state Christian colleges where tuition:

Wilmore, Kentucky
,Barrington, Rhode Island.
St. Paul, Minnesota
Harrisonburg,
Wenham, Massachusetts
Houghton, New York
`Siloam Springs,-Arkansas
Longview, Texas
Canton, Ohio
Grantham, Pennsylvania
Nyack, New york
Seattle, Washington
Spring Arbor', Michigan
Hillsboro, Kansas
Upland, Indiana
Briarcliff Manor, New York
Santa Barbara; California

G
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for attendance at a selected Christian College not located in Illinois,
a "Wheaton -College Application for Educational Benefits" is to be,
submitted to the Director of Personnel Services and renewea.prior to

'',the beginning ofeaCh'iCheol year, along with an itemized bill from the
, college involved.

Additional information. regarding-the tuition rebate program for faculty .

children is. available from the Vice President for Academic Affairs.

VII. MISCELLANEOUS INFORMATION ON POLICIES AND SERVICES

ACADEMIC GARB

The faculty appears, n academic garb at the commencement exercise in
June and at specially designated events during the school year. The
wearing of academic garb other than that true to rank is considered

;unprofessional.,

,N Central Stores (located;inthe Seryice Building),has a limited supply
of acadeMicgarb available for itCtilty Metbers.. A nominal- fee will be
charged for rental at

. commencement exercisee. The supply is limited,
and advanced notice of needs will generally facilitate service.

ALUMNI ASSOCIATION

The Alumni Association is an independent organization serving over
14,000 alumni and offering significant support'and assistance to the
academic program of the College.'

The Alumni Aseociation make's regular contributions to the College
for faculty salaries. In addition, the annual faculty ieSearch grant,
periodic faculty study grants, and other programs make agenuine
contribution to the work of the. College.

..
The Alumni Association is located on the first floor of Blandhard Hall.-

BOOKSTORE DISCOUNT

All faculty and staff members are.giveh a regular discountoonpurchases.
at theCollege BoOkstore. Discounts are applicable for the entird. ,

family of hill-time .employeetror.regular faculty members. Presentation-
ofiaculty identification'cards.willesaist the clerks in recognizing.
-your apedial status. No discount is. allowed on special Orders for
personal use.
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BUSINESS OFFICE SERVICES.

The'Business Office-is available to servelaculty:and staff members
through the following services:.

a. . Free.notary. Oublic.service.

b. Cashing ot-persona/Checks.

c. The Busineas Manager will give advice and counsel relating to
teal estate values, loans, or financial Contracts.

CALENDAR

The official' calendar of campus events is kept in the Student. Personnel
Office. Selectiod of dates and booking of events should be made in
coisultation with the Stddeit Personnel secretary in order to avoid'
conflicts. The official academic, calendar is printed in the annual
College Catalog.

CAMPUS EVENTS .

Faculty members are admitted to most College athletic events upon
presentation of their identification card. General* a small fee is
charged for reserved'seats. Tickets for Artist Series, lectures, and.-

_concerts are normally sold to the College family at a substantial :.

reduction.

CAMPUS SALES

. .
. .

The raising of funds for campus related activities'by solicitation
or sale of. goods and services by student'gradps and. individualsIs

.

generally' prohibited. Permission may be granted for,special projects
by the Dean of Students. The used campus facilities la; solicitation
or sale of goods or services'by students or faculty is expressly prohibited.

CAR REGISTRATION

Parking permits for faculty and staff cars are required and may be
obtained by registering cars at the Business Office. (See p..47 for
Restricted Parking).

CENTRAL FILES

. ., .=.

Permanent record folders for all alumni and forier faculty members are
maintained in the Central Files Office in the east basement in Blanchard ..

Ball.
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.GT4PEL SERVICES

Daily chapel services-from 10:20 to 10:55 are designed for the entire
College family. Faculty members are'expected to attend. Although
most services are planned by the Faculty Chapel Committee for worship,,
instruction, and challenge, there are occasional convocations. The
Graduate School holds separate chapel exercises.

.COLLEGE CATALOGS`.

4 .
.

Copies of the Wheaton College Catalog, which is published in-the spring,.
may be obtained from the Office-of Admissions and Records: A collection
oUcurrent catalogs of other-colleges-and universities is found iti,either
the Library Or the office of Admissions and Records.' These are available
for examination..

COLLEGE DIRECTORY

A College Directory listiug.addresstelephone, and room number for
faculty,' staff, and studentsii published each.falL, A copy is giveh
to each faculty and staff member.

COLLEGE VEHICLES

College vehicles are availabielor official college business and
occasional personal use. The vehicles are limited in number. College
business would'always have priority; generally on a first come, first
served basis. Due to insurance coverage, the personal use of college,
vehicles is limited to faculty members, only--not to members of the
family.

As there is limited provision in the instructional budget for, transporta-
tion, it may be necessary that the cost of field tt1,0be charged to
participating students. ,tindividuals will always-bi\Ofiarged for the per-
sonal use of: vehicles. At is the respohsibility,of,-
to see that-appropriate settlement made with ,the, siness Office in
all cases. =Charges for college,vehiCles are as-fol was?tv

Sedani and:Wagons
'Buses: Diesels

Chevy Van.
Panel and Pickup Trucks
Large Truck

May, 1973
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The College w
business. The
coverage for em
business and re

11 pay mileage when privdte cars are usedIor College
ollege-insurance policy DOES.NOT include liability
loyees who drive their own, automobiles on College
eive mileage reimbursement.

To encourage cb tinued use of personal cars for College business,
the normal mileage reimbursement will be increased for any employee
who has bodily injury liability insurance of at least $100,000.00/
$300,000.00. See the College Purchasing Agent for details.

COUNSELING OF STUDENTS

faculty members are expecte-tb handle much of the rpUtine student

42
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counseling. Students:with unusual personal or emotional problems:
should be directed to the Student Personnel` Office for referral.
Students' uncertain as to vocational plans should be.referred't6 the
College Vocational Counselor, who is equipped to administer and
interpret Vocational preferehce measurements and to offer. vocational
advice.

'DUPLICATING SERVICE'

The service of this office is available to the entire College family.-.
Instructors may availthemseIves of the service for classroom work,
examinations, work. for student organizations which they sponsor; and
pereonal work as 'time permits. Multilith (good quality, pictures, etc.).,
high-speed copier - offset, and xerox (1-10:coPieS3 may be. ordered here.
College work always has'priority in schedulingy and during busy seasons
it maybe impossible to accept requests for.personal.jobs.

-Ali sales to. students, whether one or more pages, with or without binding,
.must be made through the College Bookstore. ,A duplication "application
form"-is-to:be filed with the' Duplicating Service before:work can be
accepted.

Copy submitted should be in good ford, checked for accuracy, and typed
if possible. An'order form will be filled out at'the office indicating
nulber-Wanted, date, 'ctc. Work for reproduction on:the copier should be
typed. on plain white bond.*imot erasable bond- -when possible. °. .

Several xerox machines are available in major campus buildings. A nominal
charge is made for xeroxing materials. A.self-,service ditto. machine for
small jobs may bemade available. through the office of the Vice President
for Academic Affairs.

A wide variety of attractive programs, chirts, letterheads, piCtures,
bulletins, etc. can be produced. The office is equipped with an-
electric stitcher, drill,'folder, large'paper cutter; IBM Selectric
typewriters, Varityper, and Embosograf (for posters).
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EMERGENCY ALARMS

When the College fire alarm sounds, all claases.are immediately
'dismissed. Students should be instructed to leave the building
using the proper exit.. Exit instructions are posted on the wall
near the door of each room. Students should move outside well away
from the buildings until the all-clear signal is given. Classes will
then be resumed.

A tornado warning is sounded by the city warning siren. Generally
in masonry and.brick-buildings, the.windows should be opened, and
students ahoUld remain in the building and away from the windows..
In frame buildings the,atudeits'should seek shelter.in the basement.
In large span auditorin,"atudents should seek shelter in the basement.
(Alumni Gym), locker room area,(Centennial Gym), oreast wing of the
building (Edman Chapel). Classes should be 'resumed on the all-clear
signal.

EMPLOYMENT

The college hat; a general policy of not. employing two members of the
same family in one department.

FACULTY HOUSING

' The College cooperates in assisting faculty and staff members in
securing adequate housing. Speciarattlntion is paid to new employees.
The service is limited by.the-number of college-oWned hOuses and Apart-

:ments available. Requests for faculty housingishonld be channeled
through.the office of the Vice President for Academic Affairs.

FACULTY RECORDS

An up -to -date faculty folder is maintained Tot each member of-the
faculty in the office of-the Vice Piesidentfot Academic Affairs.

-Annually.faculty members are asked to complete a questionnaire outlining
activities and achievements of the current year.

FOOD SERVICE

The Dining Hill la'equipped to aerie faculty and staff members
cafeteria style. Any facUlty member who plans to eat in the.Vining
Hall regularly will find considerable savings_over the cash prices
by purchasing a quarter meal ticket from the Business' Office at the
student rate.
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To'encourage campus fellowship, facultymembers.may.eat lUnch in the\
College dining hall at reduced.cost. The, faculty:member,pays a minimal
fee, and the College subsidizes the remainder of the cost. 'Faculty
members are expected,to.preSent faculty identification cards, pay the
.small fee, and:to eat with students or fellOw1aculty members.

Party rooms are available for tgroupS desiring to eat together.
ReserVations must be made with-Food Service well in advance.'

GRADE RECORD BOOKS

Grade Record Books can be obtained from department chairmen. Record
books must be preserved and filed with department chairmen when the
faculty member leaves lTheaton College.

GUEST ROOMS
Za

The,College has several guest rooms available for official guests.of
the College. Rooms not required for College guests may be reserved
by others on a first-come, first served basis. Reservations may be
made at Fischer Hall desk.

HEALTH. SERVICES

The College Health, nter is open to.factflty and staff members for
emergenc. care only. Limited out-patient service, including. dnor.
treatment and medication by a resident nurse, is generally available.

"HONORAY DEGREES

lntrOductory Statedent

Hay 1973

The honorary degree at Wheaton College should be an award recognizing
merit and excellence. It should be given Only to those persona. who
deserve to have :'public attention,cailed to their meritorious contribur,
tioni. Individuals should not profit from the honor simply because the
honor is bestoUed upoi them.: The right, to the honor should be there first,:
and Wheaton College simply recognizes it. The College should benefit
because it.has had the perception to recognize meritorious work, and the
recipient should be rewarded only in thit his merit is called_lethe
attention of the public.. In shOrt, his-claiito merit should not be .

that he has received an honorary degree tram Wheaton:College. '

Therefore, the appropriate degree shall -be given only to persons who.
.

already deserve the honor and recognition of Wheaton College as a'Christian,
Liberal Arts Institution, The/award should be limited and should be used
only for important and significant contributions. We should not cheapen
the degree by establishing'small criteria. A successful businessman, a

4 9
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successful minister, or the author of a book (unless of the unusual
quality) should not be placed in a position .of acclaim. Further,
honorary degrees shill .be granted only when there is special reason
for doing so, and the College should not'feel obligated to award the-
degree at' every commencement or on a regular schedule. basii.",

I. Criteria for Awarding Honorary Degrees:

1> A candidate shall .6aiie achieved distinction in a field of'honorable
.endeavor and shall:lump-made a distinct contribution to society on
'a substantially broad'basis and over an extended period of time.

.The candidate's characterandjdeals shall reflect concern for
the basic principled- of a.Christian Liberal ArtS College.

C. >Consideration should be given to the candidate who has .achieved
eminence and scholarship or rendered diitinguished service in his
profession. Consideration is given to fields'such.as: (a). Educa, 7

tion; (b) Science; (c),Medicine; (d)--Law; (e) ServiCeto the Church;
(f) Human welfare; (g) Pine Arts; (h) Industry and ComMerce.

D. In order to preierve the igh value.of honorary degrees, the
principled of granting:no more than two or three degrees each
year,.except upon extra-o Binary occasions, are maintained.

II.

1

Procedure for Selecting Candidates:

A. Nominees can be submitted to the. President at anytime by any
member of the 'Board of Trustees., the Faculty, the Administration,
the Alumni and interested friends of Wheaton College. 'These
suggestions must be made in writing and signed.by the one nominating.
the candidate. He must also include supporting data vertinent to-ihe
person_'s el41bility_for_ receiving-consideration-for t e. degree.

Nominations and supporting data 'should be in the President's office
by December` 1.

B. Qualifications of nominees shall be investigated by a committee
consisting of three members of the faculty and three members of the
Board of Trustees.- The faculty members shall be nominated by the

- (nominating comnittee of the Senate and voted upon by the Senate. The
College President shall serve as the seventh member, and shall chair
the committee. a

C. Candidates selected by the committee shall then be, referred to
the Senate for consideration. A two-thirds favorable vote shall
be required.

D. Candidates approved by the Senate shall then be referred to the,
Board of Trustees for findl consideration and action.

E. No honorary degree will be awarded in absentia.

Hay 1973
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INSURANCE ON PERSONAL POSSESSIONS

The-College carries insurance up to $1,000.00 for anyemployee on
personal property located in ,college buildings. This is subject to
a $25.00 deductible amount foi each claim. The insuratice,coverage
does not apply to theft or if other insurance is in effect.

: =

KEYS

Keys. forcampus.buildings ate available'fromrhe Service Department.
FacUlty members may obtain a requisitionfor needed keys from

, department chairmen. A 250 deiosit per, key is required. Request's
to major buildings should be cleared 'through the office of,

tke Vice President for Academic Affairs. r.

1

!v

LOANS FOR. FACULTY LEAVE-OF-ABSENCE

Upon request, loans may be made available to faculty members on leaiie
fOr continued graduate study. The maximum amount available is equal to
ten percent of, the salary multiplied' by. the nulber of years of employ-
ment. Normally repayment is to begin upon thkreturn of the faculty ,

member and is to be completed within three years of resumption of
employment with interest of 4% from the date of the loan.

LOST AND FOUND.

A Lost and Found Department is maintained in the,basement of Williston'
Hall. Department hours_are_poatedand upon proof of ownership, items
may be claimed for a small fee. It is important that articles found be
taken directly. to Lost and Found, or sent through CPO as soon as

4possible tOlacilitate recovery by owner.

11

MIMEOGRAPH

See DUPLICATING' SERVICE.
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NEW OR EXPERIMENTAL COURSES

To encourage experimental or innovative courses, academic departments'
May offer up'to 15% of departmental offerings in such courses subject
to the following guidelines:

a. The Dean-of the College must beintified regarding the txperimental
course a month prior to gistration for the iourse4n question.

b. Courses offered.on this basis will be alternated with courses
currently' offered, preferably those of low enr011eent,

5.1
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c: It is assumed that no additional faculty willbe engaged.
4 during the experimental program because of the courses offered.

. It is assumed that experimental courses will fall within the
annual budget allotment..

e
e. The. Registration Office will'supOly information regarding the

numbering of such courses.

NEWS ITEMS

The College News Bureau should be advised of allnewsworthy,perSonal.
. or. professional activities or. achievements. Tosafeguard against

confuSion, all such items should be. cleared through-the News.Bureau
and-should not be sent directly to off-campus.publications.

PARKING ON CAMPUS

Several parking areas are reserved for properly identified faculty
and staff cars. 'Pakking around _Blanchard Hall is limited to adminis-
trative officers, department 'Chairmen, and_facUlty_with Special'
needs who hive offices'in Blanchard Hall. Cars parked around Blanchard
Hall must display the special "B"-sticker. (See p. 40 for CAR REVISTRA-
TION).

PERSONNEL RECORDS

Personnel records for faculty, students, and alumni are maintained_in
the following locations:

May,'1913

Student Personnel Office:

1. Records of present students such as admissionkfolder, reports
frOm counselors, class schedules etc.

2. Confidential files of disciplinary actions.This file, is
not available to faculty except .by special permission of the
Dean or Associate Dean of Students.

Health Center:

Health records of present students.

Placement. Bureau:

Placement, credentials for all senior students._,

Admissions Office.:

- .

Recorde of all prospective student,both inquirers and applicants.,

52,



Registration Office:

1. Permanent academic record card for former and iiesent
students.

2. Academic iniOrmatio present students.

Office of the- ce President for Academic Affairs

Current faculty folders.

Central Files:.

1., 'Recordfolders of former studens and former faculty membera.
.

Q2. Employment records of alumni.

PLACEMENT BUREAJ

The Placement Bureau is operated by the College to-giVe placement
Services to both graduates and undergradUatee, :Registration in the
Bureau is rewired of seniors.

Placement involves a personal acquaintance witkgradWates,:the,
keeping ofcr.s.adequate records, the collection of credentials, wide
knowledge'of employers and getting these emplOyere dntouch With
suitable employee candidates.

A registration fermi is Available for Use in providing data and
names of_referencesv1Who are then contacted:. for letters of:reference.
Each senior is asked to name his major professor, ipadher,aHdean,
an employer, and two people...from his hole. These letters are kept on
file permanently. Faculty members are invited-to ueekthemaS'oceasion
demands. Zredentials'are kept 'ready for use by...gtaduatesat. all times,
prepatLinb2Kmacceptable to thimost exacting emOloyers'and in
lihe with high 'standards of placement bureawS.\

'

To.facilitate the work of the Bureau, it is requested that e'earbOn
copy of all letters of recommendation be sent to the.PlacementWfice
for their files.- Letters submitted. become p rmenent record and,thus
eliminate repeated writing of,recommendatio S.

. 144
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POSTERS
L

See DUPLICATING SERVICE. -

PUBLICATIONS

Student publications include:

5



The WheatOn record -- Weekly newspaper
The Tower --College annual
&don

. -- literary magazine

Official College publications include:

Bulletin of Wheaton COlege

President's News Letters
. ,

'The Christian Scholar's Review -- The -College sponsors, along
with a number of Other Christian, colleges, a journal entitled
The Christian Scholar's Review. The Collegeis represented on
the editorial board by one faculty member; all faculty members'-
are encouraged to submit manuscripts to this quarterly for the

-\ arts and sciences.

Other pamphlets publiched from time to time (generally available
fro -the Public Relationi Office).

The Alumni Association publishes:

The Alumni Magazine (Monthly)

49

The Alumni Directory (published periodically)

Broadcaster

The Divadcaster is the4Afficial campus anpouneeMent
-which is distributed.on Tuesdays and Fridaysduring all
Sessions. Notices-for the Broadcaster' must be turned in to
the Personnel Office'by 4:30 P.m*. of the day before it is to
be issued. Notices must be limited to Coll2e matters. Notices
Originated by students muse be approved by e.Personnel Office,
NotiCes sent!by faculty members should carry -their signature.
Personal ortommunity announcements will not be carried, not
may faculty members use the. Bivadcaster to solicit increased
enrollment in specific classes. 'Faculty and studeAts are
responsible for all information ap aring in the Broadcaster.

QUESTIONNAIRES

Questionnaires submitted to students or faculty members through the
Campus. Post Office Should be held to\ a minimum.. 'Student questiOnnaires
and,qUestionnairee.eubmitted by faculty .members or requiring a faculty
response mUst be approved prior to-distribution.
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RECORDS AND MAILING DEPARTMENT ,

The Records and Mailing Department, located in the east basement of
'Blanchard Hall, maintains.a general'ind'cleasifies& mailing list of
friendwof the College. .Upon .request the-department will furnish
currentaddresses Of present,or:former student and faculty members.-
The department will handle special, departmental mailings for instructors.

RECREATIONAL FACILMES

The facilities;of Centennial Gym are available to, all faCulty men
from 12100.noon-to 1:00 p.m. daily. All faculty membeiliCthay
participate in the_noon-Susindsi and Professional Adult Co-ed
Swim at-the B. R. Ryall YMCA upon. proper identification. 'Other

'recreational facilities and services are available through the
Physical Education Department.'

RECRUITMENT OF TEACHERS

Wheaton.endourages all:facultymembers-to be on the alertor
well-qualified prospective faculty candidates. InformatiOn
regarding qualified faculty.prospects should be shared with the
department chairman .or the Vice President for Academic Affaira._

RESPONSIBILITIES OF MEM134'RSHIP IN THE ACADEMIC COMMUNITY OF
WHEATON COLLEGE

Membership in an academic community is a unique, demanding, and
privileged experience. It is important for indiVidual meMberi and .

the institution as a whole to recognize the reciprocalresponsibilities
inherent in the lifeofsuch.a community. If maximum attainment of :

both personal and,institutional objectives is td be realizedl,. there
4nust be clear understanding of them and unity of purpOse and effort
in striving toward their fulfillment.' .

As aOhristian college, Wheaton is committed to an integration of
biblical Christianity with the liberal arts and iciences,.an integration'
relevant to'one's personal life; to classroom disciplines,
curricular activities and to ocietal experience in general.'. Therefore,
the: urposes'of Wheaton College, as.state4' below, are designed to
encompass the total life'of thosepersona'Who have committed them-
selves to Christ,, to this unique institution, and,to scholarly study
Which explores the llberalciarts in an historic Christian perspective.
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The purposes of Wheaton College are:

1. To provide a liberal education that introducei the student to
the organized fields of learning and preaents the Christian
theistic, view of the world, of Man, and ofman's culture in
the light of biblical and natural revelation.

To enable the student to understand truth in his kudy of
,Scripture, of nature, and of 'man; to pursue righteousness in
the individual life and in society and to appreciate' beauty
both in God's creation and in human literature-and the arts.. ,

3. TO assist the student to'understand, respect, and evaluate the
thoughts of others and to express his own thoughts clearly and
effectively.

4. To provide` opportunity for'concentration and research in-one
field of learning and to lay the,foundation for graduate and
professional training.

5. To help the student understand the meaning of life and his role
in society and the church; and to prepare him for the responsible
use of his freedom and ability by virtue of his commitment to
Jesus Christ'as Savior and Lord.

6. TO aid the-student in developing habits which will contribute to
his well4eingphysical, psychological, and ,spiritual --and will.
enable him to-participate constructively in community and church

,

life.

The-first goal 4.8 to provide a liberal-education that4.ntrodUces one
to all'organized fields of learning, while stressing a.. Christian
theistic view of the world,If man, and of man's culture, in the
belief that 'the Holy Scriptues area revelation from God which
enables One to understand and evaluate that whA,Ch.is_Iearned of
various subjects. -

As stated in -the second-objective, Wheaton believes thatiGod has
revealed Himself in natureand -in-man-AS well as in the-Bible, and
that the pursuit of truth and righteousness.and beauty. are imperative
for one who has committed his life to Christ.

The next two objectives relate to the critical interaction which
.takes place, in the classroom and to the adventure of learning in
a specialized field of study.

The last two objectives are particularly significant because they
,

relcte not only to life here at Wheaton but also to one's respon-
sibili.ties'after leaving College. The"College is persuaded that
commitment to Jesus- Christ"as Savior and Lord results in responsible
use of freedom in the employment of talents and capabilities which
God'has given.

May, 193
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rtis reco ized thatnOt all members of the academic community may
agree-as to specific means of implementing institutional aims and v
objectives. Foeinstanee; to achieve the'first objective the
College regdires of all the students A basic core of subjects,
including B b/e and.philosophy, literature, foreign. language,.
natural sci nee, art and music, social studies, and physical

4(

education. Sothe may disagree with-. specific aspects of these general
education eqUirements but nonetheless accept the total core.

( 4
. ,

4ikewise,Ithe College sees fit to ask members of this academic
community to .observe certain behavioral norms which, although
placing limitations on individuals 'while'theyare.associated with
the institution, help to. create an atmosphere conducive to the
achievement-of institutional purposes. While'stressing the fact
that the essence of Christian faith and conduct is totalocommitment
to Jesus Christ, the College believes that general,principles of 4

Christian behavior, such as observance of the moral law of God,
are explicitly,taught in the Scriptures and provide a standard of
behavior for all Christians The College recognizes that the
Scriptures do not 'provide in every case specific :teaching regarding
the behavioral norms adopted byWheaton College;' when personally ,

applied, therefore, the particulars of. the:Christian ethic in these
cases must bedetermined individually betweed:mmvand God.

The College asks all members of the academic community to commit
themSelves to these reciprocal responsibilities.

With the guidance and.enablement of-the Holy Spirit,-the,College is
responsible to:

1. Implement its purposes in such a way'aS tod6MOnstrate their,
relevance to prevailing needs and changes iehigher:edu0Stion,
the Christian church, and society.

2. Exhibit in administrative affairs, classroom instruction, and
co- curricular activities, the higheit standards of competence;
leadership, -and encouragement for Christian maturation.

3: .Formulate and observe standards of personal and professional
conduct consonant with the realization of institutional purposes
in a dynamic society.

4. Provide maximum educational opportunities within the framework of
the aims and objectives of the College.

5. Constantly improve the total program of the institution so as to
achieve its full potential.

6. Continuously maintain and reaffirm its commitment to "Christ and
His Kingdom."

May, 1973
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With the guidance and,enablement' of'. the HolySpirii, the student is
responsible-to;

1. :Cooperate constructively in the acpieveMent of the aims an
objectives of ibeaton'College and the responsibilities of
citizenship in. the community and-the natioh,

2. Exhibit Christian conduct; based on principles taught in the
Scriptures, which, will result-in the glorification of God, the
edification of the Churdh and his.own growth in grace.

3. Observe, while under the jurisdiction of thed011ege Wheaton
college's""Standirds of COnduCt."

.

4. take maximum advantage of the educational opportunities available
to him by ordering his life so that he can live in harmony with
both the academic and,non-academic goals.

5. Make full use of his God-given abilities so as to-achieye maximum
personal development.

7

6, Continually evaluate- his commitment to Christ and to the purposes
of Wheaton College.

Recognizing that God demands of His people the highest standards of
conduct indthat theria.re aspects of our.coutemporary culture which
are offensivetothe Christian conscience, the College believes
that the Scriptures give a certain basic fraMework within which the
individual may hien between himself and Gad the particulars of a
Christian p- 'Specific principles which the College
seeks to establieh`for itself and to encourage in its. studente
inelhOe:

-1.: The recognition that the Lordship of Christ extends to all of
life'and inVolves the observance of the moral law'of-God,..not

. only as embodied in the Old-Testament but. also as brought to
fruition it the life ofthrist and the Spiritrfilled life.

2. The responsibility to love God with all-our heart, soul, a nd
Mind, and our neighbors as ourselvea.' This will'involve an
unaelfish,.motiVating love'as-the'basis,for all of life's actions,.

.'decisions and;relationships,

3. The care and concern for our bodies as temples of the Holy Spirit
and instruments through which we seek to serve God.

. The right Of personal freedom in certain areas of decision-making
and the responsibility of.each to respect the standards and
decisions. of others in.these areas.



To `implement these principles into the fiber.of college life, the
College seeks to create an atmosphere-which- guides the student to:
a personal acceptance'sf these principles and'to an embracing -of the
total purpose of the ollege.:. The daily worship service,a,Christian
faculty 'dedicated to' these principles, anda Standard of..Conduct are
all parts of the Col ege'S efforts to establish an atmosphere. within
which the purposes of. the College may be promulgated. Hence, the
College expects adherence to the .following Standards of,Conduct_',
considered appropriate to its purposes: 'refraining from the posseasion
Or use of alcoholic heveragei and tobacco, from gambling and the use

:of traditional playing cards, from social dancihg, and from partici-
pation, in oath-bound secret, societies. The College further. xpects
the faculty, staff,and Students tO.exercise -Christian discretion
Andrestraint in the choide of entertainment including television,
radio,movies, theater, and,the various forms of Literature.

Students,V virtue of their enrollment, agree to accept the respon.-
.sibilities ofizemberShip in the academic community of Wheaton College,
which.includes adherence to the specific. Standards of Conduct stated
in the preceding Paragraph: While some may not have personal cow,'
victions wholly in accord with thesexesponsibilities And standarda;.
the purpose Underlying this statement necessitates the student's
honorable adherence to 'them while. under the jurisdiction' of the College
or withdraWal'if he can no longer in integtityconformtothen:'

SELECTIVE SERVICE

Inquiries relating to the selective service classification of
students should be directed to the Registration Office, Inquiries
andrequestsregarding the selective service classification of
_faculty-members-should-be referred to the Vice-President for Academic
Affairs.

SERVICE DEPARTMENT
.
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1. Sales

FacultymeMbers may purchase items such-as oil, anti-freeze,.
water softener salt,plUMbing, electrical, paint, and .

janitorial supplies which are in stock at the' Supply store.
Gasoline may be purchased at the College pumps by all employees
whose cars have permits issued by the Business Office. ."

2. Services

The'Service Department handles the custodial and maintenance.
'services for.the College. Minor emergencies should be-reported
by phone to the Service Office (5113 or 5114). Other requests
for 'maintenance, repair, improvements, etc._shouldbe sent in
writing with all pertinent data to the Director of.the Physical

5 9
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Irregular and after -hours use of-camplis facilities mustbe
coordinated Withthe Service'Office in order that custodial and
:Campus security forces maybe alerted,.

SPEAKERS' BUREAU

The C011ege'hasa Speakers' and Artists' Bureau. A brochure listing .

participants and areas of interest is available by writing or phoning,
the College. Faculty members are encouraged tojcarticipate in this.
program. InforMation is available at,the ColleAl switchboard in
Blanchard Hall.

SPEAKING ENGAGEMENTS ,

fi

The C011ege News Bureau disseminates information regarding faculty'
speaking engagements. Such informstio4ShOuld be sent to the News
Bureau as far in advance as possible,'So that appropriite publicity.
can .be distributed. Mimeographed-forms are available frOm the News.
Bureau for'this'Ourpose.

STUDENT EMPLOYMENT

A student employmentaffice is located on the second floor of the
MSC (Phone: 5030 or 5031). Students. available for house and
yard work, babysitting, etc:can be located through theemployment
service.

STUDENT HANDBOOK.

Information on the Student Government, Student Union, and policies
and regulations coverinlitudentlife is available in the Student'
Handbook, which:is published annually. Copies are available in the
Registration,Office or the Student Personnel Office.

TUTORING OF STUDENTS

Gccasional student.tutoring will be, arranged by the student through
the chairman 6t the acadeMiC department involved, Funds"for such
incidental 'tutoring are.to be drawn from. he department's Student
Assistance budget.. Long -range tutorial projects miist be funded by_
the student himself. College-tutorial ratesWill Conform to those.
established for Student 'Assistants.

May, 1973
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