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FORWARD

This ‘edition of t}m I“lm*r'l College Inforrnatiun Manual supercedes
previous ones, ’

}}“h(* Information Manual identifies specific duties and responsi-
bilities of the various segments of the faculty and administration,
lists general regulatmms and prerequisites, and shows the relation-
ships among the offices. - The brief statements of responsibilities
for the major college offices are not job descriptions, but are
-.guv’elmes to help faculty, staff and students direct quest1ons to
the appropriate office. >

In addition to the Information Manual, the College publishesfavnnila.»lly:
, - 2 : R

. Elmira College Catalogue .

a
b, Advisors . Manual
c. Continuing Education Catalogues :
“d. Graduate Catalogue
€. Faculty, Committee List .
f. Student Handbook
g Cnurse Description Catalogues
A H.

7 (,Iollege Directory

: These publxcatmns are con51dered part of'the Informatien Manual
in that they ex')and on c.crtam items in the Manual, = -,

. The regulatiuns and pr'c-rscriptions in the Information Manual are
considered to'be part of the Professional and Contractual obligations
between the faculry and adrrxinlstrators and the College.

. %ue,gestxonn; Fnr improving. futuré editions of the Infornlatlon Manual -
dre wele O A 1S iou d He sent to thf Prov)st

'
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"SECTION I

- ADMINISTRATIVE ORGANIZATION

e

13

In the following section the responsibilities and functions are

described so as to provide a guide for thé identifications of . -

offices to which questions, requests for in.ormation, and re-
. quests for action can be directed. The following chart is
‘intended: to convey a gencralized view of the major lines of’
. responsibility. : '
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OFFICE OF THE CHANCELLOR

The Chancellor has the fbllow:ﬁg res!po‘nsibilities:v

a. ¥o administer the government and direct the

' functioning ot the College as its chief execu’uve
officer p = ]

b, o act as *he agent of communications between

the Board of Trustees and all other College
cons: nuenme

e to promote ‘he well- belng and the excellence of

the College by workmg constructively with the
Board, the otficers, the staff, the faculty, and
the studenrs : ' '

d. 'o represent the College at professwnal and
College funcnons, .

e, *oinrerpretthe College to the g.enera.l public;

1. to pr eparo the annual capital and operating
' budgets of the College forr the Board of Trustees;

-

to plarn the future dev elopment and programming
ot the College.

T
e

The relationships, of the Chancellor and the Board of

Trus‘ces are stated in Article VII of the By-Laws of

FElm.ra College (January 27, 1945).

g(’&":nn L. The Chancellor of the College shall be a
megmber ex oificio of the Boaid of Trustecs and shall
be the head of all educational departments of the Col-

lege  exercising, subiect to the rules and regulations

of *he Board vt Trustees, such supervision and _
dircition as will promofe the efficiency of such edu-
caviomal depar'mems. He shall presidé at the meeiings
of *he taculty and shall be the official medium of com-
e daiion hetween the faculiy and the Board of

.'l'ru‘su-('s, and berwecen the students and the Poard of .

I'roctecs,

tle shatl re. ommend 1o the Board all promotions and

A
B
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assignments for the faculty.

' He shall be responsible for theveducationalstandards
_and discipline of the College, and for executing such -

measures concerning z‘,nternal administration of the
College as the Board of Trustees or Executive Com-
mittee may enact, and shall perform such other duties

‘as from time to time may be ass1gned to him by the

Board of Trustees

Section 2. The Chancellor of the College shall make

and submit to the Board of Trustees at its stated
meeiings, and at such other times as the Board or
the Execu :ve Commutiee may require, a report of
the work and condition of the College, and shall pre-

scnf lor the Board's con51derat1on such measures as -

he shall deem ne¢ essary or adv1sable for the Welfare

- of the .College.

Secrion 3. .In case of vacancy in the office of the .
Chancellor of the College, or of the absence of the.
Chancellor, or of his inability to serve, the Board
may appoint an Acting Chancellor of the College.

Under.these provisions the Chancellor is concerned
directly or through administrative officers, faculty,

and studenis with the following: >

a, admin:strative policy, o N
b.- educational programs, ' ' '
c. faculty contracts, ‘

d. = promo-lon, tenure 'A‘salaries* A

e, appoiriment of new personnel;

f. college budiets: .
g, bu:ldings .

h. development and public relations;

. applua:lons for grants; .V.),.
I discipline cases. ~

The Chancellor 1s 2 member of all College committees
as ¢x orticio, acive, or as Chairman., He is Chair-

man of *he Disc ‘plme Committee, the Academic :
Sfanduds Comm: v'ee, and the College Adv1sory Board.

The taculry are asked to avoid confusing matters which
belong 5 the several administrative officers by failing

o
-
v

: : U
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to use proper channels. Matters having to do with
administration should be presented in writing if pos-
sible, A o v

"For'Faculty purposes, varying with the area to be
considered, t‘h,e most common administrative channel.

18 ~-

(1) Dean of Administration, and/or (2) Provost, or
- appropriate administrative department head, and
(3) Chancellor. Requests concerning expenditure of
nonbudgeted funds, a¢ademic policy; or procedural
-matters should follow this channel. '

.




I-B, OFFICE OF THE PROVOST . . .- .

&

Board of Trustees

a

Chancellor

Provost
Dean of Adl;niﬁistfation
Dlea.n' of thé College |
Dean of Contlnﬁing Edﬁcation
D1rector, Gannett-Tripp Learni‘ng Center

Reglstrar and Dlrector of Institutional
Research

" Director of Career Services.

Dean of Admissions
The Provost has the direct respons1b111ty for the proper
oraamzatmn and functlonmg of the academic program
of the College within its established policies and stated
purposes.- He promotes scholarshlp among faculty and
students, maintains proper standards of in'struction,
and encourages the development of all available re-
sources for continuous improvement of the academic
prog,ram He fylfills specific duties assigned to hirh by
the Chancellor: - He is’ Chairman of \Lut: Curricukum Com-
mittee and of the Faculty Executive Committee. In the
absence of the Chancellor, the Provg_st is the officer in
charge. If the absence of the Chancellor is to be brief,
the Provost will function in plage of fhe Chancellor
emly when delay would be prejudicial.to the College or
any of 1ts constituents. In a more protractec absence

‘of the Chancellor, the Provost will exercise authority

tor the Chancellor to insure that all funétion’s of the
Cdllege. Lontmue as normally as possible. '

The specific responsxblhtles of the Provost include the
uluwng

a, the supervision of aill offices reporting to his;

-
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b.

‘Chancellor.

the developrnent and supervision of budgets
for these offices; St

_'curr1cular matters 1nc1udmg curr1cula,r
] developrnent and the discontinuing, alte rna.tmg,

and initiation of courses and sections;
acadermc procedures,

in comunctlon with the Dean of Adm1n1st1'at10n,
evaluations of faculty for retention, tenure,
promotions, and salary;

in conjunction with the Dean of Adrrnmstratmn,
recruitment of new faculty; ¢ ?
counseling faculty;

unusual student difficulties and questions;

ex officio’membership on all faculty committees;

prepare annual evaluative reports for the

9
4
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I.C. = OFFICE OF THE DEAN‘ OF ADMINISTRA TION

1. . The Dean of Adm1n1strat1on is the principal contact
-between the faculty and the adm1n1strat1on on all
matters relating sto faculty functions." P

2. Respons1b111tles of the Déan of Adm1n1strat1on 1nclude. .

a, To 1rnprove the quality of educat1on at E1m1ra .
" . College’ by N

. S (D) Recruiting and maintaining faculty.who

‘ are sincerely interested in student-—
centered 1nterd1sc1p11nary education and ™.
who_.are willing to work to improve in-

¢ struction through the Jse of-any and all
. ‘ techniques which are l1kely to produce
; B pos1t1ve results. :
i . : . (2)  Encouraging and leadmg faculty in the

development of 1nterdlsc1pl1nary pro-
grams and incorporating experiential

e C ,learmng mto the: curr1culurn. . e

v S
TSN

- (3) Encourag1ng faculty part1c1pat1on in-off-
‘uampus lea.rnmg

‘Developmg sound rnethods for faculty
evaluatiors :

]
—

T (5) Hélping faculty dévelo&: their ﬁotehtial
) as leaders in curricular innovation.
’ (6) - Implementing‘ dpproyed curricular changes.

(7) Helpm}z faculty see themselves as part of

- Coe the Elmira College Cemmunity committed

to the development and improvement of
all aspects of ihat; communizt'y. P

. n :
hd e . - -~

(8) Encouraging faculty to part1c1pate actively
‘ in the Field Experience program with the
expectation that such participation will
lead to necessary 1mprovements in the
- o _ program.
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(9) Interpre ing for the faculty College

policies which are essential for the
maintenanc e of h1gh szandards

(10) Developing @ sysiem of faculty account-
abilivwy which will insure continuing -
quali'y performance and maintenance
of academic treedom.

(11) Improving existing curriculaTr programs.

(12) Developing new programs.;

(13). Ensuring maximum educa‘honal return
from exp@ndltures frg)rn academlc budgets.
(14) M;Ep; 'ouraging'acg iviiies Which contribute ‘ 
- tothe intelleciual climate of the campus..
(15) Encouraging +he professional develop-“' .
~’ mern: and community involvement of the
faculiy, _ .

:(16) -Aler'm"ng fa(.ulty to opportunities for ob-

taining gran:s for the development of

.programs :n given-areas. o

{17) » Crea’'ing an a mosphere of mutual trust .
so *ha‘ free discussions can develop.

(18) Ensuring the mos: efficient and effective
use ot facui'y associates. i

('19) ‘Helpmg facul'v improve as student adv1sors

To develop ‘he pmermal Ior flexibility and var1ety
in programs ava.lable to all Flm’ira Call‘ege students
by <oordma*:nu programs throug,h' B

- N

\

(1)  .Jud’cious use ot available fé.c:uli'y.

(2} Planvung programs :n such a way fhat\a.'_

givern experience may be useful to all
students, . e '
(3) Us':’:‘gilhe experiise of all faculty in the .

- e 1

..V .‘f ‘ 1 &; ) 'r . " . -
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devéloprnentffL new pfograins .

(4)  Working closely with the personnel in Con-
tinuirig Education to develop new programs
of value to both full-time and part-time
srudems. '

. ‘Lo cooperare fully with ‘all administrative officés -

recognizing *hat 1t 1s not possible to separaie the
acade*mc trom the economic and social aspects of
the educa‘ional process.

Prepare an annual ev aluatlve report Jfor the

'Chan‘ ellor .
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I-D,

OFFICE OF THE DEA\ OF _THE COLLEGE

,1.

\ : o ' Iy
a. . Oversecerng : '
(1) . Ma.ntenance of residence halls. g A |
(2) =S-udent actnivities and oraganlzatlons. B
.° {3)  Heal'h Cemer. B
A () Res.idence hall life, ' ]
S - . . . N ;l. ti
‘ (5} F n;ar:c.:al Asid, : ‘ ‘ ’3
b. PIG’Dd ra.on and adm‘mstrauon of budgets |
fori he oitice, R ]
) N ) . . - j
c, - Cuordit'a"rm 0! the Highe'r. Educat’on Opn j
~ por un.es Pr rogram, !
%
d. . Ernp;m, mer” or statf. ‘
€. - Advisiug Foregn'Siuden: s
B n - i A
f. _Coordira on of ac ademu and personal counseling
nd advis.r e ' /
. _ Cm)r.‘d;;'.«'«,‘;un o! .Iun:ur Year Abr‘oad.
h. Inye a'nxg and maintaining contact wnh parenfs on
M ers a.tei g 3 adenis, ey
Y o gl

C Prepara-.ior c)f ar, a*mual ev aluailve ‘teport fOr
Jo p U

The Dear of *he Cul}egv directs the activities of the
following ofiices

a.  Assis'a‘.: Dean for Res’dence Halls and

« ( CUNS.E lj%

r4

b, _ Cdunselor for Men.
<. Direc-or o Financial Aid.
ld. Execwive Head.Resident.

€.,  Direcror orthe Campus Center,
\ .7

.Respons:bil:-.es_oi the of11ce :nelude:

i

. : . . -
; O Encouraging an acove relasionship between in-
?f_’liew ‘ual And sn(‘;al ac‘.:\.;!ws.

o

he (hd[((‘.LUI‘ : , C :

2
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I-E. OFFICE OF THE DEA\ OF CONTINUING EDUCATION

AI\D COMNIL’\II Y SFRVICES B

.

\ %

The D

ean o: Cor.:nuing Education and Co?nmumty

Serviies .s respor sibli¢ tor the development of
programs wh: h'rela*e "o ‘he needs of part- time

srudernts, bn'h vraduaze and undergraduate.

Respous:ibii ies of the office inc lude ‘the following.

a,

b,

d.

(S

LS

-program in Consnuwing Education.

Supcrr:is.on and developmen: of the

Super .s.or and de- elopment of the
Gradudre program,
Supt 1+ siun dnd developmen: of the :
Tear her Education program. '
Deveiopmernt of nex programs in

Cor. i ng Fduca“:on and Community
Ser .ces, '
4‘I

‘ -

Coordiua g Corsinuing Education
programs w: h other campus edp- '

S ATlunds projec’s,
- ¥

-

Pre pnrv an anrmal evaluaiwe report
Lo - Charncellor,

iy,

i i
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4o PrO\ vl Ing iniorma ion and tralnmg for gathermg :

5. Developmer: ot'a concentration or major in® = .
e - B

[N
%

OFFICE OF THE DIRECTOR OF THE GANNETT TRIPP B o
LEARNING CENTER ' '

1. Managemen:. ot the Learmng Center including
acquisiiiors, csrcula‘ion, collections, production A
policies and procedures, and staffing and staff = o
~developmern :n consuliaiion wﬁh the Learning ' e ‘
Cenrer Comma::ee,

2., Development and promotion of the Learnmg
Center Concepr by identifying and'mtegratmg
all ava:lable resources wnhm the college and
the comrnum V. ;

3. Developmem of the l.earning Center as the focal

’ p('nr;a tor learring by sfudents, faculfy and ad-

minisiya ors. / - ’ '
A ’ Lj

) and appnmg thrormation for experimentation o .

.W'jh xed hing s*ra‘egles and learning styles.

commuh:carons by ‘n*'eg,rau'ng existing course
oiferings with those from other dlsmplmes and’
newly <reated courses,

b. + Coord:ination of production services for the de-

velopmben: o snstructs onal mat_er1als and related
aw\u arv Se¢re i ('S.,

7. Prepare anantpal evaluative report for the
Chane ellor. ' '

P AR RN . B

‘
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I-G. OFFICE OF THE REGISTRAR AND DIRECTOR OF
INSTITUTIONAL RESEARCH - . S -

1. Prepara :on ot (lass schedules and exammatmn
schedules. :
2. Conduciing reg:s ‘.ra‘z.ion.
i
3. Preparation ot class lists and enrollment re-
' por;S
4, Preparation ol reports on enrollment, probation,

honors, merrxbe’rsthp in honorary societies, and
other marters.

5. _ Evaluat:on of ‘rans«riprs. : - ‘ .

”~

. b, Supervision and administration of tests.

. The Direcror or Ins'iruional Research shall be

' responszblt tor des:gn and preparation of in- . L
formanional reports necessary for academic |
plannmg and evaluation, and shall annually - .
assess 'he value of and need for any such re- o

poris,

pe

8. The D.recror ot Instyiutional Research shall
prepare an a- nual report oa the academic prog-
“ress of Elmira C()llt‘ét‘ svudents and shall in-
terpre tha repor,, :




I-H, OFFICE OF CAREER SERVICES

1. The Director of the Office of Career Services has
responsibility for the administration of the Field
Experience Program, 01 Dual Degree Programs,
and of the overall career service program avail-
able to all Elmira College students and alumni.
Included in the latrer program are the elernent's
of career counseling, placement and graduate
and professional study #&dvisement.

a, Field Experience Program

(1) ~ The Director approves all Field
Experience contracts and assis’gsf
students in finding appropriate
fleld plac¢ement,

The Dxr,eczdr renders decisions
concerning student requests for
waiver of any part of the Field

Experience requirement,

In the event that a faculty member
1s dnable’to arranpgerthe necessary
visits for a sponsored Field Ex-

. perience, the Director will try to
assist by arranging visitations.
. - N ¢ . 'T' . »
The Director will cultivate Field
Experience opportunities and de-
velop Ileld programs’ supportive.

. of the Field Experience program,

. o -

Prepar ¢ an annual evaluafive re- ’
port: for ’fhw (,ham ellnr. '

-

Placement_ - i
The Coordinaior of ‘Placemont is responsible to .
© the Directur and has the principal function of '
assisting seniors with the plagerﬁérﬂ process,
1. e., establishment of placement file, prep-
aration of resumes.and letters of application
‘and follow- up correspondence, interview
techniques and job search techniques. The Co-
ordinator will dalso arrange for recruiters to

-

(Revised August 1975)

ERI
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-come on campus and publicize job openings, -

The services previously mentioned will also
be available to all graduates of the College.

The Coordinator of Placement will work with
the Direcior in arranging on-carhpus career

" days and véith the general process of under-

graduate career counseling.

The Coordinaror of Placement, as the need
arises may be called upon to assist with the
visitation of Field Experience placements.

The Coordinator of Placement will also assist
students inu finding part-time en ployment.-

°E

o:\f 4
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I-1. OFFICE OF THE DEAN OF ADMISSIONS.

1.

e

a,’ murel .n ertiews,
b, cornTacTing ajumn: .
-
C, coitege nieh's ‘ -
d. pari. ipa‘ion in College Center of- the Finger

]

The Dean of Admissions 15 resiSdnS‘ible.for:

a. a review and direction of all ad‘rnlssmns pro-
’ cedure s and recruiting act1v1t1’és.
gs- .

b. seleciyon, supervision and evaluation of
admiss:ons s*aif-

C. preparaon of and control ove?;v the adrnlssmns
budget - *\,» .

d. serving as Chairman of Admissions Committee

and a member of Svholarsth and Academm
Standards Comrmt'ees

e. developmen: and ¢ oordmatzon of Alumm
' chr(-sen a-.ve program

i . B v "
'

f. . developmen E)f'program,s involving high school
¢ and commuri‘'y college guidance personnel;

i representing Elmira College on the College oy
Center of *he Finger Lakes Admissions Council;

h. "« respons:bic for the overall long range planmng
tor adm:ss:ons,

v
Y

1. - prepara.on of an annual evaluative report

. for the Chancellor. : . :
E >

Admissions Counselors serve as the field representatlves

of the College. 'fh’gddi'son {o their primary respon51b111ty

of visiting high s<hools and discussing programs with -
_counselors and poteniial candidates, other respons1b111t1es

1nglude ' "

v

T.akes oirt recrusiing programs.:

/s

S S B SR e St i A S i it



When on campus, the Admissions Counselors are
responsible for conducting campus interviews-and,

in the absence of a volunteer tour guide, giving
campus tours. In'addition to these duties, they

read and evaluate candidate folders, write letters

to candidates imterviewed, and perform other office
duties as necessary to assist the Dean of Admissions.




OFFICE OF THE ASSISTANT TO I'HE CHANCELLOR
AND DIRECTIOR OF DEVELOPMENT

Roard of Trustees

AChancell_gl'

Assistant to !hc Chaua ellor and Dxnegtor

of Development
Dn"éc'tOr of Public Relations -
_ Director ot Pubill‘caju‘cms
Dii'ek‘ror ot A}umm Aff-a..'irs AR

The Assxstant to the Chancellor and Direttor of De-
velopment aids the Chancellor in establishing and -
maintaining a program of support for Elmira College. -
While the focus of the program :s on fund raising,

the Di reci-or qf Deveélopment concerns himself with

a ‘mmlber of agtivities which promote rhe reputation

of and interest in Elmira College. He supervises-the
prepar_afion of proposals io foundations, corporations,
im:iustries. individuals, and groups ofher than govern-
ment agencies and the program of Delerred lemg
Although the Director of Development will provide -
advice about fhem, proposals fo government agencies
will usually lse compiled 1n.the office of the Ex-
ecutive Assistant t0 the Cham:ellor. '

.The Dtreuor of Development :s responsible to the
Chancellor and’ supervises-and ¢oordinates the
activities of the Director of Public Relations, the
Director of Publications, and the Director of Alumni
Affairs. - . . S

:The Director of’ Publl(_ Relahons has the responsibility
for publlcm]_rmr lenzra College through every means °
possible. He 1s the person to communicate for the
College.with newspapers and periodicals, radio and
TV stations, and wther mecha which may spread infor-
métion and publicity material abour Elmira Colle;,e.
Spouhcally the Dlre(tor of Public Relahons

' 5

a. c)perd‘fes a news mjnrmahm. bureau, mcludmg

A
coordinaison of sports news

(Revised August 1975)
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-d.  pro-:des suppor: and rnarérial for fund-réisin‘g;

€. supers:sesuse o campus 1acilities by off.-
campus groups o

S o, A

£. serves as €di or o1 college news publlcatlons*

College, snou:d be (leared wih *he Executive,

-The Direcor o, Pub. b uns de::.gns, ed 1s, and pro-

(Adequate vo erage oriaculty activities and N
College even's depet.ds on the flow of infor- -
maion "o ne Direc or o Publ’zr Relations.

-~ Facul v shouid -ake 'he sritiative in consulting |
*he D.recior o: Publ:ic Relat;ons when they » - ’
discover ne x.Sv.o*'h\, material, The Director
of Pub:: Reia :uns, "soliciting material, will
regwidar’y Corsul the administrative. éffices,
and :acui*y members. - All oificial.news re-
leases irom Eim:ra. College will be made

* through “he Ofiice o: Pubh( Relations by the
- Dire: u:.) -

v

B R Y T

. . . - i N N . n ;
b. adv ses "ne stai o1 he Odlagon.
V . - ’ - - - . s

C. = assis's “he Direcror o De\ e;opmem in the

N

p-ars g d.ud' adm T‘:, rat; on ot speczal events,

A
<r—(

g. 7 provades ..ason be‘weer, college and off- campus
e*lommz . . .

t

h. carries o such other duties as the Director’ of
- Develénment assigns,

- :

~ R Y .

All reports corna ng general snformation about the
Asgsisian: "o the Crancellor beiore they.are ‘mailed
I"rnm the var. ous stalr oltices. "Reéepor:s containing
finarcia; da « kmuud he'vc he addi‘ronal clearance
of the’ Ch e: Financial O cer and 1he Chancellor.,

o . -

duces all it coa; C Ot ge Publ riors except those
produced by s uderise He es abi:shes production
gpehedules, "main airs srversor.es of publ*ca’;ionbs and
commur;caces Jogtne C Ciege we +h printers and other
techcal peopie e o ‘inr) tor the produciion of .
publicatiors,  sSome publications which would«be c,ycled
through *re Orrove or Pun“f«‘;ons are:. catalogs,

e
v o -
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directo;'ies, brochures, ,pan"phlets, books, flyers,
posters, reports, programs, advertisements and

lefters. -’

Design of all work budgeted—through the Office of
Publications is the I't‘Sp()hS’blllfy of that Offxce. ’
‘Design, format, size, type. paper, inks, prm;,er
and over-all production.is part of the accountab1l1ty
of the Office of Pubhcahcms.
The f)lrector of Publuatwns is the Ad»isor of the’
) College Student \earbuok.m; ®therwise, the Director.
of Publications will ¢arry out such’ duhes as the

Director of Developmer‘u asswns. o : _
: o v
= -, . 1 -

- . £
e »

The Director of Alumni Affa;rs works closely w1th
the ‘Alumni Assbciation and’its officers and with the
Direcfor of Development, [A the prdduct;on of ‘the ;
""Campus' magéizine and fhe n,lmn'a College Alumni
Bulletin, the Director of Alumm Affairs consults -
and cooperates with the Director ol Pubkications and

. tHe Director of Public Relations. Further: ‘fespons

- sibilities. of the Office of Alumui Affairs include the .
:orgamzatlon and f‘ucouragement of alumm club¥ and
their programs, fhe selection and tralnlng of leaders"
- among the alumni, operafional reSpons1b111ty dor
certain Alumni Fund projects, ard to assist™the
‘Director of Dexelupment with the program of de-
ferrecl giving and’ (’sfa"e plamun g

s
[ - A
v

Each office shalj prepare an annual evaluahve report.
for he Chahcvll(*r. . : ' K ' -

s
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1-K., o”i'*FICE OF THECHIEF FIN-ANCIAL OFFICER

- 1. The Ch1ef F1nanc1a1 Officer is respon51b1e for all
’ financial functions as they relate to the development
of the total educat10na1 program wrthm the philosophy
and objectives of the College. This: respon51b111ty
~encompaséses the Operatmn and administration of the
a ccounting . system and f1nanc1al procedures of the

College. .
. - N ’ ' -

2. Spec1f1¢ respons1b111t1es of the office. mclude the
f0110W1ng - '
é’f  Assist the Chancellor in the ‘formulation: -

g ) o - of the business policies to be recom-
i mended to the Board. '
’ b. Establish and maintain properigystems_ d
s of accounting, budget control, cost analysis, ®

- internal control, purchasing, receipts and : -
disbursements, and superv1se the operation J

« T . ‘of these systems, MR a ‘ é
i

c. Be responsihie for the forvrntila.t'iton-of re- - - 3
" ports-to the Board for budgets -and vé.ccounting. 7

R Lo +d. Supervise the accounting department of the
o ' ' " ~'College. Maintain an accurate and effective =~ = _
’ dccounting system in accordarce with Board E =
’ ' _regulations and Uniform Procedures as :
established by the American Council on Edu- - -
‘ cation.- O

e.. -Superv1se financial record- keepmg of all
aux111ary enterprises,

.

1

L ) : foo Supergy‘i,se the financial aspects of the financial
' ' . 'aid funds and other student activities.

. Be responsible for adequateiﬁsurance cover- .
age for all the College property and’its '
operatlons.

r . : . h. Advise;’departme'nts as to procédures con- .
' ’ Ce rmr‘ig*«a‘ppropmatmns, expendltures, and
'+ accounting'practices.




Supervise the preparatlon and control of the "
' annual budget ) :

. Compile necessary data for statistical reports,
cost comparison analysis @.nd budget projections,
" and mterpret these,
_ Y
Supe rvise the preparation of accountmg réports
and annual report schedules. :

-

A Cémpile 'necess'a.ry data for cash forecasting and,
in consultation with the Chancellor 1nvest excess
cash for short periods of time.

v Admlnlster the payroll and‘personnel affalrs of
the College, mcludmg

() Payroll' and personnel records.

PR

(2)  Staff salary schedules.

4 . Y]

(3) ' Faculty and staff benefits.
‘Perform specia1~:duties assigned_by the Chancellor.

Prepare an annual evaluative report for the

" Chancéllor. : ‘ ) : <
: » . .
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. I-L. . OFFICE OF THE BUSINESS MANAGER .~ ;
1. The Business Mahager is responéible to the Chancellor
for those departments and employees of the College ' i
not part of the ;academic staff ' . ' |
e 2% He is respons1ble for the economical purchase of all .
' supplies and materlals bought by the College. : e l
> ]
3. He supervises the operation of the following: _ v
< : 3 : o . . ) ' . - ‘!::.;:h?*
5 . : . ’ v —\i;'.:k.f‘.
= a. Food Service;o o . . S | "
. . > . i ?é
. b- Physical Plant,-including residence halls; ‘%
. oo - ‘ c. . Bookstore; + - .. ; " ;
, d.  Post Office;
e. - Duplicating; ‘ . ‘s
. }
' Lo L - 1
a f. - -Other auxiliary enterprises. o . 'Li
; o 4. ‘He is respons1ble for preparat1on of an annual eval- \g
- . : uative report for,the Chancellor. v .
3
e 5
-/
o
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‘ . : | .
. .M. OFFIGE OF THE Dmr “INR OF AIE:I-JE.TES AND
. PHYSICAL EDUQ\:L{Q‘E :

The Director of Athlefios and thysical Education is |
I‘CSpUTlSzblt‘ t¢ the Chancelicr as administrative head

of the intercolleg:ate, vn‘ramura} and rec reanonal

sports programs of ihe (‘ulmae, including those of ' .
the Murray Athietic -Educ atzen Center and the Soaring

.Eagles Goli Club. ‘

t

2. The Director aiso seres as suordirator of the Phys‘ical
Education and Athletic Loattring ard Recreatmnal

o _ |
Leadership. Certificate prugrdm\ .
3.. Further, the Direvtor of-Athletics shall:
A : a. =~ supervise ali programs and activitigs in his area oo

of respons:ibi i(’y‘

b. uphold the pc,-. es ci_Elmira College and all
athletic and prmxe s31mal ¢ culerences-and as-
sociations to whnehk the College belongs.

a .

<. schedule all sp-ris. contests, and practice sessions;
. R

- M ;‘ '

d. be responsibie for a! athletic facilities; ‘the
scheduling and maintenance thereof; ' § -

. e, be respons:blic fer the equipment of the sports’
prograras,

f. confer viath the Chancellor and/or the proper «-

S s o i o i i i S ki i B

- ;ad_'r‘xﬁni;urdh,.r"':;) corcerning the appointment,
tenure, salary and promotion of the athletic _ .
, o coaching and lnsi‘rt'-:. faon siaff; A
g. v take respunsib. )::';- ter the standards of in- R =
- j © structicn ard Cuac ching tndhe pros_,rdrns, ;

o \h. : :'pr(Jpcr v ddxmr“mu 1 ‘he budgets Ior“w’hich he -
3
|

is respons, Ble - ' .

i 1. supervise the pe rsonnel in all areas of hls re-’
A - spons;hility _ % R

iv e mamhnr, rmorda as reguired;

ks prepare an annual es al\ ative repor‘ Tor the
! Lharx( ellor

5

1.t supervise fhe operation of the Sports Infor-
oo . B I moeiion Burcaa in (vope ration with the , -

| Director of PPublic Relations.,

{Revised August 1975)




I-N., DIRECTOR OF DATA PROCESSING AND' COMPUTER
' PROGRAMMING .

1. The Director of Data Processing and Computer
- Pregramming is respons1ble to the Chancellor
for
a. overseeing all- operat1ons performed
within the department;

b. ;establlshmg schedules and pr1or11:1es of

work to be done by department and program
. therefore, :
C. doing the majority of the systems analysis

for the department

d.” employing and training new staff as the
need arises;

bal

~ie, assisting in the selection of new equipment;

L g ’ . .
£ maintaining accurate documentation of
normal work processed;

S \\ g, maintammg reasonable security of the
' ot ,\, center and 1ts records
~h. developing short.and long range plans for
the department based on the college s short
and’ long range plans.
i.,” preparing an annual evaluative report for

L ' * the Chancellsr., -

.
SRy
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‘)3 B X * . D~ . - . tA ) ' :
- I.0. EXECUTIVE ASSISTANT TO THE CHANCELLOR o
1.  The Executive Assistant to the Chancellor assists in - o
development ahd 1mplementat1on of the projects of the A “
Chancellor's Office. He serves in a liaisen capacity
for information gathermg and dissemination for staff,
faculty and students on matters that concern pol1cy . _ ;
or those for which special attention needs to be given. ST
2. Specific areas of“'res'.pon_s}ibility: ;
) a. . develOpment and 1mplementat1on of ad-
s : m1n1strat1ve policy;
* b, - plannmg and 1mplementat1on of educational
) ) ‘ programs §
Co o s ' \ . "
T o c. coordination of federal grant projects; ; j
¢ 3 . d. evaluat1on and recommendation for pro-. s
‘ ” . posals subinitted to the Chancellor's 1
Of£1ce -
e. ‘compiling information for and completion - g
. of required external reports; especially .
. federal and state reports, and other ]
questionnaires; : 3
) X s ‘ o *s
f. planning and execution of College work- -
7 A ' S shops; 4
| 3 | |
. L - g.- coordination of Commencement activities, 3
A faculty offices, office equipment dis- |
. tribution; : : g
. : b
h.. Deputy D1rector, College Center of the - X j
. ﬁmger Lakes; ' T
i, servmg on administrative and faculty com- ’ i
mittees by appointment. E
3. " The office.of the Executive Assistant shall be the de-
~ pository for all questionnaires completed by any other
: affice. All repoxts containing general information
: : about the College should be cleared with the Executive
‘ ‘ ‘ ) Assistant before they aremailed from other offices. o

S
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SECTION II
. S : FACULTY ORGANIZATION

A, vDefinition of faculty for voting’ purposes..

WY

"

The Elmira College faculty includes the Chancellor, who shall
be the pre¥siding officer of the faculty, ‘the Provost, all persons
with the rank of Assistant Professor and-above, instructors
who have taught one year at Elmira College, and the major
admmlstratlve officers listed below.

Dean of Adminisfcra‘cioﬁ, . :
Dean of the College ST SN
Chief Financial Officer ‘
; Dean of Contmumg Education and
’ Community Se rvices

Director of Career Services

. Assistant to the Chancellor and

. c - Director. of Development
‘Dean of Admlssmns
Reglstrar and D1rector of Instltutlonal
Research . N

Executive Assistant to the Chancellor

®

These persons shall be ehg1b1e to vote at faculty meetlngs.

- B, Under Artlcle VIII, Sect’lon 3, df the By-Laws of Elmiira
. . College, the Faculty : : : Y
1. . may determine the order of business and par11amenta1:y _

£

procedures for its. meetlngs,

, 2. "may‘request' the Chancellor to present to the Bdard of
Trustees its recommendation on any matter that it
decems to be of vital imp‘rt.anée tothe College; °
3. - shall set standards for adinission to the College;
- 4. shall recommend candidatds for‘honora-ry degrees;
5, shall, when requested by thp Chancellor or Provost,

~determine standards of conduct Aamong students or
otherwise assist the adrmm tration in matters of

. . ; o - d1scxplme

»
Co
K
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shall establish a system of grades and credits;

shall devise and 'e stablish the c;urricuium;

shall set requirements for grad;uatmn and recom-:

mend students fory(-ees. ‘

.Faculty Cdmmittee

1.

v 4
-

Section four of the Academlc Statute of Elmira College
prov1des £6r the formation of faculty committees., In -
addition to ad hoc committees which may be formed . . )
from time to time by the Chancellor or. the Faculty Ex.~
ecutive Committee, the following. Standmg Committees
have been established. ' ‘

[
»

a, Executive Committee: Chaired by the Provost,
the Committee includes four faculty members
elected for one-year renewable terms. Mem-

. bers must be above the rank. of instructor, have
served Elmira College at least two years, and
are elected in the spring to serve the following

.year, - .

-

The Execu'ti_ve _ Committe e:

(1) nominates Faculty members to be
' elected to committees, trying to
assure an equitable distribution of ,
committed ‘work among the Faculty;

‘appoints committee members when
necessary in its judgment (for instance,
to insure some continuity of member-
ship on a commlttee, to match a

" special skill or knowledge to a com-
mittee's work, or to fill an unexpected
vacancy);

recommends to the Chancellor chan'gnes
in the organization of the Faculty into -
¢ ommll’ctees,

pr epares the agenda for meetmgs of
the ¥ d(.ulty,

publishes minutes' of the Faculty se‘éretary;




o

b.

(6) receives all committee minutes and- N
supervises the operation of committees;

(7) repres‘ents the Faculty between Faculty

" meetings; ' . & o

-

(8) nominates the secretary of the Faculty,:
the Facylty representative to the Leg-
islative' Board, and the Faculty repre-
sentative to the Press Conference;

(9) . n{ay sit as a grieva:hce committee for
a Faculty member, but it will hear only
those grievances that it cons1ders
agademlc. ’

Curriculum Committee Cha1red by the Provost

the Committee includes four faculty members
elected to one-year terms; the Dean of Adminis-’
tration,” Dean of Continuing Education, and the _
Registrar.

The Curriculum Committee recommends new .

. » » » » ~
\ courses, considers petitions for waiver of Col-
lege requirements, and acts as an impetus for
curricular change.

Academic Standards Committee: Chaired by the
Chancellor, the Committee includes the Provost,
Dean of the College, Registrar, Dean of Ad-
missions, and two members and two alternates
elected by the faculty to one-year terms,
(Alternates attend meetings when a regular
member is unable to do so,)

The Committee reviews the academic performance
of'students and recommends probation or dis-’
missal. It also considers requests for grade
cha'nges." ' ’ : . .
Graduate F:ducation Committee: Chaired by the
Dean of Continuing Education and Community
Services, the Committee includes the Director

of Continuing Education and four faculty mem-
bers elected to two-year terms, two being elected
cdch year. ‘ ’

T IR e e L B
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‘The Committee oversees the Graduate program
including admlssmn of students, selection of
faculty, curricular and degree candldacy

e. Advisory Commitfee on Tenure and Review:

1. The functions of the commlttee shall be
as follows

(a) to participate in the study of, . .
and the development of policies
for, staffing at Elmira College.
This study shall be based.-upon
careful and realistic estimates
of enrollments, budgets, and
. other variables over five to ten
_years; '
(b) to clarify and recommend criteria
- ~ for the evaluation of faculty mem-
- bers; _ _ o

(c) to make recommendations with re-
“gard to the retention of individual
~faculty members during and sub- )

, : sequent to the end of the probationary

’ : : : . period.as defined under the 1940

‘ ' - Conference Statement on Academic v
Freedom endorsed by the Association
R - - : of American Colleges and by the
‘ B American Association of Umverstty
Professors.

e e e A L e ) P s o s

2.”  The committee shall be staffed as follows:
’ N (a) the committee shall include two .
. o top academw administrative officers

other than the Chancellor and eight
. . (8) faculty members, two of whom
shall be appointed by the Chancellor;

(b) eligibility for election*and/or appoint-
ment shall be-the same as for the
Executive Comimnittee of the faculty;

N

< ' ' {c¢) the elected membeoers shall be




<&

ERIC.

[Aruitoxt provided by Eic:

" of Academic Phs nring, and four (4) faculty

-Learning Center, the Comim:ttee includes the
- Dean of Administration, three faculty members -

The Committee reviews the academic perw

&
.
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2 Lo
Dean of Adm:nisiration, Dean of Continuing
Education, ihe Registrar, the Coordinators = . . ;

membe s elected tor oue year terms. v ,

The Curriculum ()omrnlnee recommends new
courses, considers pehtmns tor, waiver of Col-
lege requirements, and acis as impetus for
curricular change, The Commitiee is respon-
sible for these funct.ous for the undergraduate
and graduate programs n both the ”day" and
Contmumg, Education’programs.

‘.

~

Learm‘__g Resour es Cornmlttee

Chai'red.‘bv'ihe Direai('sr of the Gannett..Tripp .

one elected by and from each of the Academic
Planning Areas for one year terms, and two 3
members appoinied by the Provost.

7

The Commiftee acts as an adviser to the . :
Director of the lLiearning Center and as a ~
liaison between Faculty and the Learning

Gertet. It adminisiers the acquisitions kS
policy (see pages 103.104). - - L é
. < » i
Academic Standards -Admissions Committee |
Chaired by the Chancellor, the Committee in- . i
cludes the Frovost; Dean of the College, '}
Regisirar, Dean of Adnunistration, Dean of §
Admissions, and tour taculty members elected : g
for two year terms, two being elected each - o
year, . ' ' ’ ) §

formance of students and recommends pro-
bation or dismissal, considers requests for = .
grade changes. acts on applztratlons for
admission, and establishes guidelines for
such action.

The l}xsu_th: C omm)ttec

Chaired by 'he Pru\u:‘sr, the Comrrottee includes

RN

- (Revised August 1375),
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faculty ele cted to two-year terms, one each year. ]

The Comrruttee recommends policy and procedures
“ - for adm1n1ster1ng financial aid to students. It
' ‘reviews each application for scholarship and other
assistance subm1tted’by upperclassmen and determines
awards.

h. Discipline Committee: Chaired by the Chancellor, i
- the Committee includes the Provost, the Dean of the '
‘College, Senior Professor, Patron Saint of the
accused's class and - without vote - the Chief Justice
of the Tudicial Board ‘ )

Th_e Committee advises the Changellor when severe
disciplinary action is indicated for a student. When
students from more than one class are involved in
a hearing, the Chancellor may increase the size of
the Committee by asking the several Patron Saints
"to hear all of the accused.

SRR

Discipline problems for part-time students will be
. -handled by an ad-hoc committee selected by the
< ~ Chancellor and including some or all members of the
Discipline Committee and some representatives of
- the Office of Continuing Education and Commun1ty
Serv1ces. s | ; - e o
i. .Learning Center Corhmittee Chaired by a member
elected by the Commﬁq:ee, the Committee includes
the Director of the Gannett- Tripp Learning Center,
the Dean of Administration, and not fewer than six
faculty members elected \c\>r one-year terms.

. T N SR SRR RIS, TS DS

. 7 The Committee acts as an a¥1V1sor to the Director
of the Learning Center and as a liaison between
Faculty and the Learnmg Center. It administers
he acquisitions- pol1cy (see pa\ges 103- 104)

e Advising Comm1ttee: Cha1red b,y a member elected
by the Committee, the Committee include's the
‘Dean of the College, Dean of Administration, and
four faculty elected to one-year terms.

The Committee recommends advising policies and
procedures, encourages.strong adviser-student

F

e b e e i i s




Aruitoxt provided by Eic:
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6. College Advisory Board
Chaired by the Chancellor, who does not vate be-
J cause he 15 the party the Board advises, the Board
o . . includes the Provusi, Dean of the College, . '
N ' Assistant Deans of the College, the Senior Pro-
fessor, the Faculiy Representative to Leéi‘s“}tat‘_ive.
Board, one member elected by the Faculty, the
Chlef Jusiic e ol the fudic:al Board, the President
of the Srudenl Assocacon, mine students who are
-elected represeniativies of reSLdences, and one
student who 1s the elected representative of full-
~ time non-resideni siudents. Non- voting repre-
sentatives of Ocragon gnd WECW and a non-voting
student secrefa‘ry aitend meetings.

‘-

" The Board acts as an advisor to ihe Chancellor
and Board of Trusteks on cu] matters normallyJ
considered "studem alfairs

1

7. ‘ Advanced Stud:es Committee

e e S et o e e s o < Rt e b

Members were appcinted vi:n Ap;r),l? k6, 1975, ‘with

" Responsibilities ot the commsitee 1nélude:

»” L9

Eul

-a. , Develop a prupusal ior a Master in Pro-
fessional Studies program to be submitted
to the New York Statre Education Depart--
ment dur:ng the academ:ic year of 1975-76,

b. To evaluate and moiior the quality’of
“current Master of Science in Education
programs until a Masler of Profcssmnal
- Studses s apprived.

v . . .
L3

c.. To de\'elop a permanent Advanced Studies
Comnmuitice structure on or before June 1,
1976, ‘ '
(The next page ;8 39) .
t +
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&

a membersh:p to termimate on or before June 1, 1976. .
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annual calemdar for approval by the Faculry.
preparirg recommenda’ions, the Chancellor, *he
Dean oi Admitistration, Dean of Con-
con and Commun:!
of Developmert, and re')resenta"\e students are
normally consulced.

Provost,
tinuing Educa-

Liberal Stud:es-Sreer:n
a member ejed fed by the Comnmi*t
includes one tacuityemember from. each of the genéric

groups, ,and the Dear of A.dmimsxration.

succ es

-- promoting «ourditiation and rummun:ca 1an
P

- - calling meetings of ¢

-n,,'ub"ca;n:‘.ng aim { d. s*rt:i'n_i'r,.r;g snforma

-+ implemenreng remed.al programs as

Fi

clt (’( d bv
InInistraton
th expla the

members of

ng CommA

Mon:“oringe a
*he obsedt

nd evaiuat An;,, ‘he- }ulullmen
e g of the pr(:Lram

.arran ;,:rm LoF events Or programs common
program

w:ithin ine program,

need,:ir:svs.‘

devising programs to develop faculry effect:

ness as ¥ redaies . to the needs nf the 1. beral
Studres prngrarn

< ¥
“ on ‘abour

owe I und O omn:fec:

S e rluur 1 & ‘u meinbe rs

L on (','r\!nrn.‘:n

‘o nrepare
operation ar Fi

In

§er\ 1L€‘o, Darector

Cha:red by -
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Other annually ele cted Faculty positione

* Secretary of the Faculty

_Pafliamenﬁarian of the Faculty

r. Cdrnrnencernent Cornrnxttee The Executive Assistant
to the Chancellor m consultation with all necessary -
makes the arrangements for the Cornrnencement

: ceremonies,

s.  Catalog Committee: anc:e v1rtua11y every offlce on
campus needs to review or prepare some portion

of catalog copy, the Faculty and Staff as a whole are
the Catalog.Cemmittee. The Director of Publications

has respon51b111ty for the catalog and serves as ex-
pedltor. -® = :

[

Faculty Represe:ntahve tQ the L eglslatlve Board

. Faculty Representat1ve to the Pressg Conference e

O
w

.
- ..
s | . .
i A st b o ki i ot e vl B3 e
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SECTION UI | o U
. GENERAL POLICIES AND REGULA TIONS FOR FACULTY
A.-  Prompt and regular auendance up‘a all apporatments :
- ~is expected of the faculty. In case of necessary
' absente, such as for sickness, a teacher should, if -
possible, make provision himself for his class’ and . o
inform the Dean of Adm;nlstramon al once. ' ‘

B. ¢Students’ will-wait for a late mernber of the faculty -
" for 15 minutes. If a faculty member knows before-
hand he will be late, he should notify the Dean of
Administration and if possible the class.

i i

C. The faculty are expected to attend lhe all. College
: Convocatmns 2s-announced from time to time.

D. Attendance at facu}ty and commntee meetlngs is
expected of the taculiy, : o

E. Ma‘fters discussed 1n facul t\, and ¢ on’am}ttee meetlngs

are generally confidenisal. Ii 1s asked that no such
~matfters be discussed before persons outside the
fnacglty circle, and that no information about the
votes or aboui"a_fhe op:nions expressed in these
meetings be given. Faculty meeting minutes are
prepared from the official tape recordmg of the

'mee‘flng Use of a tape recorder other than that

“used to produce fhe offxc:al record 1s not permitted.

it Gt i s A s 8t i b bt 2 £ e et £ ot oo,

F. Fagculty meeiings aré condm ted under ihe par’hmentary
- guidelines of Roberx s Ruies 0l Order "

G. The cap, gown and hood are worn for Commencement
as well as at other special"ceremonial occasions that
-may be called. Faculty xnemberq are expected to
participate in these occas:onsg 1n academic costume,
. Such costume may be rented or bough through the
“ ' Chancellor's Office.

-
R

14

H. Acddemic procesmor: are regulaied on str,cf]y
academic lines. In all processions the rank io be
observed is as follows., admin:siration and professors,
_assoclafes,, assistants, and instruc tors, each'in
order of appointment,

“1Revised August 1975)




fa

N . K 5

- 40
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Faculty members giving talks to civic and other
organizations should leave an abstract with the
. Director of Public Relations before the talk is
given., This will enable that office to furnish
newspapers and other agenc1es with the proper
‘information. ’ '
Members of the faculfy may not accept appointments
or engage in business or other outside activities
without the consent of the Chancellor. This regula-
t1on covers: ' )
1, connection w1th .any business enterprise
as owner, partner, offlcer, d1rector,
consultant, or agent;

2.  connection with any public office either by
e1ect10n, appomtment or employment;

3. connectioh with any professional associa=- ;
tion, educational ins'titgti-on, or founda-
tion as trustee, officer, lecturer, or '
repre’sentative. '

K.l The College's support for research.will be primarily

o

for post doctoral research and for the completion of
articles and/or books for publication. Requests willbe
- granted in the following order of preference:.

1. post doctoral research for completion of
art1c1es and/or books for pubhcatlon,

2. - _graduate work '-- completion of final
stages of ' Ph. D, ;

°= 3, “institution of prOJects resultmg in pam-
phlets or books, - . : '

2. A rnember of the faculty des1r1ng a research grant

should consult the Dean of Administration and make

. his reguest in writing to him. The request is then

 forwarded to the Provost who will send it with his

- recommendations to the Chancellor for a declslom.

. Written reports evaluating the results of the research
are due in the Chancellor's Offlce by November 1
'after the grant is awarded No monies on a research

A

i b b s e o T e e e S

e i i i
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grant w111 be available unt11 ]uly flrst of the year
the grant is made, :

X
Resignation rrom the College automatmally vacates
a grant, and-a member of the faculty who accepts
a grant also agrees to repay any monies received
if he resigns from the College before the beginning’
of fall classes in the year the grant is awarded. v
Any grant from a source other than the College will
reduce a College grant proportmnally unless an
exception is made by the Chancellor.

'Research p011c1e: are delmeated in Sectlon XV of

this Manual,

»

The normal teaching loads of faculty members may
be either in the day or evening classes, on or off-

campus, during the academic year. A fa'culty mem-
‘ber w1111ng to teach extra hours -on request in either
- will receive extra compensatlon. Except under most

unusual circumstances a faculty member may not

.teach an overload of ‘more than 2. & units (4 credit

hours) during any long term, Any day class over=-

" load mus‘t{_b&i approved by the Chancellor. .

e b et i, i

In case of emevrgency every staff or, 1acu1ty member
on campus 1s an authorized person representmg the
College. If the— circumstances are such that in the
opinion of the 'staff or iaculty member, the pohce
should be called, he should not hesitate to call them.

° 1

‘The College maintains a speakers bureau of the

faculty that may be called upon to furnish faculty
speakers, free of charge, to ¢ivic organizations.

According toJArt.iﬂcl(v 61, Section 3003, of Education

Law, every person teaching in the State of New York
. is required to subscribe to an Oath of Allegiance to
"the Constitution of th(’ United Srates of America and

"

to the Constitution of " the State of New York.

. Summe’ addrnases should be filed by the f'ac:ulty with

the Provost and thh the (_,ampus Post Otnce

' _No itern of business whirh constitutes a"c.hange in
‘policy shall come to vote at a faculty meeting without

: Mmmmmmum&m,,.wk;\mwm.mmv.ummmmu_.¢um;~wv.f..v...«m.<umm‘...,..w,.;...m..;_.g.‘. o X L G ol naktin i G s
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o ) ‘pr1or conslderauon by a siandmg or special coxnm1ttee
or at a prevlous faculiy meeting. This rule'may be
waived by two-thir {s consent, o ‘

’ - ’ 2
R. Faculty members are expecied tc assisi the Admissions
Office by drafting leticrs for applicants and-high school
' teachers,participat'nu in special programs. for candidates, .
interviewing applic ams. aud ofher aciivities such as '

school visits and College Night programs.

_ S.  The scheduling of the use ol C'ollege_epa.ce and facilities -
—_— ) . by organizations or personnel outside of the College
should be referred to the Oftice of Public.Relations.

Faculty secretarial serv:ice i1s available through the -
Office of the Chancellor.

U.. To use audio-visual equipment (various kinds of pro-

' jectors, screens, record players, tape recorders)-
blanks may be obtained from the Director of the .
Learning Center, f:lled out, and returned to him for )
execution. It is highly des:rable that last minute )
requests not be made w

V. To obtain and use lllms, requests on the proper blanks
should be relayed to the Coord:nator of Instructional
Materials. Sufficient time should be allowed to obtain
films through the majls.

- ’ WL Faculty Travel' (See also Section VI D), The College
' policy in regard to attendance of the faculty at pro-
fessional meetings 1s as follows
o 1. The budget for faru}fy‘travel has been
© assigned to the Office ¢f the' Dean of
Administration, E

2. Anticipated 1rips tor the year should be

: indicated to the Dean of Adrnm;strahon
as early as possible. An estimate of

expenses orra Trav Sil"Authnruanon and
Request | xor Trarel Advance form to be

T , : : obtained irnm the Dean of Admlmstrahon
' should be subm:tied for appruval to the’

Dean ol Adm:mistration ten days prior to

e travel date to be transmitted to the Chief

: - _ o ‘ F mancial Off: cer.
S ) (Revised August 1975)

o
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. . A 3. - Atter the trip an Elmira Gollege Travel :
. : - ' and Busiress Expense Report form should
be submitted to the Dean of Admlnlstratwn
for processing. * The faculty member will
be paid this arnounrt by check from the
Business Otiice. In no case will the )
amount paid be in excess of the amount
- previously approsed. o

4.. It a faculry nﬁember attends a professional
' ' meeting from a point other than Elmira

{as often happens in the summer) he should
. : B : not ask for rexmbursement for the Costs’
of travel in excess of the cost from Elmira
to the location of the meeting.

5. As a rule the Collegé supports trips to -
'~ regional protessional meetings only if.
that region ircludes the E1m1ra area.’
o. - If itwo or more fac ulty members af.tend the -
same ‘meeting, they should '"double up'' on
—— ' . their travel and other arrangements to
- ‘ o - spread the travel budget as far as po_ssible.

X. All trips away from campus inv olving students (such as

’ field trips, sports days, etlc.) should be registered in
the Office of the Dean ot the College. Field Trip Pro-
posal forms may be obtained from that office. . This
‘registration should provide the names of the students
involved, the faculty member in charge, the place to
be visited, the dare and lime, and the means of trans~
portation. Fadulty members should alse intorm the

" Dean of Administration of ‘ihe place to be visited and
the date of all tield-irips and receive approval in-

cluding the expeuditure of funds from the College
field-trip budget.

b . N [
e s s

. .Conta,,cf the Director o3 Infercollegiaie Athleiics to
L “schedule one of the Co}leg( huse's. Deparfmental costs,

scheduling proc edures and’ budget approval may be
obtained at the Dean of Admm*bnrai,\un s olfice.

Y., Al] registrai 2om u! events and reservation of space on

campus for these ¢ vents 1s handled by the Director of
the Campus Centfer,

‘ ) i k3
4 v - ° .

-

_tRevised August 1975)
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Z. If a member of the fac.'ulty or siaff has been assigned
a student assistani, he should keep a record of the ~
- hours the assistant works and be certain to keep with-
in the amount allowed in the work-~aid budget. Students
on worklajd may secure forms on which to report
these hours to the Dean of the Ccllege s office on the
first day of each month. These forms must be signed
by '

" (The next page is 44)
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the faculty or stait supervisor of the work-aid student._

-

AA DUPLICATING SERVICE -
1. A duplxcatmg service 1s maintained by the
" College. Prior approval tfor duplicating

instructional material needed by the Faculty
must be secured by having the Dean -of
Administration sign order forms to accom-
pany the material before it i's taken to the .
Duplic_afi'ng Ofrice, -

2, Order forms are obtainable from the

» Duplicat:ng Oifice. At least two (2) days
o - ) - ‘should be allowed for running materié.ls
. - " o which have already been prepared, . :
Ordinarily such prepared material is pre- ;
sented dive ctly 1o Duphcatmg Office, and
only those materials related to the materials
of one's course are to be duplxcated at any .
tlrne».

\i

3. It a faculty member Wwishes v;ery extensive *-
‘ duplicating such'as a trial textbook or a
laboratory manual, he should consult the
‘Business Manager so that a fa1r price rnay
be charged the siudents,

4, Faculty Secretaries will also prepare mas-
ters 1or 1inal examinations and duplicafe
them. Membe:s of the faculty must pro-
vide readable and continuous copy to the
Ottice at least seven (7) days before the
exaniinat.on s to be.given.

i e i

5. There vsil be no outside printing of any
dovumen*s which can be handled by our . :

| : ‘ own fayhittes, . : R 3
- 4
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i
6. Elmira Coilege pohcy regarding the duphcatmn
and distributi¢n of copyrighted materials is’
simply a reite at1on of current laws and their
. ) interpretatio.n. [t 15 my understanding that in
the past some gffices and individuals have acted
to meet ;rnmedlé.ie needs bui at the same time

have moved be\/o\nd auepted procedures.
y

: - ' It is a-violation ofithe copyright law to reproduce
' " books, chapters. frorn beoks, and journal articles
from publications whu h are copyrighted, unless
written approval to do so is obtained from the
author in advance. "Ixhls policy apphes to the »
duplication of materials for distribution in classes
as well as for sale in t'}‘ie College bookstore.
The Learning Center reserve reading service
should be used to provide access to otherwise
- unavailable material for out, students. Faculty
members who are requesrlng duplication either
through ditto or photocopying: will be expected to I
provide the appropr:ate letfer of authorization
or other evidence that the work may be duplicated.
7. Beginning August 1, 1975, a portion of the McGraw

Xerox machine traffic will be diverted to the
Learning Center in order to reduce our cqopying
costs.  We pay a minimum use fee only on the
Learnlng Ceénter machine. hence, fhe need to
divert some copying from the MLGI‘B.W Xerox,

o We will continué fo maintain records.of Xerox
‘copying by account and individial, and we will 7
continue {0 adhere to the duplicating policy of -
-September 4, 1974. This Xerox policy, provides
‘that all xeroxing for the Iollow1ng groups will be
restricted to the GTLC mac hine. ;

All’Facully' ' : \

- FASP ’ Co ’

. Speech and Hearing

Carnpus Center -

. GTLC . R .
Student Association e

Judicial Board

Murray Center (and Svaring Kagles)

. Physical Plant

7 . , All proposals, grant applications,

L : i S and major reports, - , P

OO

v
I O
il

s .
Ly 1t
.

, ‘ I
(Added August 1975) |
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-

Automated Te st Scoring

An Automated Test Scoring Service is maintained .
by the College in the Computer Center. « Faculty
members may pick up standard answer sheets plus
the appropriate instruction sheet in the Computer
Center. Completed answer sheets for scoring
‘should be returned to the Computer Center or sent
_ through the Campus Mail. Results will be avail-
able within 48 hours and can be held in-the Center
for pick-up or returned by Campus Mail,  The
faculty should include wriften instructions for final
~ disposition of the results.

-~
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HEARINGS

1.

- When +* s desired ¢ . re‘ain a gab‘ul:y
.member whose pruba.onary period.as : o
defined mndeor e {340 Conference . T
Statermen* or. Acadern:. Freedom has

exx’p‘»:ed he she shall receive ar interim.

comtract tor not fewer ‘hdn 1wWo yeaxs re-
newable &l ke df s re:s ‘om o: the College.
When o ‘emurab.e posion is open, all

“hose persons naving int

ter:m contracts
~on for thai po-
siion along with those ei.gible for tenure
considerat:on ai the end of an original
proba‘onary pey:ad,

shail-recéive corsider

The Advrsory Cmnmf'ﬁ'ee ‘on Terure and RP '1ew shall
review a facu.sy rmember has. g oan snt Px,m contract
before *hic eid o each conrrace per.od, a* which time
he/she shai. rece:ve elfher “erur €, arother interim

coniract, or a ‘erm zal corract of 100 more than
"‘xcl"e mon'ns dutar.or

.

|4

ALY recornme-da‘ions stels be groen o the chief academic
administra* «e 0if'ver sho shall forwa ard inem io the
Changellor and or Pre :...Nder.g “O uSe in The dec:sion-making
process, N )

~

The sta’cinor at*ashed as Appendsx A provides lor
hearings in the ¢ase ut termina son of a raculiy mem.
ber with-inde*rowe cenure,

In those s:imuntions where ¢ mmcui*y member has Been
rermirared trom che College proor *o he expiration of
his probasiosary period e may 1o gies* a hearing on

ome of 20 bases,  He mus® be prepsred "o demons¢rate
that cirher (i) e detce exfant @' “he tirne ol the original’
T N

decision <oy ng “he JA¢w o member's performance
for whate .er reason was net considered, (2] the pro-

woedure s sodloved oary, Dl et hie decision Yo e rminate

1

Were not e koepiow 8t estabiished prastices a* ihe

Coilede or wore oimpe g fm, Mmproper,

The soiidw.ne procedere Ras been establshed.

a, Phe e’y mnembe e shas ma teod regeie g% for

A oeariopg on ey oep v b (O hdq! elior.. Included

-
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in the request shall be a. list of a minimum .
of four and 2 maximum of ten colleagues

« with the rank of Associate Professor or
Professor who are acceptable to the faculty
member as members of his ad hoc hea'ring
corfnmittee and the spec1f1c reasons for the
request, . K
The Chancellor shall select five persons,
at least three of whom shall be from this
list, to serve on the.ad hoc committee, .

Uniform.rules of proc.eciure shall govern
all ad hoc hearing coramitiees as follows: - °

(1) The .Ch'an;(:ellor shall appoint the
Chalrrnan_ of the ad hoc committee
who shall be a vo‘cing member.’
The hearing shall consist of the
following: o ‘ ;

(a) QA written statement from
the faculty member which
_presents his grounds for
‘requesting the hearing and
other materials he believes
are relevant,

{b) A written statement from »
the Chancellor or his repre-
sentative clarifying the pro-
cedures for the decision.to
ferminate and attempting to
demonstrate that sufficient
.and appropriate kinds of
evldonce for the deu sion had
been conqldered

{c) A périod _Of fcirﬁe for each of
the parties to respond to the
“statement of the other.

A period for questions to be

raised by members of the ad
hoc¢ committee,
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d. = The ad hoc committee shall forward its report

' .1n wrltmg to both the Chancellor and the
faculty member within one week after the con-
clusion-of thehearings. Such a report shall
consist of the following:

(1) In the judgment of the Corimittee,
estabilished procedures have or
have nbdt been followed in the
termination, - :

° o

Sufficient and appropriate evidence
leading to the decision to termmate
has or has not been con51dered
If the date of notification of termination is 7.
June 30, the faculty member must request’
a hearing within three months of this date
- and the hearing must be completed within
six months. If the date of notification of.
termination is Decef/nber 15, or March 1,
v%e faculty member must request a hearing
thin one month and it must be completed
w1th1n two months. :

APPOINTMENTS
1. An appmntment to the faculty for full- time service is for
the academic year, Wthh begins,on or about September 1
and continues for two days after Commencement Day,
‘Each member of the Faculty is urged to ,regard his op- ‘
portunity for service to the College as ‘not limited within
these boundaries of the academlc year, but as 1nvolv1ng
i some’ obligation to forward upon his own initiative, .in
‘Elmira or elsewhere,® his own development and that of
his generic area and of the, College as a whole, within"
reasonable limits, during the summer months.
o e ey
“ The precise terms and conditions of every appointment ,
shall be stated in writing and be in the possession of both ',
colleye and teacherbefore the appointment is con- ‘
summatecl. ¢
Appointments shall be made by the Chancellor of the Col-
lege in consultation with the Provost and the Dean of
Administration.
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s ;
For appomtmeni to each rank Jr for promotlon to that
rank a definite mmlmum standard in respect to degrees -
and e\:perlence is necessary..
a. Pro{essbrs sha]l have the Doctor's degree
' or its equivalent with at least six years of
college teaching experience..
’ . )
Associate Professors shall have fhe Doctor's
degree or shall have demOnstrated exceptional
achievement in their fields of spec1a11zat1on
“with at least four* 'years of college teachmg
experlence :

Assistant Professors shall have the Doctor's
degree or shall have demonstrated exceptional .
promise in their fields of specialization and
shall have. had at least two years of teachmg
exper1enc e '

. _Insfructoré shall have the Master's degree
or specialized preparation which’pe rmits
them to qualify for’ th01r particular assign--
ments o :

(All references to a deg‘v'ee 1mply an earned
degree..)

PROMOTION IN éANK AND SALARY

o

‘Profess:.onal competence is the primary requisite for promotlon.
Important in evaluatmg this competence are ab111ty in teachlng,
continued study in the 'professmnal field, produchve secholar-
sh1p, and participation <nd lcadersh1p in professmnal societies
:xand the’ general act tivities of the College, especially®in advising -
’ students and partmma.mg in committee work,

Of the above, ability in teaehmc is the most 1mportant and the
nfost difficubt t8 measure. Members of the faculty may have .
their classes visited by the Lhancel]or the Provost, the Dean
«of Administration or their colleagues. Moreover any of those
'mentmned above may ask present or fo¥mer students to evaluate
their teachers' offe(*h‘ ‘eness, :

Also taken mtn Lon51dera+1on as a baq‘ls for promotmn is serv1ce
to the College in a more generat sense, whuh may be gauged

N3




expected {o show developrnent along a number of lines mentioned;
"but conspicuous success in otie or more may be am adequate_
“basis for promotlon T :

in part by membership on committees, sl\1llful d wise gu1dance
of students and student organizations, coope ration in projects.
which the College sponsors, and a reasonable generos1ty in

~Yending professional skills and knowledge to prOJeCtS and activ- '

ities of the Commumiy

.8 -

To meTit promofion a member of the Fac"ulty will rd1nar1ly be

<

Age or length of service alone does not ent1tle a faculty member g

~ to promotion e]ther in rank or salary

a SABBA‘l’ICAL LEA_ VES

- Sabbatical Leaves when granted are for the purpose of con-

ducting planned research, study, travel, or other appropr1ate
aehvu:y wh1<‘h will improve the quality of the. faculty member's
serv1ccb e Flmlra College,

A member of the faculty of Elmira College who has held the .
rank of assistant professor or higher for.: siv years shall be
e11g1ble to apply for a Sabbatical Iseave for tne seventh year

or for a semesler of that seventh year, '

*\ R - ~
V'-‘

The Sabbaticadl [ eave shall be for one year at: halﬁ—salary or
for onc- half year aL full salary ;

It.is undersLood that the granting of leave is not automatic, but v
is authorlaed only after (on51derat1on of each case. s

It is expm ted that the appllc.ai.lon for a Sabbat1cal Leave will

be in the Chancellor's Office no later than October 1, precedmg
the vear the sabbatical is desired.

LA

NOTICE OF APPOINTMENT AND SALARY (TENURED FACULTY)

Before the end of the fiscal year, June 30, the members of the
faculty wiin have indefinite tenure or who have been at Elmira

College more than two years, rec eive written notice of their

"

appcink ment and salaries for the ensuing year, Written notice- L M

“will be gien "o all orther fac ulty members in accordance’ W1th

thc cdare s outimed in dzsgussmn of academlc tenure
(‘prcnd]x A) + . . - °
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H. RESIGNATION
It is expressly agreed that appomtments will not be res1gned
after May 15 without the permission of and upon conditions

B : - approved by the Provost and the. Ghancellor. .

¢

*

I.  LEAVES OF ABSENCE

1. The’ Ccllege policy in regard to a leave of absence other
than sabbatmals, which are d1scussed in the faculty
statutes is as follows

=

- - a. leaves are ord1nar1ly granted only to faculty
' : members with tenure; 3
‘b, Custonuarlly the Iength of leave shall be one
year;
c. leaves shall be granted no ofte.nex_' than one
every four years; Y
. . : &

‘ d. insurance and: ret]rement costs for faculty on

* leaves are to be paicd by faculty members;

e,v'. - applications -for leaves must be in the .
Chancellor's Office by February 1 precedmg
the year the leave is des1red
. £, ifa faculty m.erhber' should be granted leave
before tenure is secured, the time on léave

. C i's-not ¢ {#ted in the probationary period;
. exceptions to the above will be considered -
ipdividually by the Chancellor.
. . -
4 \"‘l
. -
o
s \
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‘ SECTION v
FACULTY EVALUATION AND DEVELOPMENT SYSTENIS
(Adopted 13 November 1973)
A, The fc')llowinc7 par'avraphs descr1be the- systems to be used to -
evaluate faculty and to help them merove the concern derived

from that evaluation. The Evaluation System has as its
principal objectives the followmg

1. The collection of ‘evaluative information related to
questions of salary, promotion, tenure and retention,

2. - The acquisition of information related to areas where
s ' - . improvement is needed: S e
3, The 1dent1f1cat1on of faculty who have strengths g
' ‘areas where others have weaknesses so our own .
8 faculty can help their colleagues 11’11Dr0V€ (See '"a" -
' in Developrnent System)..

>
B. The Deve]oprnent System has the followmg as its prlmary
obJectwes - .
’ 1. The enhouragemtnt of faculty to 1n1t1ate and continue
- programs of teaching 1mprovement
2.  The impr'ovem_ent'of courses,
; C. - ' The nature of the iniflal iteration. of the programs is described

below. The Faculty Advisory Committee on Tenure and
Review shall be charged with the respons1b111ty of rev1ew1ng
this document annually and proposing to the appro; riaté
o person(s) for action any changes and spec1f1cat1on of gmde-
. 1mes deermned, desir ablt S

\ ' \/.

D. : EVALUATIO SYSTEM'

1, The Evaluation System shall consist of an annual program
for all faculty and a special augmentation of the annual
cwformation to relate to specific questions of tenure, . -
promotion and rvtentxon -The information would become °
_ part of the file of the faculty member for use only in
‘ R , his relationship with the college Each faculty mem-
e ' : ber will have access to his own evaluation fxle

L ) :
: 5 U ) _//




2,

Annual Evaluation of All‘-vFacuvlty: '

a, Student Evaluation;

(1)

The student evaluation form (see pages
56 - 58) modified from that reported by
McKeachie (AAUP Bulletin, 1969, 55 (4):
443.-.444) will be administered to each

different course, except’ beeral Studies .

sections, during the seventh week and the
last two weeks of each’long term for
faculty in their first or second year. at

.. Elmira College, and during the last two -

weeks of each long term for all other

faculty., Faculty in‘their third and sub-
sequent years may. administer the form
at other timés during the term in addition N
to the last two weeks, if they so choose:

E2 °
G

One cop.y of the results would go to the

faculty member and one to the Dean of

Administration for the file,

The report of results’ will include for .
each faculty member the raw score dis-
tribution and the mean response for each
item. When these data are placed in the

faculty members file they should be -

‘accompanied by a statement .of the size of

the class, the nature of the class, -and
whatever further information may be

' necessary to augment the mterpretatlon
- of the data, :

" Procedures for the evaluation of- Liberal

Studies shall be the responSLblhty of the
Steermg Cornrruttee S

b. Evaluation by Col’leaguc—;s

()

i

Each faculty. member shall identify three -
colleagues who would be acceptable as .
evaluators, The Dean of Administration
would select two of these to prepare
written pvaludtlons following the outline
mdlcated on paqe 59.. In preparing

this evaluation the evaluator may- visit |




r

the faculty member's Claases should they
agree this is desirable,

(2) These evaluation.slwo‘uld be submitted -

‘not later than 15 November for second

year faculty and 1 February for all,

others.

(3) ,The Dean of Administration would submit ,

_‘written evaluations not later than 15 . . Ty

November for second year ;aculty and : ]
1 February for all others.

1

o (4) A written self- evaluatmn followmg the
- * outline on page 59 and including a
g - ‘ statement of professional accomplish-
' " ments by 15 November for second year
faculty and 1 February for all others.
This self- evaluation may include com-
- , ments on evaluations submitted by
colleagues or student evaluations,

(5) | Faculty members should feel free to
— . submit any other information they
believe to be relevant to their situation.

3 - ‘ . ’ ) @

3. Special--Augrhentat_ion; . - . .

When decisions must be made concerning tenure or
ruvntlcm, the Committee on Tenure and Review shall
supplerncnt the annual background. mfox mation with

" the following:

a. J*‘vahiafinns written by four colleagues selected ;
by the C oramittee on Tenure and Review fol- ‘
fowing the ontline on page 59,

b, Fvaludtions written.by the Provost and the S .
" Dean of Administration. \‘

E.. PDEVELOPMENT SYSTEM

We adhere to the principle that the College has an obligafion to
students aud faculty to assist faculty in whatever way possiblie

. B _ to improve as teachers, “Fhe evaluation system serves this.
' purpuse by identifying those problems which individual faculty

L 6h




have which make them less than effective teachers, Once )
the problems are identified, it is the responsibility of the
Dean of Administration'fo assist the faculty member in
developing a program aimed at improving on the probléms -
"he has. In working with faculty members, the Dean-of
" Administration has available the expertise of the Elmira
College faculty develdpment__t_eam, on-campus and off-
campus workshops, the student evaluations developed by
the ad hoc committee, and any and all other appropriate
. items and events.” : :

o

It shall be the responsibility of the Dean of Administration
. in consultaf;ion with the Executive Committee to encourage
and ‘implement the development program.,

A

.

A
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I

ELMIRA COLLEGE

Student Opinion of Teacht‘liaﬁd Course
(Adopted 13 November 1973)

INSTRUCTIONS Each of the items below deals with a characterlstlc
in instructors and courses which students feel to be lmportant Indl-
cate your rating of your instructor or the course by filling in the
appropriate number from 1 to 5 on the card provided for that purpose,.
‘Write any comments on each item on the back of ‘the card.

Characteristics of the Teacher

Is he actively helpful when students have difficulty?

1.
' 1 = Not Helpful B “to .. 5 = Actively Helpful
2, Does he appear sensitive to student's feelings and probllems?.
' = Unaware to 5 = Responsive -
3. Was he flexible? T . .
‘ 1 = Rigid ' to . 5 = Flexible ‘
) 4, Does he make students feel free to ask qﬁéstibns, disagree, -
express their ideas, etc. ? ‘
1 = Intolerant to 5= Encourages students
' ‘ ideas o
5. Is he fair- and 1rnpart1a1 in hlS dealings with the students'?
l'= Unfair - . to- . 5 = Fair
6. Is his spéech édequaté for teaching?
' = Unintelligible . to 5 = Good
7. Does he belittle students? '
~ 1 = Belittles , to: 5'2,;R/espects~ N
‘8. . Does he tell students when they have done partlcularly well’? ]
1 = Never =~ - to 5 = Always , L
9. Does he dwell on‘the obvious? o . '“
' 1 = Dwells on obvious to ~ 5 = Introduces interesting
' ideas
'S g"\ f

i




Is he interested in the subject? ,
"~ .1 = Seems uninterested to 5 = Seems interested

Does he use enough _exarnple's or‘illustra_tions to clarify the-
material? _ : )
"1 = None . to 5 = Many

e

Does he present -rnaterial in a well-organized fashion?
1 = Disorganized ' to 5 = Well Organized

~,

Did he follow an outline? i | o :
1 = Not at all ke 5 =Very Closely
A o

\

- Does he stimulate thinkiné-’? \ ' v .
‘ 1=Dull - 'to \ 5 = Stimulating
o ) v 3 °
Does he put his .rnaterial across in én interesting way?
1 = Dull to \\5 = Very interesting

y

3 = Good, 4 =Very Good
5 = Excellent N '

\\
\.

.Characteri$tics of the Course
Are the objectives okthe course clear?
1 = Unclear = \ ~to. "5 =Clear

Is the amount of work required appropriate for the credit
received? - - L o o
-1 = Too mmuch to 5 = Too little

Was the assigned reading Hifficult? ' .
" 1=Too easy to = Too difficult

Are the tests fair? Y
1 = Unfair to Fair

Are the grades assigned fairly? ‘
1 = Unfair . to .5 = Fair

How would you rate the contribution of the textbook to the course?
1 = Poor . to 5 = Excellent :




24,
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o

Considering all the above qualities which are applicable,.
how would you rate this course ? . : ;
1 = Poor, 2 =Fair, 3'= Good, 4 = Very Good,"”
: 5 = Excellent '

What grade do you expect in thisaqourse?
1=A, 2=B, 3=C, 4=D, 5=F

o

- ) t




'ELMIRA COLLEGE .

FACULTY EVALUATION GUIDE

In preparing your written evaluation of a colleague, please mclude
¢ comments on each of the fol.owing in addition to any other comments
you may deem appropriate,

A
\

How would you assess this person as a colleague?
Please cbnside_r such areas as contribution to
functions of committees, interest in professional
growth, and contribution to the total curriculum,

What has-been this person's contribution to

helping students learn? Please consider his/her .
attempts to improve as a teacher and effective-
ness as a teacher and advxser.

What has been this perSOn'S contribution to the
total College community?
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SECTION VI
POLICIES ON FINANCIAL MATTERS
PAY PERIODS AND FRINGEYBENEFITS

o~

1. Pay Periods

All members of the faculty and adminisiration receive .
their paychecks on the last working day of each month.
If the last working day falls on a week-end or holiday,
paychecks shall be distributed on the last workmg day
prior to the week-end or holiday.

Fringe Be,nefits

vAll members of the facu]cy and adminisiration are
eligible to part1c1pate in'the iollow:ng frlnge benefits:

~a. ﬁ +«Health Insurance ’
b. Major Medical I'nsu“;r‘a‘nc'e
: ﬁRetireme';lf Plan
Life Insurance
Disability Insurance R

' These benents are described in Appendix B of this:
Manual. Please turn to page 120 for detalls

(The next page 1s 62)
‘ %

(Revised August 1975)
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Babysitting )
- : \=:“
Because il is recognized that attending
éollege functions can be a considerable
expense to fzcuity members with small
children, 'the College has inaugurated
A free babysituing service in the amount
of one hundréd hours a year for an ,
eligible recipient, Although the service
exists primariiy ir. order that faculty
members and their spouses may- atiend
general. co]lene funciions, it is not

limited-to colleoe c_venfs. Services .
of baby siiters should be arranged forty- ’
eight (48) hours in advanc e with the o

Dean of ihe College’s office,

Tuition Waiver

_ijlmira College faculty and stalf are

granted free tuition for undergraduaie work
at Elmira College {or themselves and

for their wives or husbands 'and children
for a maximum of [cur academic years

or their eguivalent. ~

[

:Elmira College faculiy and siaif are N

granted free tuition for graduate work,

their wives or husbands pay the difference
between the tuition for graduate and under- -
graduate work, and their children.pay

full graduate tuilion for graduate work.

The tuition waiver is subJecf’io 1;he folm

lowing rules and conditions,

(1) The employee, whether a
taculry membou a staff
member, or ofher lype of —~I
employee, must be a

- _ (Revised August 1975)

e s .
- 6 ’ . . 1

.
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\ «  regular full.tifne employee.
T(2) ‘The emplByece must have com- . .
pleted twe years of regular - - o
full-time employment with this
- ' College. For faculty, two years -

1s equivajent ro two acadenuc
years:

(3) The student fwile, husband or
“child) must apply for any State
or Federal grants for which he

may be eh{?;ble and the grant, ' T
if awarded,” must be pald to" , S
Elmira Col]egea ‘
’ Asvsummg all -oth‘er conditions are satisfied, ' et
this benefit shall be available to: : -
I s . . {
L (1) Children of deceased employeés- v ;
' - of the College who died in active ’ NS
service to the College and who ™ o S
+ had achieved the rank of Professor ‘
‘ o .or Associate Professor, or had
> - : ; : completed ten years of en“ploy- ,
' mcni with the College. = | o p
. . °(2) Ch ldren of employeea on ]eaxe
_ for not more thau one year.
. B..  PURCHASE ORDERS | o S
’ 1. Use of Purchase:Orders
E o ® All supplies gnd .sgrvi.g'es to be paid for with College :
. . funds shall be reyuested-on a purchase order form.
. ’ Q . ¢ @
’ ’ A ° 0

(Revised August 1975)

- - . . 3 -~ . .
ERIC Y - S .
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2. .Securing Bids
In order to obtain the lowest possible prices, bids will
be taken for supplies, eguipment, and services. Each-
_.order should be placed in iime o allow for b)ds to be
let. In some cases ihe- orde'r‘nu department may wish
to obtain bidssand check possible suppliers ﬂself In
these cases, the bid information should be affached to
the purchase order when :i i3 sant io- the Chief Flnanc1a1
Officer. :

o

1
@y

Orders per‘ainino o audiovisual equi pmenf or software
should be submitted afier ¢ onferring with the Dlrector

of the Learning Center in order fo Inajntaln consistency
in"purchasing and io operaie wah*n necessary hardware

compaiibility restrictions. H

' 3. ‘Coniflr.¥'r\a{'1o‘n Ordet“j‘ . _ ' ' c

The Col\lége is not responsible for pdymeni for jtems
ordered by faculty or staii membersieven 1f later

covered by a contirming purchase order.

Purchase Order F_(_L)jgp_

JPurchase order forms may beiobiained from the
ookstdre~

The Purchase Order .should show Completely the

supplier, date, "uam iy, descrlpnon\ and price, ’
[f desired, .a notat:on may be made to "mark
patkages for'" in the desc ription area. The order
should then be sz,gne*_ﬁby ihe person making the

request using the space "Originated by'.

If the budget code 1o be cha rged is known, enter _
it. If it is npt known, nofe in the !'chdarge' space
where 1t should be charged.” For expendltures
under grants, always note the Grant number in
the "charge" spa: e, :

"The comp]eled request shouid be given to the
person respons:hle for the budget to which the
cost Wl]l he charucd Dean; ] D;rec:por, ete,) °
for approva1 signature 1w the "Approved by"
space and forwarded 1o the Business Manager s
office; Academic orders should be forwarded
via th«., Office 01 the Dean of Adm mairahom

\Afler.determ'naUcm 0} avait ab:Ju'y o1 [unds by
e Chzsr Finantial Qfficer, the orjgma] (White
copyT‘w&&J‘\be sent io the supplier as an officia¥

purchase crder. .
‘ oo {Revised August 1975)

1 Text Provided by ERIC
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5.- P. O. Copy Distribution

LN

a. The go’denrod copy will be sent to the person
sponmble for the budget to which the ex-
perditure will be charged for his record of
- charges to that budget, .. :
b.”~ The green receiving copy will be-sent to the
. person or‘gmat'ng the request. When the
= . - ~merchandise or service has been received,
‘ ' *+ this copy should be signed and returned to the
. » ‘ B Chief Fimancial Officer. This is important "
since the supplier will not be paid until the
' 4 ' ‘ signed receiving copy is returned. If the
mater:al received is damaged, -unsatisfactory,
R ) or if the quantity is short of that ordered, the
' ' facts should be noted on the green re'ceivin-g

> .. ‘ COPY.

o - . o

B " If the items ordered are received in two or
more-shipments, report each shipment re- L

ceived by memo, since the supplier: usually '

sends a separate bill for each shipment,

The gr—eeri recerving copy should be returned

with memo fhaf states the facts about the last

of the order receéived.

- o .

'C. . 'CHECK REQUESTS
Lo E?_‘:lisz

A Chegk reques’ should be used as the method of 1n1t1at1ng
‘payment only in *hose cases where

a. Admm e payment is absolutely requlred by the
3 m*dur berore vaerv o: goods or; ‘

b. No itvosce will be rend(—“r“ed‘.by the vendor,

°

2. - Pro: erl‘lre v . . .
b ol . fond 3 v ° I : !
Form BE.Co w525 should bhe used for this purpose.
. a. .F'n'“er contplete name and address: of. person
N . f)cx p(;‘d .

g

[Aruitoxt provided by ERIC




. b, “Indicate in space provided method of
transmittal for check,

c, Explain the purpose of the disbursement.

Do d. Indicate the account to be charged.

a

- .e. . Your signature should appear in the
'"originated by'' section of the form.-

f. The .person who is respon51b1e for the -
budget being charged should sign the | _ . .
"approved by'' section Of this form. : oo

The form should be delivered to the
Chief Financial Officer. You can ex-
‘pect a check within a week after de-

. livery of the check request to the
Business Office. (Note: Check re-
quests may not be used as the means
to initiate payment for part-time
employment by an 1nd1v1dua1 at the.

. College). "

j§1¢]

o

D.. . TRAVEL AUTHORI?ATION A'\ED REQUEST FOR TRAVEL
' ' ADVA’\ZCE

.. Purpoée

T

It is necessary that sufficiemt advance notice be glven of
. any intended travel so that: '

a, Proper authorizations may he obtained..

i ~b. . Travel arrangements might be 'accomplished.

) .+ The duties of traveler may be reassigned if
necessary, :

6

d. A traxel advance, if requested, may be
' prepared :

v 2. Policy

a. . Travel is udder the supe'rvision of the Chancellor,
Frovost, Dean of Administrafion, Chief

.




Financial Officer, Dean of the. College,
and Director of Development. The °
financial aspects of this act1v1ty are con-.
ducted through:the cooperation of the in-
dividual traveler and the Ch1ef Financial
Officer. )

-Personnel may be granted the opportumty to travel

at college expense for the followmg reasons:

[

(1) The mformatlon to be obtained will
be helpful to the college
]
“The information is not ava11able at
the college.

To repbresent the college.

To perform an asslgned task which
cannot be accompllshed locally.

The approprlate dlrector is authorized to permlt
his personnel to travel at college expense if the

purpose of such travel is in accordance with the

objgctives of the college and if funds are budgeted
for such travel.

Procedure

All requestq must be prepared at 1east three weeks prior
to the intended departurc date. -Form E.C. #301 should
be used for this purpose,

a,

Fnter name, date, ‘and departrnent travel
account number at the top of the. forrn

Complete the ~"Reque’ét for Travel Autho-
rization " section of the.form. Be sure that
sufficient travel funds remain in your de-
partment's budget to cover the cost of the

“trip.

Complete the 'Request for Travel Advance'
section of the form if an advance is desired.
I'he maximum advance allowed will be 80%
of the total college share of éxpenses (line 7).

M
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This section must be completed if you desire

an advance prior to departing on the trip. All

advances must be sSettled within one week after

the trip is completed. See '""Travel and Ex-
"pense Report" for details.

‘Present the form to the appropriate supervisor
for approval who will forward it to the next
higher level of management for approval; If

the form is in order and the total cost of the trip
to the college will not exceed $250 and overnight
lodging will not exceed $15, (exclusive of tax),

the appropriate person may approve the form and
forward the two accounting copies to the Business
Office. The third copy should be sent to the
orlgmator
Trips which will cost the college more than $250
or requlre overnight lodging in excess of $15°
’ (exclusive of tax) per night must be approved
by the Chancellor. If he approves the request,
the two accounting copies of the form should be
forwarded to the Business Manager. The third

copy is to be returned to the originator.

- TRAVEL AND EXPENSE REPOR T

. Puonse

In order to utilize funds allocated for travel in the proper
manner, standard1zed policies and procedures are de-

signed. These policies enable the traveler to accomplish o

the objectives of his travel without unnecessary dls-
comfort or expense. '

Poli_(_:_x

"l;"rével is under the responsibility 'of the Chancellor, -
Provost, Dean of Administration, Dean of the College,
Chief Financial Officer, and the Director of Develop-
ment, and the coordination of its operatmn and function
is accompllshed by the traveler, the Executive Assistant
to the Chencellor and the Business Office.

a, Mileage

A miléage allowance will be paid'f;o.r properly |

Ty
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approved travel by staff members in private"
vehicles., The allowance is 10¢ per mile for
vehicles weighing up to 3, 250 pounds and 12¢
per mile for veh1c1es weighing 3,251 pounds

or more.. This approval is lii‘nited to oc-
casions when it is impossible or impracticable -
to use publlc transportatlon fac111t1es

Subsistence

A daily subsistence alloWance' of $11.00 per .
- -full day will be granted. Allowance for partial
" 'days will be as follows: ‘ : )

Breakfast ‘ $2. 00
Lunch | $3.00
Dinn%r o 3 $6. 00

Room:

The traveler will be reimbursed for actual ex-
penses for overnight room accommodations while
away from home on college business. The max-
imum allowance for this purpose will be $10. 00
to $15. 00 per night, If more than one member of
the college is traveling in the same area, ‘accom-
modations should be shared when practical,
Reimbursement for accommodations over $15, 00
per night can be made only if specific approval

is obtained from the Chancellor prior to leavmg
on the trip.

. New Yoxjk State Sales Tax

-

The college is exempt from New York State S'ales
Tax. Any ¢xpenses for hotel occupancy and meals
which you incur in the performance of your of-

ficial duties as an employee 6f Elmira College
are excmpt from the New York State Sales Tax,
In order to obtain the exemption, you must give

"the hotel 01; restaurant a properly completed ex-
eraption certificate. You may obtain'the form(s)
from tHe Rusiness Offlce prior to your departure
on any co]les,e rela'red busmes tr1p

v

T
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Public Transportaltion

The standard a1r11ne accommodations for college

‘personnel will be either the coach/tourist class

or the "one class'' service, whichever is avail- )
able at the requlred.fhg-ht time. - A lower berth or
a roomette may be used for overnight rail travel.

Car Rentals

Rented cars may be used on'célleg‘e‘ business when

public transportation is not available or the use of -

public transportation results 1n exce551ve cost or

~ considerable loss of time. If more than one mem-
ber of the college is traveling in the same area,
only one vehicle .11 be rented. Be sure to obtain -

the 20% discount frequently given to busmess and
college personnel.

" Group Limousine Service

May be used for tfavel to and from airports when
public transportauon results in excessive cost
or considerable loss of time. :

Other Expéﬁses

The cdilege will reimburse the actual expenses for:

(1) * Tolls,
(2) Parking fees.
(3) A"I"elép};one calls made for college

business:,

-

(4) ° Registration, méeﬁing and ¢on-

- .vention fees.

(5)  Entertainment anu/or banquets. The
person(s) entertained and the business
reasons for entertaining the person(s)

" on behalf of the college must be ex-
plained,

(6) Public Transportation. Receipts should
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be obtained for any single trip costing
"$1.50 or more. The college does not.
authorize the use of taxicabs,

Before Leaviﬁg -

Before travel expenses are incurred, the trip and
‘related advances must be authorized by the ap-
propriate persons. All travel must be authorized
at least three weeks prior to the date of departure.
~ Any unused portion of the travel advance must be
refunded to the college at the end of the tvrip'.

Do not charge travel or busmess expenses to the
" college; pay ‘them in cash from amounts advanced.
Credit cards in the name of the college are not
authorized.

It is not the policy of the college to pay directly
charges from hotels. - Each employee is to pay for
his own lodging and related expenses,

Instructions Appiicable to Form E, C, #302

The traveler is advised to list expenses on Form
E.C.  #302 daily, on the appropriate date line, and
in the appropriate boxes, so that the required detalls
will not be forgotten. Submit the report at the end

of each calendar week, or at the end of the trip,
whichever is earlier, to the person who authorized
the ’trip. If there is a balance due the staff member
and reimbursement is expected, be sure to show the
address to Wthh the check is to be mailed. In group
travelmg, each employee should maintain and submit
an individual éxpense report. When preparing. Form
E.C. #302 observe the following special instruction:

(1) Purpose of the Trip

Be specific; an explanation such as
""college business' is not adequate.

Mileage Allowance for Personal Car

The traveler must obtain approval
from his supervisor tc use a

9

P’? 'J




‘ : . o privately-owned car in con-
o ~ ducting college business. :This
- approval is limited to those
v occasions when it is impossible
.o . or impracticable to use public
i ' transportation facilities. When
properly approved, the traveler
will be relmbursed at the cur-
rently authorized mileage rate.

(3). Parkirlg, Tolls . S

Include such ifems as turnpike and 4

. bridge folls and parking fees. A . -
receipt must be obtained for any ‘
item of $1.50 or more.

(47 Rented Cars

Attach a copy of the bill, Car rental
ageuncies Irequently give a 20% dis -
.count on car rentals upon not1f1cat1on
that the individual is travellng on
college business,

(5) Air,; Rail, Etc,

Attach a copy of the ticket and in-
. ‘ dicate the travel agent,

(6) Registration _Fees ' - s

Include items such as meetmg, con-
vention, and workshop fees. Such
items must be evidenced by a receipt.

(7) ° Transportation Pur(_‘haseld b.y.the ~College

Detail transportation purchased
directly by the college in these
spaces. Attach used tickets and
indicate the name of the travel
‘ageni, : ' : '

‘ ' ' (8) .Unused Transportation
N . " - " ‘. . Q
CAttach unused tickets {whether

o AR

o {4




//oﬂ%,/’”“ purchased by the college or by
traveler). Complete unused

transportation section of expense
report. ‘Indicate the name of
the travel agent,

Approval

- The report must-be approved by the
appropriate supervisor directly
responsible for the budget with the

- following exception: sho'uld the ex-

. pense report be payable to himself,
the supervisor must receive approval-
from the individual to whom he is
directly responsible.

.Documentary evidence will ordinarily-
be considered adequate to support an
expenditure if it discloses the amount,
date, place and essential character
of the expenditure, For example, a

- hotel receipt is sufficient to support
expenditures for college travel if it

' contains the name and location of the
hotel, the date or dates of the. stay,
and separate amounts for charges such
as for lodging, meals, and telephone.

If space provided for explanations is
not sufficient, continue explanatidns
on attached sheet. For convenience,
explanations may be written on the
receipts submitted, providing such
explanations are complete, I[n such
cases, Form E.C. #302 can be cross-
referenced by writing ""see receipt
for explanation',

Receipts must be obtained for all

items (other than the food sub91stcnce)
"in excess of $1. 50.

I}

N
v

REQUEST FOR PHYSICAL PLANT SER VICES

1. . Pollcy

To receive Physical Plant s<pr-i ¢g, reaues te must be

Vo




au‘th-Orized by the Provost, Deans, Dlrectors or other

" staff personnel who have budget respon51b111ty Reque sts
must also be approved by the Director of Physical Plant
who will, when necessary,.coordinate the procurement
of- materials, receive approval for expenditures or
secure and deploy personnel as required by worklng with
the Business Manager.

Procedure
a, In making a request:

(1)  Prepare Form E. C. 560-1,"SERVICE
' REQUEST"', by completing the following:
-- Originaior Name
-- Originator Department
-- Date Requested
-- Date Job to be Completed

Note: There should be a minimum
of six (6) working days be-
tween the Date Requested and
the Date the service is to be
Completed. -

Actual dates must 'be uséd
such as 11/27/75; do not use
""ASAP" or any other-term
.in place of a date. .

-~ Account Number
- - Service. Location

. Building .
. Floor
. Room

-- Description of Services Required

- Check the appropriate box to indica{ée
" whether the budget 1s adequatc to handle
the requested service,

Secure necessary depar!mental approval
of the Provost, Dean, or Director. Any
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o . o " - request to build equipment must
P "be approved by the Chancellor and
any request to purchase equipment
costing more than $25. 00 must also
be approved by the Chancellor.

(4)  Remove pink copy three€ of "SERVICE
REQUEST!" and file.

(5) Send the "SERVICE REQUEST",

' Form E, C, 560-1, with c#pies one
and two attached, to the Phys1ca1
Plant l)epartrnenf

b, - Physic:al Pl'an'it Depar:_rnent

g o ' (1) Recewes "SERVICE REQUEST" Form
E ' E.C. 560-1, from the originator and re-
views for c*cmpleteness of information,
including vnecessary signatures.

Note: Any form not properly
completed or signed will
be returned to the originator.

L

(2)  Schedules 'j‘ob and assigns starting date.

(3) If project cannor be completed by requested
date because of scope of work involved, a
! new completion date will be asmgned and
‘ ~originator notiiied,

c. Emergency Service
(1) Definition

An emergency 1s a condition which re-
quires immediate aciion, which, if de-
layed, would resulr in personal injury
and/or damage o college property or
1nadequa‘e funciioming of a project or.
program,

(2) Prodedure
’ A o Originasor calls the Physical Plant office
‘ " by telephone during vorv! woriking hours




or contacts a security guard at all
other times. Security guards can be
 contacted through the College Switch-
- board. The Physlral Plant office .
will prepare the service request and
respond.to the emergency.

-COLLEGE BOOKSTORE"

1. - College stationery, paper, and similar supplies used by
. a membe’T of the faculty may be purchased in the Book- v
. store from an Academlc Budget. The Dean of Adminis-
tration must approve -a requisition before supplies are
secured B
. ’ >’.‘~‘Q_M‘,..-~W. -
Faculty requests for textbooks and class supplies are
made to the Booksiore on blanks supplied by the Book-
store, Requests for textboqks are made after con- £
sultation with the Dean of Administration and should S'ev,
in the Bookstore. The Bookstore will not be résponsible
for stocking texts at the start of classes urnless orders:
are received by the dates requested. An estimate of the
number of books necessary should be rnade after con-
s1der1ng previous registrations. _
(Deadlines are established and published by the Business
Manager after consultation with the Dean of Ad'rninistrat'_ion. )

‘The Bookstore 1s most interested in providing supple- ’
mentary readings. requested by faculty. The Bookstore
requires however, a requ1s1t10n for these six to eight
weeks prior.to class assignments so that the béoks can
.ba obtained. In determining quantities, faculty should-
cnnsider previous regisirations and experience.

The Bo(ﬂ store upe rdtos on'a cash basis, Personal
charye accounts are not permitted.

BUILDING AND OFFICE KI'YS
‘1, Ke ys to the outside doors of buildings and to offices), lab-
oratorics, etc., will be issued from the Business

Manager for use by the person to whom 1ssued.

A laculry member may lend the My to a Iahordtory, class™
room, or office to a student provided he accepils full
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o A responsibility and furnishes the siudent with a writfen
authorization’for the date and time the student may use
the woom. The student should have aulhorlzatlon with
him to show the securiiv guard:

3. The famﬁty member must make arrangements for ‘the
student to ge 'i into the busiding. Under no circumstances
o may the key to an ouiside dc or bc loaned.,

a

L. FOOD SERVICE

1. . Féculty are invitedyto atiend the Thanksgiving and
' : Honors Banquets as ¢y  sis of the College. They are
. ’ invited to attend all otuner banquets at their own expense.
Tickets may be purchased at tlrlﬁeA;Cairxpus Center Con-
frol Desk. It a.facuity member :s an'advisor {o a group
and that group invites him, he may attend the Christmas
and Athletic, Baruiucxs as guest ol the Colieo ~

S Sy ¥ . ~
kA

f' 2.0 Faculiy and their fam.lies Are welcome 1o dine in the
College Dining Room any time they wish they should
purchase fickets ar thf’ Conirol Desk ol the Campus
Center. . ‘ ‘ ) g

3

3, The Snack Bar in the Campus Cenier :s available to..
o , faculty, Stadents cnjoy meeiing faculiy there.

N . S

J. . POST OFFICE

1. Each member of fhe taduliv :s assigned a post otfice
box upon start:ng his assod,ation with the College.
P ! o )
2, Post Otfre¢ hours are pysted in the posi office lobby.
El
“ 3. No-martcrial rs vo be piaced sn ke postal box which

-

. is uns:gncd.,

K, ,E,\ERAL ITEMS

p
1. Personal checks, up to an amount o! $50. 00, W)ll be
' cashed by the C ashw s Otizce dunirfz the hours of
1000 a.m, and % 00 p. m. Maondav *hrough Friday,
A charge of $10.00 w i1 he assessed f the check 1 s
returned to the (,nj‘i‘-_u(_‘ berause of insufticrent funds, @

2. Whenever an auicmob:de s used tor a prior-approved
' trip, the automaobile and s occupagis are all covered
by College insurar: ¢, New York Staterlaw requires
e ~ 4kt the owner's “nsurate e ‘)s sub e C tirse, cla,m

followed by the s iuton 5 mauram o,

0 ;l\’ evised August 1975)




°

To be relmbursed for gasoline c\o\sts, \Eiips of
faculty alone or those involving student§ rnu‘“st be
cleared in advance through procedures m cated .
under Travel and Field Trlps in oth\er portlQns
of this Mamual

[

No c¢ollege employees gr students are permittled -
to have Credit Cards in the name .of the Collelge,
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o=

_ - SECTION VII ,
. h :
SN NArt et o N
‘ I“ACULTY AS ACADEMIC ADVISERS
Al —Ihe Facultv Acl»iser has as hus principle funciion assisting
the student in developing and aitaining his educational goals.
The adviser interpreis College policy td the student and
. 3
= aids in his personal and educat:onal development, The
: adviser is the person who has primary responsibility for
seeing that the College goars are achieved with the indi.
vidual siudent, ' o
B. The advising system 1s ddnhn*swxcl Ihruuuh the O‘izce of
the Dean of the College. Selection of the approprxate ad~ .
-viser is.made bysthe Dean of Admnistration.
A
T ) v,‘ ' ) . . 4 o
C. [t'1s understood that every laculty member has a 'respon-
sibility for students af all levels. ‘ i
D. \r\hen reaaswnnlem of advisees .s necve '"éry to avoid ,
‘ overloading an znd*\rzdual faculty mcnlber he will be , .
consulted as to which studenis would benertt most from '
the reassignment, ' '
‘ A ' . & =
E. The Reulsfrar s O‘fue will make ava:ldble the fonowmg )
information for szudems upon regquesl. . o . ’ e
- Permanent Academ:c Record Card : T
- - °
High School Transcript
College.Board Scores (It avarlable) . : .
a \Vi .
Gr aduate Rucord Evam b( ores (arter March oi ) i
. ‘ Sophomone }ear) . v .
Lénguage Placemeni Test Score {37 21 was required)
- : : n' , " (NOTE .. In certaih cases {example. 1ranster,. foreign’
' student) all of thc\a Yove mformation may not be avail- :
able dor a student), ™
¢]
. , F. © Studernts are assigned advisers acc r,rrl't‘u to ‘the :
: following: - ° ‘ S » s
. - st . , 2.
TN ’ T, Freshman o : ' o
@ X - ° o .
. 4 “
o B w

(,E\cx -scd Au usf 1975)
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- o T : Freshman will be assigned to a Liberal Studies Tutor.
‘ ‘ ' who W111 be the student's ad\nser.

° C ’ . 2. Soph)’ornor‘es have the foll.oxfzing options:

a,’ May remain with ihc leeral Studles Tufor by
. his choice,
b, -~ May ohoose_ a rhai;or-or coricentration and be
assigned to an advi'ser in his field-of interest,

c. May choose the Free Elective route to gradua-
" tion keeping his present adviser or choosing
another of his preference, '

d. Even though he has not chosen a particular
route to graduation he may request assign-
oment of an adviser other than his. leeral
Stud1es Tutor.

3. ‘ Upperclassmen - °

a, Each student 1s advised to select a route to .
graduation by the end of his Sophomore year,

b. If he had chosen a major or Goncentration and
been assigned to an adviser in his Sophomore
vear.he will remain with that adviser. -
- . L ) v ' 7
c.  If he has not been assigned an adviser in the- g
.~ - Sophomore \/ear students choosing majors - -
or concentratxons may be assigned an adviser ] - -
i - 5 . in which his f)(,ld of lnterest is located
) 4 ce
4, Adviser 'Change?é e
¢ .
Freshmen may not change Liberal Studies Advisers T
except 'under exceptional 0cir-cumvstances Sophomores ’
. ‘ * may select options b, ¢, or d at any tune dummb the 3

year, The aSSLgnmonf to h(_ new aokur wili .
ordinarily bacome officialo with the e o he e
‘next tetm. Upperclass sfudents may change their '
. assigned adv ‘isers by initwating a request based- on

personal or academic grounds. This assumes thaf

the adviser selected is not overloaded,

- Co. o . . w . -
e . . . 5
L y . . B . - = .

IIText Provided by ERIC




SECTION VIII

THECURRICULUM o g o

A, .- The facultv approved at a fagulty meeting held on March 16
1965, the following 1esolutxon for inclusion in.the .
'Informal.xou Manual:

RESOLUTION: The Faculty recogniz‘es and accepts:

'(‘l) its legal obligation to construct the currxculum of
‘Eamlra College;

0

(2) " its accountabxhty for the successes and failures,
thhm this cuxruulum.

(3) .. its responsibility to make its own informed
decisions as to where the curriculum should
remain constant,-where it should expand, where
it should contract, and the.academic conditions "
under which all this should happen;

the fact that it has delegated certa'ixi powers to its
committees, empowering them to act for it in
curricular matters except those changing basic

T Ry

) _pohcy'

(5)! the final responsibility of the Board of Trustees,

through the Chancellor of the Collegé for the

i curriculum,

|

B. Ihc;ependent Study (adopted 7 Febrxury ]9/4)

] .

(17 " At least 2 weeks before reqistering for Terms II and

Il o within one week of registration for Term I
“~the sLudent must consult" the instructor who.ds to be

the supcz\tsox sto discuss the general outli.e of the

- ‘proposal. Unless approvcd by the Provost, the -
supervisor must be a full-time employee of the
/ college with faculty rank. The supervisor wili

dto complete, ‘ . .

e N : '

. : ] provide the Elmir: College form tor the studen.
[ H e -
i

£2) . At least éne week before registering Tor Termasa T1
- and Uil or 'within one week after the date of reed =4m“'\n
for 1- rm [ the student must prisor: Doe s il two

_ / ) 8J

S




(4) .

Junior Ycar Abroad

Studen

(1)

(2)

.82 (Revised)

copies of the complﬂed form, one to the supervisor
and one to the consuliant, chosen by the supervisor.

Either ithe superv1sor or the Consultam must be a

full. t;rne faculty xnernbe

The supgrviSOr, consullant and srudent will review

the proposal and agree upon the final plan. Six ‘copies - -

of the final plan should be signed by all'three. Each
will keep one copy and the oiher three copies will be
torwarded to the Dean of Adminisiration, .the Regjstrar

and the adviser at ihe tfme of .regisiration,

- The grade shall be assigned by the supervisor aiter

the review of the work by the super\nsor and. the
(.onsuhant

To pre\ ent undue ove rlnaduw of individual Jnstruuors,'
the maximum number of independen? studies an in-
structor may supervise will be four, and the maximum
number of units eivhi over and above his regular ?
teaching load durmu each oi Terrns I and 1. Durmg
Term I the number of students’ an instructor may
supervise in independent study will depcnrl upon his
total teaching comma imeni

is consider: ng applicatron for Junior Year Abroad should
~do the [ollowing:

o

Compleie (belore end of Sophomore year) all the
general requirements tor graduation, <

Freshman Aris and Scie mv

Physical EHucation

At least one Ficid Expersence

~

Students planting {o go 1o a non ~E'nglish speaking couniry

shouyld study as much of the la nguages(literaiure, civili- ™

‘zationf of that courtry as pussible and at as high a level

as their preparation permis,

¢
. s ?

{Revised Adgust 1975)

.
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For Germény' Spain, France or Iia.];v - complete
200 level courses and do courses at 300 level if possible.

For Ja’pari or India . $tudy as much Japanese or Hindi
as possible. - -
.

(3) All students planning the JYA should take as many
courses in their concentration or majors as possible.
»They will be competing w:th siudenis who ofien will
have more advanced pre pardhon in their fields. All
students should plan with cons:derable care meeting
major and other graduation requzrements. In all
planhing, studenis should select courses abroad which
are needed or recommended in‘their concentiration or
major and which, for. reasons ol biennial alternatlon
may not be oftered durmg: their senior year. -

Students are enc ouraged tu) Lnrwl} n-at least vne term

()f Anihropolqpy S ,.-‘

&
[

During September of ihe'Sdﬁhurnﬂre'vear students
interested 1napplying for JY¥A should sign the list in
_the Dean o1 the College s otf,,;ce,, thus :ndicaiing their
interest., Besides their names, students should
.enter their [ields o1 specializaiion and the countries
‘in which they wish to studv. - :’Thev will subseqguently .
receive regular JYA applicaiior torms.  (In McGraw

122 catalogs from tore’gn umver iizes and literature
on foreign study are available, Siudents and faculty
‘are welcome in consuli this rnéicar;a] in planning for
J YA : : ) ’
.

Policies Pertaiming ‘o Cort nwng hduegion

1) Siuden‘rs carrving.tewer than 2 {6} units during a
fertn must regisier f}*rmu)h ine ()ifue of Continuing
Education-univss they have the permission of the
.Provost, (Excepizin, day siuderts who hive com-
pleted requiremenis tor a rlegree with exception of
a few remaimng hours, See page 93 item 13.)

~

Maximum régisiration su the Couiinuing Education
prograi is 12 credit hours p('i‘ term, FExcepitons will
be made Iur s{uduia who are \ui'workmg and who are

Cablé to fake a iull 15 hour  redst ioad b approved by
the Dean ¢f Continuing Educaiion.

-

{Revised August i 97?)
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o *

Courses in the Contmumg Education program will
usually be evening courses :

Coanumg Education tu1t1on is $35.00 undergraduate, R
$60 graduate, per credit hour. If a student takes
more than 8 hours in the Continuing Education pro-
gram he must pay-the regular full-time tdition, -
except by special permlssmn of the Dean of Continuing"
Educatlon. ’

Students registered as day students can take evening
courses on approval of the faculty advisor and the -
Dean of Administration,
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'SECTION IX

ACADEMIC REGULATIONS
. A
Graduation Reguirement's )
a. The I.iberal Science program ov an approved equivalent
for classes of 1472 ard 1976,
@ ’ ’ . .
b. The Freshman Arts and Sc.cruces program or its equivalent.
&~ ’
¢. -« Field Experience
. o ‘ .
d. The Physical Education regurement, ’
e, An approved route to -graduation
- R ° . : e
I Achieve cumulaiite grade pointiaverage ol at least 2. 00 _
for all work taken at Elm:ra College. {For siudents - ;
~entering Fall 1975 and after. ) e )
Fulfilling Requirements N
i .
The ultimate respc)hsjbahty fer tulfzlling graduation require- )
ments rests with the individual studest. [n consultation with
his adyiser cach studen! should re-iew his academic pr(')'gram
to make certain iHar requirements tor the degree are being !
met satistactorsiv. :
Routes to Graduat:on : o ‘ .
: Approved routes to vraduarior in lude ihe following.
1. Concentratzon. A veld of conceniration is a paifern
of courses planned by ke studeni exploring two ot o
more subject .matier tlelds and covering approximately E
twenfy nnits or academ’s werk,  The Curriculum .
Commartee will d(?f(ﬁf'{‘{!:.rz(" spec.iic graduation re. :
' guirements xn both the vemceniraion and the related .
ields. -, . - Lo e
' . ' o? . : ‘ E o - :
2, Major. A "major’ reguires approximalely twenty
units of concentrated siady 1ua-particular subject .
matier. but ii"due s no. ordenariy anclude spedifzc
requirements tor siudy sn retatedd irelds as does the
c:or;vemiraﬁon_. . L .
3. A;ﬁ\{l&ﬁ;; wilh dsMrmz ed vleciives Cong urrently wiih
a major program, the studs ntowlll eredd at least one
YeAr course izt cachoor by Goilowing areas. _ e

& . . | (Revised Augusi 1975)
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E. - Student Overloads ' _
’ The unit system of academic credi: precludes student course
. overloads. The unit system 1s buil- upon the assumption
that for most students four courses m each of the long terms. )
: will ¢ onstitute a full load. Certain superior students may" )
i possess :he capacity to handle academic work beyond the -
rormat load. In the spirit of the recent curficulum develop-
ments, ihese students should be encouraged to go beyond the
 requirerrients for the average student within the allotted four
courses. Students of average or below average ab111ty are
expecied to be fully occupied with four cdurses’ and will. ex- *
) perierce grave dlfilculty in attempting any overlvad work
F. Course Overload Policy . : .
» : A
1 A siudent: s normal course load durlng Term Iand
Term®Il is eight units, During Term:III, the normal ‘
] ‘wourse load is four unirs. Studentis seeklnrf course ¢
' " overload must fulfill the following requxrements
. 2 Freshmen and First Term Sophornores: The student
o 0! exceptional educational ability may register for a
maximum of {wo units ot overload credit during a long
s term with the-consent of the: tutor or adviser,
3 Second Term Sophomores and Upperclassmen: A
. student who achieves a '""B" average in the preceding -
rerm (vourses graded "P'" w:ll not be taken into con-
sideration, however, an """ grade Wwill automatually
disqualﬂy a student for the term following the re-
coption of the "F'" grade) may elect.a two unit over-
. Yoar durlnw a long term wirh the approval of his
. V B.f!‘» ser,
. Term I Overldads. Overloads during Term Il are
prohbited, except in extra-ordinary cases., Such
vootibads must have the approsval of the Provost,
> ‘ ' ' N
(i, s Oeerload Charves
Terri Faswd Torm f1 o : .
- Nostie e - nerradl ourse load rsoercht units,  Students )
SALE G s thae o gl i v af P normal course

toar w1 he -vhiject to an nverload . }xrxrgt which is mgual to




one-twentieth of their year;lyituition charge for each unit
of overload.

Term III

a
-

A student's normal course load is four units. Students
carrying a unit in excess of the normal course lzoad will
be subject to an overload charge which is equal to one-
twentieth of their yearly tuition, Students, with the
approval of the Provost, may take only one unit of over-
load during Term III.

Auditing Courses
A student may audit a course with the consent of the in- -
structor. An auditor is expected to attend classes, do the
assigned reading, and participate in class discussions, but
1s not required to take examinations. Under no circumstances
is <‘redif"criven for an audited course. ‘A student who audits
a coursc as an ove rload must pay the regular overload
C harge - :

Wxthdrawalv from a Course

- Withdrawal from a course after the first week of classes
must be approved by the Dean of the College and the student's
adviser. Except under very unusual circumstances, such
as prolonged illness, a student will not be permitted to with-'
#lraw from a course later than the sixth week of classes
Without receiving a failing gradg in the course.

Deferred Completion _

If becanse of illness or emergéncy, a student fails to com-
plete any course for which he desires credit, he may'defer
¢ ompletion of the course and receive an Incomplete only
ihroigh special arran,(zement with the 1nstructor and the
Dean ol the College. ¢

-

Tutoring

9“1 Arnts wuhm" to tutr)r or be tuiored are adv1s<=d to con-
u;f the hisiructor of the course concerned.

: - .
Coyeost {or ~icmer Schanl

A etwden in residence at Elmira 0201 cize who wishes to
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receive credit toward an Elmira degree for courses taken

- at another institution must secure the approval of his .

adviser and present the request to the Registrar. App;oval
must be secured before the courses are taken. Students

w shing to receive credit under the New York College Pro-
ficiency Examination pregram should consult the Reglstrar.

. e
! L=

Cla ssification

A student is a member of the class with which 1t is deemed
he may fulfill degree requlrernents.

Withdra_Wal from College

Any student withdrawing from the College during the academic

- year, or at the end of any term, must file a written request
. for withdrawal with the Dean of the College and have an exit

interview. He is charged tuition according to the following .
schedule: '

Withdrawal Percentage

during week “of tuition, charged

20%: .
40%
60%
80% -
100%

Ut s WO DN~

A student who voluntar11y withdraws for any reason (including
medical reasons) after the fourth week following initial en-

‘rollmest, ywho is dismissed for dlsuplmary reasons, or who

does uol meet the minimum academic. requirements of the
college will be charmed 100 percent of the apphcable tuition,
A siudr‘rﬁ who registers and fails to matriculate 15 charged
20 percent of the established tuition char ge.

A sfudent who is dropped from the C ollege for'academic reasons

after Ter¥m IIS charged 60 percent of the annugl tuition,
. s«:. [N

At the end of ea.c'h academic 'ter‘m the Committee on Academic
Standards, in consultation with the Chancellor, will study- the
ccase o cach student whose pcxfnrmance is below the level

reguired tor ,;*'adudtlon, and will recuire withdrawal from the

College »vhe never it seems ad\nsaule

o
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Studenfs holding National Defense I.oans who w1thdraw from

the College must have ard exit interview with the proper
representatlve in the Bus1ness Office,-

- l.eave of Absence

The followmg is the Leave of Absem,e Pohcy for Elmira
College: :

1. Absence must be for no more than one year.
L |

2. Request for L.eave must be submitted to the Dean
of the .Ccllege thirty days before the end of the
Term preceding the bedlnrunﬁ of the Leave.

3. Roason for abbence must be presented in writing
"~ for approval to adviser, Dean of the Coilege, and
Dean of Administration, '

4. It absence is in order to artend another educat10nal
institution: )
a Relationship of program to con-
Co centration requirements at ElrnDira
College must be worked out W1th
the adviser.

b. Prior approval for transfer of credits
must be obtained from Reg1strar s -
Office. '
5. No monies will be transferred to another. institution.

.  The student must bé full-fime and in good social
si-ancli,n.g,

7. The student's rnatrlculatlon will be reactivated
without charge upon completlon of proper forms
af the same tuition rate as that of his classmates.

e . -

#. Admission to anqgther institution is the respon-

elnhiy of the student as is the payment of all fees
to that institution, (this rule does not apply to
walle ses with which F‘lmua has an exchange or
ST m rative progrdm)




) - - : o9l

. 9. Application forms for reactlvatlon shall be sent to the
' ' Dean-of the College's Office by July 1, for September

. matriculation or by March 1, if part1c°1pation in room

drawing is desired. :

B . . -

P, Academic Integrity S | .

Academlc integrity,- an essential fomponent of successful ‘college
work requires each student to work 1ndependent1y during exam-
inations and to acknowledge his sources.in every instance where .
~another's work substant1a11y contributes to an.essay, a research
paper, or any other academic product. Teo claim another's work
as a student's own is completely unacceptable and will result in
suspenswn or e*-cpulsmn..' : , -




‘SE C TION X

POLICIES ON REGISTRATION EXAMINATIONS AND GRADING

A.  General Policies and Regulat:.ons' f

1. Only the Re‘gistrar“has the 'aut’hor‘ity- to evaluate trans-
cripts of transfer s_tudent‘s and assign credit. '

- The Registrar will furnish each-instructor with an )
officidl roster of the: class aurmg the first week of
" classes, S b ‘

No student may enter a course later than ohe week
" after the first meetmg of the class without perm1ss1on
.of" the Lnstructor and the Dean of Adm1n1stra,t1on. '

A student withdré.wgng from a course must obtain a

- withdrawal form from ‘the Reg1strar and have it
properly executed. Students may withdraw from a _

- class during the first week with the approval of the
faculty advisor only. Except under very unusual

" circumstances, the withdrawal of a student from a
course after the end of the fifth week of classes
(Term Ior Term I1) w111 not be approved.
Unapproved: Withdrawal from a course results in the,
student rece*vmg a failing grade (WF) If a studen¥
is doing passing work, a grade of (W) will be re- "
corded if he withdraws before the end .of the-~fifth
“week of classes. These should be récorded on'the
‘1nstructor s grade sheet and Lhey be come part of
the student'’s perma.nent re«*ord ‘

On occasion a student will withdraw from College

~during the semester; Whenever this occurs, the
instructor will be notified, and he should’ record a
grade of W or WF depending on- whether the student
was passmg or faﬂmg the course at the time of
withdrawal.,

i

Student absences from classes. need ‘not be reported
to or recorded by the Registrar's Office. Professors
will, - however, report absences on days before and
after vacations to the Provost on forms’ furnished by
the Dean of. the College.

~
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With the consent of the instructor in a course, a
student may ‘audit a course. Under no cucumstances
is cred1t glven for an aud1ted course.

A student w1sh1ng to take work in summer school must
obtain a petition biank from the ‘Registrar's Off1ce
and have it properly executed.

i‘

»Faculty members de not have ihe aathonty to change
the time of classes just before regular holidays, or
to change the time of fmal eX¢m1nat10ns Students
‘should not request-them to do- so.. '

Curricular improvement and innovative programs may
change graduation reguirements during a student's
enrollment at the College. When such a change occurs,
each student will be assured that the change will not
penalize him in time or money; he will lose no credit

" that he has earned. :

All full-time students admiited to the day program
through the office of Admissions must fake a mini-
" mum, of sfx (6) units of credit and should take e1ght
(8) units of credit each long téerm and four (4) each .
short term to complete the 80 units of- credit re-
quired for graduation in four (4) academic years.

i >

ExceEtion:>

Students who through acceleration need fewer than six
(6) units for their last long term to attain the 80 units
~required for graduatton, may register for the units
needed and will pay 1/20 of the yearly tuition rate per
unit, Neither resident nor non-resident day students
may register through the Cont1nu1ng Education
division to complete the units {(fewer than s:x) Te-
qu1red for their degree. ‘ :

On Monday, Wednesday . and Friday, sixty minute -
periods are scheduled betweén 7:50 a. m. and 5:00 p. m.,
.. with ten (10) minutes between classes; on Tuesday and
* Thursday, ninety-minute periods are scheduled.

3
. .o

Dates and procedures for Registration, as well as .
class schedules, will be provided by the Registrar..

(Revised August 1975)
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, | Exam'mations and Quiazes
° -1, - . The faculty shall report to the Dean of the College any
" - : violations.(such as plagiarism) detected on. written -

=, papers, notebooks, laboratory work,,,and other academxc
actlvxtxes. . R .

a,

. 2, Class "Hour" exammatlons shall be announcedmot less |
p : - than a week in advance. An "Hour'" examination is con-
o sidered to be one that covers more than a week's work
and has considerable bearing on a student's grade, as .
opposed to an unannounced or "pop" quiz of lesser
© importance or to daily or weekly quizzes of less than
hour length o

t

. 3. . 'Noclass "I—Lour" examinations are to be given in the
s seven (7)days immediately preceding the last day of .
o ~ classes of any term. Daily or weekly quizzes may be
R given, however. - ’ ' ‘ - '

4, Class "Hour" exammatlons hall not last longer than
the duration of the class. per&, and final examina-
‘tions shall not last longer than \one hundred erghty
minutes. N :

5. Examinations must be written in the place de81gnated
- Seating should, be a1ternate. If a room is too small
for alternate seating, the Registrar's Office will
asS1gn add1tlona1 space on request.

6. - The-_faculty member should keep final examinations
for a term after use. Blue books may be purchased
by the student at the Book Store. D

[

e T

ST Undergraduates shall not be given the respon81b111ty
of typing or' mimeographing final examination ques-
tions or for correcting and grading ‘of tests or .
examinations 1nvolv1ng subjective appraisal as dis-
t1nct from Scorlng of ob)ectwe answers,-

Cea

I

,1t shall be the policy of the faculty'that all activities
- of a course including all written'work such as term
: papers, shall erd for the student by the last day
: . of clas ses,. Only the final’ examination sha11 be a
: . B student respon51b111ty thereafter. '

i




Grading o o TN

1.
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1

" Final examinations if scheduled musé be givem A c0py

of evéry final exammatxon is to be filed with the Dean
of Adm1n1strat1on AN :

. o
¢

Grade bOoks may‘ be obtained in the ﬁooks'tore'. CVS'i_r.lcev

~ they constitute original records, used grade books
- should be kept on file in the faculty member's office

or the Dean of-Administra‘cion for at least four years.

Except under extenuating czrcumstances hour exams

will’be announced at least a week before the exam is
given. Absences from tesis and exams which have
been announced autornatically ifiéur a2 grade of zero
for the test or: exam, unless other arrangements have
been made with the instructor because of illness or
er_nergency_certxfled by the Dean of the College o

(‘ :

The catalog of Elmlra College describes the mark1ng
system

Beg’inning with the Class of 1969 (Freshmen ente-ring
in the fall of 1965) gradés may be reported to the. .
Registrar in terms of plus or minus. "Registrar will"
redord such grades, however, without the desig- °

" nated plus.or minus. (Beginning with Fall 1975,

plus- mmus grades will be recorded. )

It is advisable to discuss the meaning of grades with
‘the .studeénts in class. Instructors should also ex-
pldin the proportional armount counted for class work
tests, term papers, and fmal exam1natzons

A teacher who gives a student a grade of Incomplete
for final examinations deferred or work not com- -
pleted for reasons of health or serious emergency
should accompany the grade report with a statement
to the Registrar of what-is necessary to remove the
Incomplete and the deadline for completion. A
similar statement should be given to the student.
When the Incomplete is made up the teacher should
notify the Registrar. Otherwxse the Reg1strar will
change the Incomplete to an "F'" if the deadline passes
with no report., The deadline is six (6) months after
°the end of the term excludlng time the College is not
in session. .

(Revised August 1975)
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11,

12,

. can be changed only by faculty action except that

hour test or a suitable equivalent for each *period

.Grades are. reported at the end of each term to the
.Office, Reports should be turned in no later than
. given or by the time announced by the Registrar.

~ the instructor at his discretion. In any case they
Cwill be mailed to students by the Reg1strar.

96 (Revzsed)

The grade of Incomplete is. not to’ be given for or- '
dinary de11nquency. For this, work not completed
at the proper time is computed in the student'
grade as zero.

Grades once permanently recorded by the Reg1strar '

computat10nal errors may be rectified without such
action up to the end of the fOIIOW1ng term. S

o

. A student’ who has received a grade below D- in.a
course which is a prerequisite to another course

may" be- adm1tted to the other course, at the discre- -. S t
tion of the insiructor of that course without being
required to repeat the . prerequisite course.

* A,

Because it is usually necessary to rearrange with- .
out delay the schedules of students who have
received grades of less than D-, especially in

~courses given in the first term, instructors should
_report such grades as soon as poSS1ble to the

Regisirar.

Progress reports are made at mid-term.. Such
reports are to include the results of at least one

in add1t1on to such other evidence of a student's pro-
gress as the course provides and. the instructor can
ascerta1n.» These reports are turned in to the
Registrar's Office. Students will receive a warning
if the grade 1na course falls below Cor C..

Registrar on official forms furnished by the Registrar's

48 hours. after the final exam1nat1on in the course 1s o

Grades in course’s may be reported to students by

At the end of each term, the Committee on Academic
Standards reviews the records of all students mak1ng
unsatisfactory grade averages and 1mposes academ1c
probat1on or withdrawal from College. o

(Revised August 1975)
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A student is considered to be on classroom® probatlon

in any class in whxch he has a grade of less than D
at mid-term.

Students-who rece_i've warnings consult their in-

. structors in the courses concerned: those who are

put on probation consult their advisers as well as
their instructors’'in courses in Whl(. the1r work is
unsatlsfactory v

Students who-are on probatlon at the begﬂnnlng of the
term in SePtember may not part1c1pate in any of the
choral, debate, athletic groups, etc., whereln they
represent the College without permission of the

"Cornrnlttee on Academlc Standards. When a student

is put either on classroom or regular probation, he
may continue his participation with such groups until
the completion of the group's next major presentation.
He must then re51gn from the group until he is off =
probatlon

Progress reports are made to the student and adviser
at mid-term periods. A student will receive a
Warning Notice in a subject.when, in the opinion of the
instructor, the studernt is not making satlsfactory v
progress toward the completlon of academic require-
ments. A student who receives a' Warning is expected
to discuss the situation with his adviser'and in- -
structor immediately. Copies of Warning Notlces,
Probation Notices, and Grade Reports are sent to all
parents or guardians.

The "P-F" Grading System

1.

Some programs at Elmira College are evaluated on‘a
"Pass-Fail' grading system, - The '"Pass'' grade is
equivalent of work performed at the A through D

‘grading scale. No !'Pass-Fail" grades can be achieved

in a student's concentration or ‘major with exception
granted to the Education discipline.

I

"Of the 80 units requlred for graduation, no more than
‘15 units may be taken on the '"Pass-Fail'' system.

Proratlons for the transfer students are determmed .

: by the Currlculum Committee.

»
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3.  Studenis must 1nd1cate at the time of reglstratxon what
grading system they choose for each coursge in which
they are registered, and, in add1t10n, in writing they"
must notify the faculty member teaching the course

" of their choice during the first week of class if they .
select a ""Pass-Fail" system. ’

The Freshman Arts and Sciences Program is graded on '
~" the "A-F" system. Freshman students are not re- T /

®

quired to-take any courses on the "'Pass-Faﬂ" grading
system, but if they choose to do so, they are.advised
‘to seleci 'sucha ""Pags-Fail" course Jud1c1ously The
only courses which are mandated on the "Pass- Fa11" ‘ ,
gradlng scale are those approved by the entlre faculty : a g

i PO

g:

IS

' Honors and Probation . : ' o Sl

1. In addltxon to the prizes and awards hsted in the catalog,
we would award the followmg honors:

a, - The deéignation Honors Scholar will be given to
- those students who have achieved a cumulative
grade poinf average of 3 6 or hlgher at the end

of Term I and IL. - :

~b. Graduation Honors will be awarded to students
who achieve the cumulative grade point averages
indicated below for all work taken at Elmira
~College.

(1) surnma cum laude - 3.8 and above :
(2) magna cum laude - 3.6 to 3..799
(3)° . cum laude - 3.4 to 3.599

(4) The Honors Bangquet for the College
: Communlty should be held late in Term
Il and before examinations. No acade-
! _ ‘ } mic garb should appear, and the pro-
ff . _ o gram itself should include: special |
scholarship winners (Wilson and Danforth,.
for instance); new listees in Who's Who ) , v
(the student publication); the following . - e
b year's JYA students; students elected for
Term I to a list of Honors Scholars.

o

(Revised Augu'st 1975)




" a. If the student h s less than a’'2.0 grade point '
average for the previous Term at Elmira College, .

99

Students will be placed on academtc probatzon under
the followmg circumstances:

& Qr - :!'

b, if the student has less than a 2 0 cumulative -
grade point average for all work taken at 7
Elmira Colle%/e. _ : LT

Ce The Commtttee on Academlc Standards shall
consider all persons on probatton and may =
‘suspend any person who, ‘in the judgemeént of
the Committée, is not making sattsfactory

progress toWard a degree. L

st

10

BN




_ SECTION XI

' CLASS ATTENDANCE

: Regular attendance at a11 c1asses and other scheduled appoint-
ments is expected but not requ1red of all students, and students
‘are responsible for all assigned work, - Students who are
“~absent from announced tests or class reports incur a grade of
zero for the test unless a s1ckness or emergency notice has
been rece1ved :

Instructors shoéuld keep a record .of student class attendance. ~
A receord book may be obtained from the Bookstore. .
There are r{o ”excused” absences In the event of serious
illness or emergency, however, the Dean of the College will .
notify 1ns£ructors of the reason for a student's absence.
) Faculty members are respons1b1e for assisting students to
make up work o _n_ly if the absence is thus reported by.the Dean
of the College. S ' . .
"Excessive" absences must be determined by the 1nstructor
on an individual, ‘non-automatic basis. Excessive Ab sence -
forms may be obta1ned from the Office of the Dean of the
College. Absences may Jeopard1qe the student's academic
stand1ng in a course, consequently, if the instructor thinks
that a student's absences are excessive, he ma recommend
to the Dean of the College that the student be dropped from
class, Such an action will be recorded as a WF (w1thdrawa.1
' fa1lure) on the student's permanent record card in the .
Reg1strar s- Office, . Before recommendmg that a student be.
dropped, the instructor should send a warning letter to the
student that he contemplates such action if attendance does
not improve.. (A copy should be sent to the Dean of the
College.) -

If for any reason a student ant1c1pates absence from class,;

~ ~he should extend the courtesy of not1£y1ng the 1nstructor in

' advance. -

Individual faculty members will report all absences on days
before and after vacations to the Provost. on forms furnished.
by the Dean of the College.

Faculty members do not have the authority to excuse students
on days before and after vacations, to change the t1me of

(=]
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classes _]ust before regular holldays,,, or to change the tlme
of «fmal examinations.

-Students placed on probatxon will be not1f1ed by the Reg1strar

that absences may endanger their status in class and in
Elmira College, and copxes of thxs notification will be sent
to parents. ' : ~




SECTION XII

GANNETT- TRIPP'LEARNING CENTER

L]

The Gannett- Tr1pp Learn1ng Center is the focal point for :
learning on the Elmira College Campus. It provides the
print and non- pr1nt resources and services to augment and- -
-amplify the classroom experience. '

Q@

-

’

From time-to-time the Learn1ng Center will sponsor work-
shops and seminars aimed at helping individuals increase
their awareness of the resources of the Center and the means’
of integrating those resources 1nto teach1ng strategles.

Hours of Operat1on of the Learnmg Center are as follows

. Dur1ng the academ1c year:

a. 8:30 a. M, - 11:00 p.m. . Monday through _
' : ' ' Friday

b. 11:00 a.m. 5:00 p.m.  Saturday
c. 11:00 a.m. 11:00 p.m, - Sunday

During vacation periods:

a.. 8:30 a.m, . - 5:00 p. m. Monday‘threugh
: . Friday

" Closed e B © Saturday ang
: - - Sunday

’buring Snmmer.Sess‘i-on's:
.a..' .‘ 8:30- a. m. 10:00 p. mi. Monday through
S - . - "Thursday
8:30a.m. -  5:00p.m.  Friday q
c. | Ciosed‘ . : | ., Saturday
d‘ 5:00 p. m. - 10:0,0 p- m‘.’. “ Sunriay

(Changes in these hours w111 be posted as they
occur. ) \

10'*2"




D.  Acquisitions Policy -

1. Premises : o o o : . o
. B o R ) . “ . g g

a. In making decisions re acquisitions both 'prin"t. e
and non-priht resources must be considered, . :
and permanent as well as temporary (film™ e . % 7

‘ rentals) acqulsnxons be included. =~ - A
e s

b.  -Acquisitions should reflect the future as well
as the current academic programming needs
of an undergraduate 4nd advanced studies
teaching. 1earn1ng center : P

c. Al facult’y members should regard the con-

tinuing evaluation and recommendation of IR
acquiéitioons as part of their professional re- |, RPN
sponsibilities. Part-time faculty who.teach g
specialized_CourSes should al'%o«oarticipat‘e.

d. Pohcy proposed for this year will be evaluated
in the spring and necessary modlﬁcauons

recommended
2. Implementation ~ . , : ' . ' L e
2 " N ) . N . -
a. Each faculty member will be asked to inventory

all of the holdings that are important for or related
to the courses he teaches keepi'ng in mind the
potential for independent study. The faculty mem-
ber will have available from the GTLC and/or
from the Criminale report-a listing of numbers
" of titles in the area’ covered by each c0urse of -
fered. The inventory should include books,-
periodicals, " bibliographies, .reference tools,
‘continuations, and &ll kinds of non-print materials. . .
He will give his judgment regarding the strengths.
L ._ . o and weaknesses of the collection and a recom-
" mendation regarding the kinds of acquisitions
, -most important to correct any weaknesses. His
. : judgment should be ‘based upon some aCLepted
. - ‘-standard listing if available.

b. ° The inventories .Will be ‘collected by the Learning
Center Committee who will judge them on the basis
of both present and projected needs as they are
revealed thrOugh the Long Range Plan for the
College.

(Revised August 1975)
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* The Comm1ttee"‘ '
‘ faculty help in- bu1ld1ng collectmns if it-becomes
'v-apparent that facul'fy have_not taken the initiative
. in’ recommendmg ‘the. necessary acqu1s1t1ons.

&
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 The Learning Center Committee will publish a list
".of the 'various areas 1nd1cat1ng its judgment on the
" strength or weakness of each,. Faculty will be |

urged to submit recommendat1ons for strengthen1ng
the areas needing add1t1onal resources to support '
areas. important as Judged by the Long Range Plan.
L1kew1se, when courses:are dropped from the cur- B
r1culum, ‘the Cornmittee will. reassess needs in the .

area and make appropnate recommendat1ons fora o

-any buy1ng in that area..

S

A Choice cards w1ll be c1rculated to help faculty keep

abreast of current publ1cat1ons. ~Any book ap- .

-pearing to fill’a need will be checked through a re- -
. view in an_acceptable journal'or personalﬂkriowledge.

<

,Faculty orders for 1nstruct1onal resources will

include a statement Justz.fymg the order in terms '
of the prepared 1nventor1es.

Approval of all orders for 1nstruct1onal resources ‘
will be" based upon .analysis.of how the resource
strengthens the overall collectlon. It is expected

' that the Committee would indicate the broad
’ operat1ng pr1nc1ples and the D1rector would operate
' under these. Tt - :

111 be respons1ble for enlrst1ng

.The 1nventor1es w1ll be kept up -to- date by add1ng

to ‘them the name of éach new resource as- noted

_in the monthly acqu1s1t1ons l1st publ1shed by the

Learn1ng Cente re -

A

The 1nventor1es W1ll be analyzed each spr1ng and the

_.faculty appf1sed of the status of each. N

The- College is in the process. of - reorgan1z1ng the Operat1on of
-the Learmng Center.
sources and use. of the facilities will be developed and added-as
a Supplement to this Manual.

Policies relating to'circulation of re-

In the interim any questions con= .

cermng these matters should be. addressed to the appropriate K
staff member or to the Execut1ve Ass1stant to the Chancellor.




SECTION XIII

TEACHING FELLOWS PROGRAM

The Faculty of Elm1ra College have approved the follow1ng program:

A,

~ student and a copy sent to the- Provost . O

L

That Elmira College estabhsh a program in which out-
standing students may serve as teaching fellows with a

. faculty member in lower level courses in areas in which

they are qual1f1ed :
‘That students who participate in the program must have
acquired a 3.0 average in order to participate in the
Program;

" That o,n.ly Juniors and Sen1ors be perm1tted to part1c1pate
in the program and that two units of credit per term be
the maximum. for a teach1ng fellow; "

That a maximum of four units of cred1t be estabhshed as
a l1m1t any student may earn in the pr@gtam,

b
a:z’;‘

That a formal ‘written contractual agreement st1pulat1ng '
dut1es and responsibilities of the student as well as the
evaluative procedures to be used’ by the faculty supervisor
" be provided’ for each teaching fellow. “Such a contractual
agreement should be worked out between faculty- and

<

. That the Provost of Elmira College be. the coord1nator of
the program and be respons1ble for its 1mplementat1on~ '

"That nom1nat1ons for the pos1t1on for teaching fellows be

. sent to the Prdvost at least two weeks’ pr1or to the ‘be-

: g1nn1‘ng of each new term, : . ¢

x

" That each year teach1ng fellows be honored in some fashion

~ by the College in recognition. of the contr1but1ons made by -

these students, _ LT

W

Such programs are not intended to and should not d1m1nlsh
the involvement of the professor in the work of the course
nor his responsibility for the work of the students ‘in the -
course. Nor should such a program for undergraduate
‘students be allowed to replace those faculty assoc1a.tesh1ps
in wh1ch more competence is nebessary

L)




~ SECTION XIV

'FACULTY AS’SOCIATES
The Elm1ra College Faculty Assoc1ates program employs
,-college educated men and women from the community in-
" College act1v1t1es related to campus -classroom teach1ng.»
- Tke program has three bas1c obJect1ves h

“ 1, to give regular faculty add1t1onal time in which
"to undertake research d1rectly related to their
‘teaching, to revise or to make innovations in -
their courses, and to improve the qual1ty of
their 1nstruct1on, ,
to: enable regular faculty to extend their teaching -
_efforts toc a greater number of students than
: would otherw1se be poss1ble, :

p'to encourage the Faculty A&socmtes to progress -
in personal and intellectual development through
the work in which they are involved, and through
the provisions that are made for the1r cont1nu1ng
~academ1c stud1es o T
b : o :
. Requests from the regular faculty for the ass1gnment of .
' Faculty Asso:iates should be: submitted by March-1 for
September assignment, and by November 1 for January
assignment, and should clearly state how :he assignment
'w1ll assure that the three major obJect1ves w1ll be reached

: 'Appl1cants for Faculty Assoc1ate =h1p w1ll be evaluated,
‘and interviews will be scheduled with the facultyvmem-_
bers in whose area they are qualified to work During .
these interviews the faculty member should be as
.speclflc as possible in describing the kinds and amounts
of work expected’ dur1ng the fifteen to. twenty hours per
week which the As soc1ates spend in on and off campus
work, Summer study, "either read1ngs selected by the

" Faculty member or summer course work, can be dis-
.cussed at that time, A report should be subm1tted by

the faculty member within five days after the interview
‘recommending retaining the Associate or ask1ng that other
appl1cants be scheduled for 1nterv1ews.

Faculty Assoc1ates are not to be used for faculty'research'

111
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4.‘
Ject

projects unless: spec1f1ca11y approved by the Dean of Adm- o
ministration,

E.  So that their intellectual and professional capabilities may
continue to develop, Faculty Associates will have tuition
remitted for courses taken in the Cont;mumg Educatmn

Program h T , - , | o o
1. the summer before asoufrring.duties as Associates; -

2. - the year or years of service; )

3, the academ1c ‘year following the termmahon of

associate appomtment

4, the tu1t1on waiver does not apply to off-campus

_ . projects for which 1nst1tut1ona1 payments are re-

.~ +  quired (example CCFL Bahamian Campus

: PrOJects, JYA)

oo .Faculty Assoc1ates and the1r spouses are 1nv1ted to attend
* the special dinner at Thanksg1v1ng and the Honors ‘Banquet :

in the College Dining Room as guests of the College. - They ’ ..

are~welcome to attend at the1r own expense the Christmas '

‘Dinner and the A, A, Banquet All other such events are

by, 1nv1tat1on. ' o K

& ,.
: TR ~ '

G. Faculty Associates are ineligible for faculty travel grants -
except for very spec1a1 cases approved by the Dean of R ’
Administration. S : Lo /

2

N . o S : ) S _. (.Re’vise.d August 1975)




SECTION XV - ‘ o K
RESEE\RCH POLICIES
Elmira College is pr1mar1ly a teaching 1nst1tut1on. Faculty ©
in the usual ranks (1nstructor, assistant professor, associate
professor, professor).are considered to be primarily teaching

faculty. Recognizing that there is a relat1onsh1p between
v profess1ona1 involvement and teach1ng effect1veness,

1. ‘the College encourages members of the rfaculty ‘
to do research that will stimulate their growth
as effective teachers insofar as the1r primary’
vfunction, that of teach1ng, is-not neglected

2,7 the College encourages members of the teach1ng o 3
faculty to apply for research grants 1n theu' .-
fields; :

¢

N - . ‘_\ ”~

3. 1t is recommended that whenever poss1ble faculty
~apply for research grants from external funds be- o ‘
fore requesting- College funds, o : : S
: g . s
4, occasional release from some teaching duties to
part1c1pate in research does not change the r1ghts,
privileges, or obligations of a member of the
teach1ng faculty;” = _ . T
5. | requests for fulLst1me research by teach1ng faculty
- will be handled on an individual bas1s. A » “
Elmira College on occas1on favors having full or part time
research personnel on the staff in add1t1on to the teachmg .
: faculty. °

-

S

1. . Since 'teaching' is the fundamental function of the
- College, such research pos1t1ons shall exist at
the pleasure of tlre. College.

' 2.  The ranks of Research Assoc1ate, Ass1stant Re~

' ~ search Professor, Associate Research Professor,

‘ ‘and Research Professor ‘may be establ1shed at

‘ Elrrura College :

3. . Funds for research personnel shall be pr1mar1ly
from external sources.
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4. Research personnel will be entitled to: part1c1pate
but not vote in faculty meet1ngs.

5. Research personnel shall not be. eligible for tenure,
retirement, or other faculty benefits (other than
free tuition at Elmira College) except as expressly

) covered in grants or contracts.

6. '. . Research personnel shall be e11g1b1e for promot1on -
‘ ‘and ra1ses only as provided in grants or contracts.

7. Persons engaged in full.or part time research who
are not members of the teaching faculty may be
= employed to teach one or two classes on a part~time
basis at the mutual satisfaction of the College. and
the individual w1th appropr1ate emunerat1on by the
College. s

o sb
‘ ’ ] !

C.- : Studeﬂtsm may not be d1rectly or indirectly 1nvoIved as subJects
- ‘ of research projects.of any kind without the explicit written
approval of the Provost. /Such approval must be obtained pr1or

to the 1n1t1at1on of the research project..

k] ) . ¢




SEETION X VI
.’PROP‘OSALS o

A, . 4Proposals which are submitted for actlon by the Chancellor,
should be concise and must supply as much of the information:
indicated below as pos s1ble. ‘

1. In proposmg new programs state: (1) number of
students, . faculty, or staff involved; (2) subject
areas involved -- who has been consulted’ and
with what results; (3) what other Departments are
likely to share the program or equ1pment' (4) the
cost, 1nclud1ng new- salaries, equ1pment, main-

- - tenance, etc., and relation to the current budget.

o .2, In proposing mew policies (ex., grading system,’
' ‘ _class cuts) state: (1) the present practice and
- recommended change; (2) the pertlnent information
listed under l above. :

°

3. In proposing expendlture of funds (budget) state:

(1) costs; (2) relat1on to current budget;. (3) _ -

whether the expenditure is for a capital or ex-

pendable purchase; (4) number of-comparable

‘ iterns currently on hand; (5) whether.the request

& ‘ s part of a ‘continuing’ budgeting program or - ..

budget 1tem, (6) if it is, the or1g1na1 total for the

A ’ S program and either the total amount spent for the .

B : " program or amount remaining.,

i
¥

e 4, Im proposals regaidinuersonnel (new appointments,

' salary, promotion, etc.) state: (1) current salary; -

. (2) how long individual has been employed; (3)
justification for new appointment; (4) why .a change

_ is suggested and the nature of the change either in
-, :amount or status.

. .mB. A proposal may include one or more of the aboVe items

: (1-4); prdposals net easily fitting the outl1nes need the '
writer's judgment about the. kinds of information requlred
, _ : _ “for support. In all. proposals the follow1ng pract1ces
L ) B should\be followed

o

1. = State recommendatlons clearly and give reasons
for them economy, efficiency, effectiveness;

o . : e

-
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2. . Send an original and two carbons. -One will be
- retained, one returned to the originator, and - °
- . one sent to the appropriate individuzal in another
s ' office, -and always to the Chief Financial Officer .
: when funds aré to be spent. '
- ».}'ﬁl‘
A a .7 &
.
. ) , ..
- " : ’ W =
- . 9 .
L4
2 0 ;
& -
4 ‘)
"\Iv -
<
(4] ’ : 1 0 ) ’
ERIC - 16
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SECTION X VII

USE OF FACILITIES

* Campus Center

P

1.~ The Campus Center is the ‘center of out-of- class activities
for the campus. Although there is no objection to students
studying in the Center, it is undérstood that this is not the.
- purpose of the building. The Center is operated with this
policy in mind. The Control Desk is the information center
for the building. ‘ ' ' '

Monday thru Thursday 7:00 a. m. to Midnight
Friday ‘ . 7:00a.m. to 1:30 a. m.
Saturday . 9:00a.m. to1l:30 a. m.:
Sunday 9:00 a. m. to Midnight -
b. Control Desk : . : _
' Monday thru Thursday 8:30'a. m. to Midnight
" Friday , ' '8:30 a.m., to 1:30 a.m,
Saturday . .~'9:00 a, m. %o 1:30 a.m.
“. .  Sunday - © 9:00 a. m. ‘to Midnight -
c. Snack Bar S
‘Monday thru Thursday 9:30 a. m., to Midnight
Friday 9:30 a.m. to 1:30 a.m,
. Satufday 11:00 a. m, to 1:30.a.m.. .
s :  Sunday . » 4:00 p. m, to Midnight
d. Bowling : S I
» Friday L .7:00 prm. to Midnight
Saturday 7:00 p. m% to Midnight
) Sunday 7:00 p. m, to Midnight

T

A

to change)

a. Building

>

General Policies and Regulations

a,.

may use the Campus Center facilities.

'listed pe0ple

EtvE

2. - Hours of operation of the building aire as follows - lsub_]ect

"Elmira’ College students, faculty, administrative
staff, and employees of the College and their guests

Guests

must be accompanied by one or more of the above




o

i,

~

e

‘be charged for the use of facilities. All others

113

Community or off-campus guest groups may use
the fac1l1ues of the Center if cleared through the
Office /of Public Relations. A community-wide
orgar\;zatlon, on a once a year basis, holding 2

non-fund-raising function at the College will not

will. - No organlzatlon may regularly schedule its
meetings in any college bu11d1ng

f
-

Reservations. All campus events should be

. Control Desk from the tlme it opens until th1rty (30) :
‘minutes before closing. - The Elmira College L D.

. session., Equ1pment for billiards, table tennis, and.

- complete set of rulies may be obtained through

scheduled directly through the Offlce of the Campus
Center Director. Off- campus groups should schedule
events through the Officé of the Director of Public
Relat1ons

Meet1ng rooms may be obtained for any hour the
building is open. uGosts, if any, may be obta1ned
at the time reservatlons are made.

Games Equ1pment for games is ava11ab1e at the

Card is necessary to check out equipment. The

“'A person to whom equipment is checked out is re-

sponsible for broken or lost items wh11e in his pos- - ° cm

shuffleboard is available free of charge. Equipment -
for bowling, which is availablé during the hours that -
the alleys are open, is charged at the rate of "35¢

per lane and 10¢ for shoe rental. :

Posting. s1gns and not:ces is str1ct1y‘ regulated. A~

Office of thé Director of the Campus Center. &

The phone at the Comtrol Desk is to be used for
official purposes only. .Control Desk personnel are -
not permitted to take the respons1b111ty of checkmg~
parcels, etc. The Control Desk is, however, the .
"lost and. found!' headquarters for the ent1re campus.

':‘“Any group re-arranging furniture should leave the
room as it was found. No furn1ture is to be re- .

moved from the Center - . o

Food and b,everages are not pe'rmitdt'ed in any 'plfblic '

B
%




AR Y

114

area, exaept in the case of scheduled receptions
and those areas designated as- Dmmg fac111t1e s.

4.  Dining Facilities . -

a.

Main Din'ing Room .

(1)  Faculty and guests may eat in the Main
Dining Room.as may also members of.
the community. No. special arrangements
or advance notice is needed for groups
of ten (10) or less having the regular

- meal. Guest groups of more than ten (10) .

-should make a reservation, as should
groups wishing to be seated separately
or needing special equipment qr'serv__ices.

(2) Tickets for these regulara meals are on
sale at the Control Desk Costs (subJect

tto change)

»,Breakiast -$1.50

‘Lunch . . 2.00
‘ Brunch (Sat. & Sun.) 2,00
Dinner A 3.00
Sunday Dinner and ' :
Banquets 4.00

. . <
(3) - Meals are served by waitresses on
Special occasions. - Servlng lines are
“used for all other meals. ‘

West Dining Room

(l)k ~'This room seats ten (10) on. leaeh side -
when divided, twenty to thlrty (20-30)
.when not divided. :

LY

(2) . Reservations and arrangements for use

of this room by all campus groups should
be made through the office of the Director

. of the Campus Center; off- campus groups ’
'through the Office of Public Relations. .

« (3) .Wa1tress service or spec1a1 menus are -

not prov1ded unless approved in advance,
] B

119




- East Dining | Room

. | B ‘, , .(l) ' The East Dining Room is ‘available for
‘ ' special occasions by scheduling through
the Office of Public Relat1ons.-

(2)  This room will seat up to thirty (30) and
-~ all meals must be served by waitresses,

(3)?' Costs"must be estaBlishedain advance,

(4) lele E'ast Room china, crystal, nnd silver
will be used for '"'state occasions' only.

d. . Meals for Faculty =~ . ~ = <o

o o R e (1) The College will pay for certain faculty
' ) meals in the Center, . These will be:

c, ; __",,

s

A faculty member meetmg with his
advisees. '
A faculty memb'er meeting with repre- -
- sentatives of a student group w1th which
= 'he works. . '

(]

~

‘Lunch or dinner attended by faculty to
- meet with a cand1date for a pos1t1on.
Lunch or 'dmner for‘a few faculty enter-
. taining a Convocation speaker or su’mlar
< ' - v191tor to the Campus.

- "

(2) The College will not pay for (among other C
th‘ings) ' o . _
. “
< o LA luncheo'n or ditmer me'eting't for mem-
bers of a subject area,

-

. A similar meeting for a College com-
< mittee, for example, the Curriculum
Comrruttee.

T, (3) For these faculty‘i'neals, to be paid for ’oy
"the College, arrangements should be made
in advance through the Office of the Provost
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or Dean of Administration. If approved,
a voucher (form) properly filled out and
signed may be presented at the Control :
. : R Desk for the specified meal tickets. Ap-
" ' _ proval will be considered to be for the =~
' regular menu and regular service unless
: otherwise specified. - Forms are avail-
- able in the Office of the Provost and the
' , Offlce of the Bus1ness Manager. v

B. MURRAY ATHLETIC EDUCATION CENTER '

1. The Murray Center is ava11ab1e for use by members of the
College communlty for educatmnal use.

- 2, Arrangements for use of the Center by groups should be

made through the Manager of the Center. cL :

3. . Special regulations govern1ng use of the Center and costs -

. can be obtained -from'the Director of Pubhc Relations or
s - . the Manager of the Center. "o

C. ‘ Other F~a0111t1es

.

e 1 Other .College fa0111t1es are ava1lab1e to College groups .
o only insofar as that use does not conflict with the ‘educa-

. tlonal program.
r . . B M ) .
t 2. The Registrar is responslble for ass1gnment of classroom
use,
3. Al other questlons .concerning use should be d1rected to
the Offlce of the Provost.: :
~ . ’ . ) Co s &
4




APPENDIXA . . .o

A POLICY FOR ACADEMIC FREEDOM AND TENURE

ACADEMIC FREEDOM

The faculty and responsxble off1cers of Elm1ra College acce,pt the 1940 {
Conference Statement on Academic Freedom endorsed by the’ Assoc1at10n

. of American Colleges and by the American Assocxatwn of Un1vers1ty
Professors in the year 1941, . R

This Statement reads as follows:

gt

"(a) The teacher is entitled to full freedom in research
‘ ~ and in the publication of the results, subject to the
adequa‘te performance of hig other academ1c "duties;
but research for- pecunxary return should be based
upon an unde rstand1ng W1th the author1t1es of the
institution. =~ R °

N

""‘(b) The teacher is ent1tled to freedom 1n the classroom
: in discussing his subject, but he should be careful
“not to mtroduce into his teach1ng controver81a1
~+ matter which hag no relatron to his Subgect*, Limi-
tations of academic freedom because of re11g1ous
‘or other aims of the 1n8t1tut1on should be clearly
stated in wr1t1ng at the t1me “of t ppo1ntment.

"(c) The college or un1vers1ty teacher is a citizen, a

member of a learned profes sion, and an officer of,:.
"an educational institution, When he speaks or writes
as a citizen, he should be free from .institutional

- censorship or discipline, but his special position 1n'
“the community imposes special obligations. “As a
man of learning and an educatmnal officer, he should
remember that the publ1c may judge his Qrofessmn , ‘
and his institution by his utterances. Hence. he~ oo
_should at all times be’ aCcurate, should exercise

: .appropr1ate restra1nt, should show respect for the
opinion of others, and should make every effort« to -
1nd1cate that he is not an 1nst1tut1onal spokesman "

ACADEMIC TEN URE -

o . +

o

The faculty and respons1ble officers. of Elmira College t6 the extent out-
lmed below accept the prmc1ples -set forth in the 1940 Conference
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Statement on academlc tenure endorsed by the’ Assoc1atlon of Amer1can
Colleges and’ by the Amerrcan Association of U“n1ver51ty Professors in -

1941 and in accgrdance with these pr1nc1p1es and with the ,recommended
regulations approvéd by Committee A on Academ1c Freedom and Tenure .
" of the American. Assoc1ation of Un1vers1ty Professors on August 4, 1957 o

.o -
&

All new appomtees to the faculty with a rank from 1nstructor to professor'
inclusive will serve a probat1onary le‘lOd at the .College of not more,
than seven years, Probationary appo1ntments will’ be for one year (ter-
m1nat’1ng June 30 of each year) subJect to renewal,
For one year of se rvice w1th the rank of full'time 1nstructor or h1gher .
~at other colleges or universities the probatlonary ‘period will be reduced-
to six years; for two years of such service the probat1onary period will ° E
.. be’ reduced to five years; for three or more years of such service the.  ~
' ,probatlonﬁy pel‘lOd will be reduced’to four years. o
‘-ertten notmce that a. probatlonary appo1ntment w111 not be renewed. or,
.- if it 15 the last probatlonary appomtment, that continuatior in service
. ow]-th 1ndef1n1te tenure will not follow, will be given to a faculty member.
in advante of the expiration of a probatlonary appolntment accord1ng to
the followmg o o ' S s
; (1) If a first’ year appomtment, by March 1 preced1ng
. the June 30 term1natlon of the appomtment _
(2) [f a second year appo1ntment. by December 15 pre- ’
cedn‘ig the June 30 term1nat1on of the appomtment
[f a th1rd ‘year appo1ntment or any subsequent year
appointment, by June 30 of the year preced1ng the
'June 30 term1nat1on of the appomtment. A

« El

:Ducrmg the probat1onary period a teacher shall have the same academ1c
'freedom that all other members of the, faculty have. o o

Members of the faculty vyho Aare e11g1b1e for 1ndef1n1te tehure shall be
those who hold the academic rank of Instructor or above and who teach
at least an average of nine semester hours a semester. Visiting pro-
-fessors, research professors, part-time’ instructors, lecturers, fel-
lows, faculty assoc1ates and ass1stants are not eligible for 1ndef1n1te :
’ tenure. : SR -

_ Members of the faculty with' 1ndef1n1te tenure will have the1r services
terminated only for adequate cause except in the case of ret1rement for
'age, (65 years accordlng to the E1m1ra College Retirement P1an,

]




. . ‘o : l
.-Appendix B) or under ext raordm,nar},r c1rcurnstances because of f1nanc1a1
‘exigencies, or because persistent shrinkage in demand for ‘certain
fields leads to a decision to eliminate or reduce the, fields. - The pro-
.cedure for termination of services because of financial exigencies shall
'be the same as that described .below for termmatlon for cause, 1f the

teacher is not, sa";:s[»;ed that the ex1genc1es are bona fide,

4

e

PROCEDURF FOR TERMINATION OF ~ - ) SR
INDEFINI E TENUﬁE FOR-CAUSE ~ ' '

-
5o,
K

Complaints agams* a rnember ,of the Faculty on indefinite tenure may
be brought by the ‘Char.cellor of the College, the Provost the Dean of
Administration, or a member of iHe. Board of Trustees. The ‘complaint
- shall be presented to ‘he Chancellor who will discuss the charges with .
the teacher goncerned. If the ‘eather and the Chancellor cannot come __
"toan: agreemem, ihe reacher may request an mvestlgatmn.
Ll ,;;- .

In case the teat’her requests an mvestlgatmn of the case, a, cornm1ttee
of three- members of the faculiy, elected by the faculty, shall con51der .
the case and ¢onduct hea rings, at the conclusidn of which the committee
“ shall recommend what actidn, if any, should be taken by the Chancellor

'and Trustees. In1all cases where the facts are in d18pute, the accused

teacher shall be mfoxrﬁed before the hearmg in writing of the charges .
against him and snail ha“e the opportunity to be heard in hlS own de-
fense by all bodies that pass judgment upon his case. He shall be per- -
mitted to have with him an adviser of his own choosing who may actas .-
counsel. There shall be a full stenographlc record of the hearlng
available to. the- pa,rtres concerned. In the hearmg of charges of pro- °
.fessional incompetence the fesnmon’y should include that of teachers
‘and other scholars; either from th}s or from other institutions. _
Teachers on indefinite tenure Who a\re d1sm1ssed for reasons not in-.
volving moral turpitude shali receive their salaries for at least a year
from the date of notificaii ion of dismissal whether or not they are con-
tmued in thelr duties at the College. ' :
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APPENDIX B
IN?SURANCE AND RE TIREMENT PLANS -
A. BLUE CROSS BLUE SHIELD BASE PLAN

You and your dependents are e11g1b1e to- part1c1pate :
, in a high-option m_embersh?p in Blue Cross and _Blue
Shield. The cost is borne by employees who elect
 to join., The effective date of your pblicy will be
within 45 to 60 days after your date of appllcatlon
You must complete’ either the application for
¢ membershlp or the waiver-form.

MAJOR MEDICAL INSURANCE PLAN

'Elmira College, ‘effective July 1, 1973, .inaugurated
a new group Major Medical Plan carried with the
Employers Insurance. Corn’pany intending to protect
members of the Gollege community from catastrophic

> doctor and medical bills.- The entire cost is paid

by the College. s o

1. ‘Who is Covered All regular, full- t1me em«
' ployees together with their spouses and their
unmarried-children under age 19. The plan °
also covers ch1ldren to age 25 if unmarrled, .
dependent and full time students.

Coverage starts -(after three months of
service. '

Descr1phon of Benefits - 80 percent of covered
hospital, doctor and prescription charges after
the deductible amount has been vs_;atlsfled.

Deductibie”Amount - ,
= — : ;

For those with Base Plan coverage,.
the deductible amount is $100 per

i person or $300 per, family, which-
ever can be met first, during: any
calendar year, -

- For thoee without Base Pian cover-
age, the deductlble amount is $1200
per person. :

(Revised August 1975)
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Maxm:lum Payme nt

. o o=
Each member-of a family covered by a ‘Con-
tract may collect up to a maximum of
$250, 000 "'plus'" benefit amount. After

" benefits have -been pa1d an insured individual
becomes eligible for the. ""plus'’ benefit
through restoration.  On each January 1,
the benefits paid for an insured individual

‘are automatically reinsteted, up to a
maximum reinstatement of $2, 000.

D

Termination

- Coverage will be continued. for kthreemonths_
beyond the termmahon of employment at’
Elmira College e

DISAB ILITY INSURANCE

-You may part1c1pate in the d1sab1lzty insurance program

- ‘which provides benefits for accidents or 1llnesses not
mcurred in the line of duty. Your share of the premium

. 0018 percent of your gross salary. The remaining -
approx1mately 60 percent of the. premium is paid by
the College. If you had previous group disability.
coverage- within three ‘months prior to _]ommg Elmira
College which provided incore benefits for a. ‘minimum
‘ O£‘ five (5) years during total disability. due to sickness,
- ‘you are eligible for insurance on the first day of the

~ month comc1dang with or. followmg your contract
date. If you- did not have previous coverage you'are -

‘ el1g1ble for insurance on the first day of the month
coinciding with or fo.llowmg the completion of one year
of service to the College. Those desiring the in-
surance must complete the cert1f1cat1on of prev1oos
coverage form and the request for’ group total dis<

- ability benefits insurance. If you do not w1sh to par-

. ticipate, you musat complete and return the group
waWer card._ :

‘COLLECTIVE LIFE INSURANCE

Employees part1c1pat1ng in the ret1rement plan must
’ part1c1pate in a TIAA decreasmg terfn life insurance
plan. The number: of units of insurance protection
varies as-follows: Instructors receive two umts,\
. 'assmtant professors, ‘associate professors,

Vi

~ (Revised August 1975)
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VR.ETIREMENT'PL'AN R

L4
B

pro essors and admzn:.strators receive. three un1ts. -

Th¢ amount of insurance for each unit depends on

_your current age. The cost is fifty (50) cents per
‘unit per month to the employee with the College

matching the amount. The insurance is effective
nipety days after the beg1nn1ng ‘of your contract.
The Payroll Assistant must have the completed
fgrm within 30 days after the beg1nn1ng of your
cpntract so that the effective date will not be de-
létyed. Klndly complete a.nd return thé appllca.t1on
form. L -

_' I}SIOTE: Deta1led descr1pt1ons of these msurance '

_ - plans can be obtained from the* off1ce of
. the Ch1ef F1nanc1al Offlcer.

Ret1_red people with 15 o_;- more y'ear»s of
service may participate ‘in the health in-
surance program of the College, but at
‘the individual's eXpense.

. -2
¥
..
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The following pages are a statement of the Elmira College

o ret1rement plan for Faculty and Administrators.

(The next numbered page is 124)

-5
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This Resolution together with the booklet, '"Your

)
[ .

Retirement Annuity, " provide each participant with

a summary of the Elmira _Collége’_ revtirer_r_le_nt' plan, -
B . i

This summary describes the plan for Faculfy and
N .- . >

-

Administrators.« Separate summaries have béeen pre-

‘ -
3

par.e'd 'fof'}SuppoeriQe Staff Personnel to whom i:h-‘is"_

summary does not apply.

i

TR
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~ Retirement Re'solution_ '

.

This Retlrement Resolution sets forth the provisions of the TIAA- Cﬁg;]’:‘»»

retirement. plan established’ by the Board of Iruatees of Elmxra College,

o

‘herein referred‘_ﬂto as the College, as of July 1, l945;withj§7mendments A

dated Julyl, 1959, Jul);'l,. l96_8'and’_7anuary 1, 1975. Con’trlbutlons

"\ o -
Ry . 5 "t~

"under this defmed contrxbutxon (money purc,hase) plan are applxed to
/ .

-

individual annuxtxes lssued by Teach&@surance and Annuity

Association (TIAA) and/ or. College Retlrement Equxtxes Fund (CREF)

o

Elxgtbxlxtz Subject to the con¢1tlons stated in Sectlon III and Appendlx

) N
A, ,all Tegular full—txme admml\strators and iaculty are ellglble to

- participate in !fhe ret'lr.ement'pla};ﬁ/’

" . A, .
s, -

Partlmpatxon All eligible emplo}\es will pa*tlmpate in thxs retirement

%

plan on | the flrst day of the month afte\i completmg the tollowmg perlod
. \ -

of employment at the College without a bx‘eak in ser\‘nce: one‘ year of

.,

service., ‘A "year of servxce" and "break of servme” are defmed m

Appendix A of this Resolutxon Particlpation_isat the option of the

o . -

faculty member or.administrator during the first .year of employment,_
provided, however, that employees in eligible categories of employ-

ment who own regular retirement annuity contracts issued by TIAA or

CREF under the terms.of an institutional retirement plan of a previous

B

employer' may beg'm participation in this retirement. plan on the first ,

day of the month followmg employment at the College In-addition,

o

: veffectxve November 1, 1973 any employee may pur‘chase a

Supplemental Retxrement Annuxty from TIAA - CREF regardless of

length ot service or ]ob classxfxcatxon




Normal Retlrement Age. All part‘mpants in thxs retxrement plan shall

Areure on the ‘June 30 following hm/‘}:ex 65th birthday, -if it 'occurs during

B 73 B . . -
the academ1c year, ‘otherwise on t'li, ld,b* day of the momh in whlch he/she

shall attain h_zs/her't')‘:')th birthday,

Plan C ontributions. Contribations to thig:retirement plan shall be made

gurxrig<'-y'ears ‘of pa'rh‘cipation (as defmed in Aiypﬁrndix A of .thi“s Resolution) on
a monthly basxs, except for months in which no :aiary is patd in accdordance

ES

wn:h the foilowmg schedule

_ Contmbumons as a Per Cent of Regular Salary

By the By the - C -
Participant Institution .- Tota_l

“On Salé.r7§r Within the ) -
Soctial Security -
' Earnings Base

On Salary Abov.e the
‘Social Secamty . : ) : ~
Earnmgs Base ’ - None 15 % ] 15 9% -

Contributions by the College shall be applied on a tax- deu:e:rrt,d basis un_der -

- Section 403(b) of the Tnte rnal Rnever"iue Code under'a.properly executed

agreement for salary-reduction. ‘In addition, employees may mé.k_e volungary
: : L

contri_butikons of theii' own, Such volunta ry contributions may be treated on

{ ; . . 2

a tax dexerred de1s within Lhe commcb of the law, and/or as a salary deductlon.

ce
[l

) Contrxbumons under this- pldn shall be forwarded to TTAA - CREF to be’ apphed

as premiums on regular individual retirement annuity contracts on the -

;;ar‘t:lcipant's life, allocated between ITAA and GREF in an‘y‘o'nu of* the@oilowi_ng

proportions, as elected by the participant: *
To : ’fo
[AA CREF
100% 0%
75 25
50 ' 50
25
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VI.' Annuity Contrafts, Each regular TIAA and/or CREF annuity COnfracf

_issué’d in‘accordance with Seqtibn V' of this plar}' is for the sole purpose of '~ -

providing a retirement and/or death benefit and is the sole property of the
.ind.ivi/d.ual}_participant. ' \Proviisionsv of regular TIAA and.CREFAannuity

contracts are described in the bboklet, Your Retirement Annuity, which is -

» distributed to.each participant as part of the dgsscrip'tion of this plan. A

5 3 « .

participant may initiate pro‘c"ed.ure‘s for receipt of retirement income bénefits
by writing dﬁ;e(’:tly to TTAA-CREF. A.condition of employment at the Céll'ege

“is that sucﬁ e_mpioyfnent' shall n(;t con't'mtue be‘yond‘ the date a particiéant
re;_:eives his or.her first annuity itncbme payr;ent from a TIAA orVCREF:

_ annuity contract to whic'h t}i.e participav'n:t or .th:e College. has ;cbntributed under
this Eﬂan. Benefits ur;dei' this. pla;.r1 aré préifided.s‘olely g.hro'ug'h individﬁally’

-
' 7

owned, fully furided annuity contracts and therefore are not subject to, nor

covered by, federally sponsored plan termination insurance. -

VII. Leave of Absence. During a leave of absence the College ij continue its

contributions to a participant's annuities, at the rate specifi'ed'in Section V,  *
on the basis of salary then -be‘iing paj"id by the College. "’ Participants.ori leave "~

. without salary ,may}m.ake arrangements with TIAA and/or CREF out of their

own fundg, =~ &7, : 3

; VIIII.v I;{eprurc‘hase. In the event a participanf in this plan terminates e'mployme‘nrt.'
for rea‘sc;n.S ‘other than reti;ement, or‘disabilitty. an.Ci reCiue;ts that TIAA-CRE;F ) o
repurchase hlS or her annuity, the Coliége_will approve such repurchaSe,; |
provided .th.;.lt it rr;eéts tﬁe‘ conditions under w};i;h‘TLAA-CRIFSF wili r'epur’chase?,k
a;nnuivties aut‘qmétically'.. The en.tllre arﬁo;lnt accumulated in the anpuities > |
P (less 'aﬁ%rep\;f;c'llasé charge) will be pé.'yablve by TIAA-CREF to t};é participant, |

& T 139
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VIIL Repurchase (cont.) - o s

-

The- cond1t10ns under which TIAA. CREF w1ll xepurcha.se the annu1t1es of a
%

partlclpant and the apphcable \,hargeq for repnrchase are set forth in the

attached bookl et, Your Retirement Annuity. " Amounts paid to the participant

CR

—upon repurchase shall be in full ._sAatisf'action of the barticipantis rights to"
retirement and/or death benefits.

IX. Retirement Benefits. The paruclpa nt's TIAA and CREF annu1ty contracts S

 prdvide that upon retiremventiat any age:the pabtieipant shall'be entitled to.receive . -

- a.monthly or other periodic income under of the options set forth if such contracts.

All options provide a lifetime incd'fne for the pa;'ticipant and all except one also -

provide for income to a spouse or other beneficiary. Descriptions of the income
. . -~ : . - -

.

options are cfentained in the booklet, Your Retirement Annuity.
A participant age 55 or over at the tifne annuity payments begin may elect to

- receive up to 10% of the accurnulated value of each TIAA or CREF contract in a’
eingle payment at such time, The balance .o,f the accumulation will be paid under *

e

the income option selected by the participant.

“X. Death Benefits. In the event a participant dies prior to the commencement of

annuity incorne payments under the annuity contracts, the full current value of

the annuity accumulation attributable to contributions made under this retirement

‘1

. - . ~
. 7

plan, including the portion attributable to the College's con‘tributibhs, is then .
-payable to the beneticiar;i or beneficiaries named by the participa-n't, in a sirigle-

sum or under any one of the income opfmna offered by TIAA CREF

XI.- Plan Year,_ Records tor each part1c1pant to whom annuity contracts have been

1ssued are maintained on a calendar year basis, TIAA-CREF sends &ach
y .
participant a report of premiums and benefits summarizing the status of his or

her annuity contracts as of December 31 of each year.




»

Plan Year. ,(Con‘t.)

Therefore for ad':mmstratwe purposes the end of each plan year W111 be

«

Decembe:rf *1 of tba‘ year.

»Admlmstrator. Tne Chxet Fmanmal Officer of the College, located at McGraw

Admm*stratlon Bu11d1ng, 1s the Admxnlstraror o? thzs plan, and admlnlsters

_it by en::ollmg pavncxpanta, oendxnc ccnt,mbu..lons di‘bc‘t‘lbed in Seg‘txon v of/

: - . . { /,a
this pl_an for each partxcxpant as’ premxums to‘annuity contracts_,_is'fsvuedf?)jnt the

participant's life, and by 'perf.orming othar duties ref'ﬁuired for the "of)eration

of the plan. The Admunistrator may designate other persons to carry out
3 - . . N i o+

duties under the plan, = - .

’ I

&

épplieation for Benefits. Benefits provided by TIAA and CRE%‘ annuit’ies' to-

Whlch contrlbuhons have beon apphed under thys plan w111 be payable by TI_AA- o

CREF upon recelpt by IAA CREF of a satlsf’actorlly completed apphcatmn

¢ o

~ for benefits and snpportlng doguments, The necessary torms w111 be prov1ded

%

-the participant or-beneficiary by TIAA CREF

Requests for Inxormatxon and-Other,Claxms Procedvu.r,es. Reques.t,s on'r

1nferrnat1.on and claimis er s;exivxce of leoal process concernlng e11g1b111ty, .
vpart1c1patxon contrlbumons or other aspects of the operatxon of the plan should .
" be dlrected to the Adznxnlstrator of this plan. If a Qritten’ reqneet or clairn

o

is denied, the"A‘dminis'trator shall, ‘within a reasonable tlrne, provide in wr1t1ng

“to the claimant the basis 40: any auch denlal and the procedut’e for requestlng

.

. a review of such demal. Requests for inforwmation concernlng the TIAA CREF

annulty contracts and their ter'ns condltlons and 'mtepretations thereof, élaims
thereunder, any req’uests for review of denial er such .claims, and service of

legal process, may be directed m, writing to TIAA-CREF, 730 Third Avenue, -
. New York, New York 10017,
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Amendment. While it is expected that ‘this plan w111 contlnue tndeflnltely,

Board of Trustees of The Elmlra College reserves the rlght to modlfy or

s

disconptinue the plan at any time. JAny _discontinu‘ahc‘e or;modifi'c:ation of the ”pl'an

cannot affe 't the benefxts accrued by partlcxpants prlor to the date~of dlscontlnuance

~ -

or modification.

. Employer Identification Number 16-074-3996

Plan Number 01-




o : - R Aggendle - _ ) : v.x.w._t..;i.,t_.‘

°

R o - ' Definitions

=

Year of Service. For .purpOSer of participation z'-equi,rements-, ‘the term,"Year

- of Service" shaﬂ mean: N .y
- . - 3 " . . el
) e R

(a) for a faculty member in an ehglble category of employment a twelve :

°
5

'month perlod startlng w1th the faculty member's’ date of employment durlng

whxch the faculty member is expected to complete twelve credlt hours of

- . °

classroom teaching, act a_s advisor for at.leaet fiye_ students aséi'éned to

- the faculty member for'a period of at least thirty-five weeks, serve on

dcademic committees, participate in all College sponsored workshops.and -
U o _ ,

maintain office hours for at ledst five hours a week for a period of at least .

- thirty-five weeks d_uringv:the twelve month period with the_‘Pfovost, Dean

Q‘of Administration and/or the Dean of Continulng Education determining.' S

exacgly" how the »equivalency shall be made..

& . ’ o . : *

.

(b) for all other :femployees in an el'igfble ca‘tegory ofiemployment;l\ 2 tw’elve; o

month period startlng with the Admlnlstrator s date of employment durmg

whx/ch the Admlnlstrator is expected to complete L, 000 or more hours of

-
cu .

s,érvic'e. o o

K . . el R

<" ) .
w\x,‘ ! A

Partm’lpatlon in the plan beglns only when the servneem\réqulrement Set forth in

- Sec/‘lon 944 has been fulfilled, o o ‘

/ . ©

SLear of Partlclpatlon. ?K'year of participation is any '"year of service'' after

;"partic'tpation in the plan begins. ., ' L e
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APPENDIX C

M

Excerpt from Part B, BY-LAWS of
ELMIRA COLLEGE, ELMIRA; NEW YORK
“As Adopted January 27, 1945

ARTICLE VII
Chancellor of the College,

Sectionl. ©~  The Ch'ance.lior of the College shall be a member’ ex

officio of-the Board of Trustees and shall be the head of all educational . -

-depértm.ents of the Colleége, exercising, subjéct to .the rules and
regulations of the Board of Trustees, such supervision and direction:
as will promote the efficiency of suchfeducational departments. He
shall preside at the meetings of the faculty and shall he the official .
medium of communication between the faculty and the Board of.
Trustees, and between the students and the Board of Trustees, z
~ He shall recommend to the Board all promotions and assignments for
_ thel' faculty, ' o - '

-He shall.be responsible for the ed&cation&_tl -standards and discipline of
the College, and for executing such measures concerning internal ad- -
ministration of the College as the Board of Trustees or Executive
Cominittee may enact, and shall perform such other duties as from
time t_o‘ti"me may be assigned to hi”m.‘b}; the Board of Trustees.

~ Section 2, T The Chancellor of the College shall make and submit to
"the Board-of Trustees at its.stated meetings, and at such othér times '
as the Board or the Executive Committee may require, a report of"
-the work and condition of t},}e' College, and shall present for fhe Board's
consideration such measures as he shall deem nécessary' or advisable
for the welfare of the College. - S ’
: - R & .

Section 3. . In case of vavzcaqcy in the ,office of the Chancellor of the
College, or of the absence of the Chancellor, or of his inability to
serve, the Board may apporirit'a'n'_a:cting C-han_"c}ellor of the College. -

ARTICLE VIII
) The Faculty.

@

L
3

T 1 -Bection 19 " Definition of faculty for votiﬁg/}urpose's. The Elmira‘,i

College faculty includes the Chancellor, who, §hall be the presiding.
~ officer of the faculty, the Provost, all persons with the rank of As-
sistant Professor and above, indtructors who have taught one year at
" Elmira College, and the major administrative officers listéd below: -

¢ B




."Dean of Administration.
(  Dean of the College . .
' Chief Financial Officer .
Dean of Continuing Education and’
Community Services "
Director of Career Services
o . Director of Development and -
o ~ Assistant to the Chancellor .
Dean of Admissions '
Registrar :
Executive Assisiant to the
Chancellor

’ The faculty shall mLet ‘n'ic_)nthly ‘during the College
sessions, and shall appoint a Secretary who shall keep a record of _

their proceedings. Special meetings may be called by-the Chancellor
of the College. ' B ' ' ' ' o

Section 2,

e ‘Section 3. ° The faculty shall devise, subject to the appraval of the _
o A Board of Trustees or Executive Committee, requirements for admission,” - |
conditions of graduation, the nature of degrees to be conferred, rules

- and methods for the conduct of the educational work of the College, and
shall recommend to: the Board candidates for such'degrees as shall be
granted upon successful completion of prescribed courses of study.

ARTICLE IX.
Amendments o c

These By-La_ws may be amended or repealed at any stated meeting of -
the Board by a vote of two-thirds of all the members present, pro-.
viding a quorum of the Trustees shall be present and participating in
‘the meeting, previous notice of the ‘nature of any proposed amendment
_ » . - having been'given at least one meeting before the action -i:hereon shall
: . _be taken. A ' ' - :

ARTICLE‘X’ .
F'o'rme r By-Laws

2

All fc_)rrher:By{I_;aws are hereby r.epéa_.lé'd.

o -




APPENDIX D .

[

ARTICLE 129.A; NEW YORK STATE EDUCATION LAW -

EXHIBIT A
ARTICLE 12 9;_A |
STATUTE

. Section 6450. Regu]a, -ion bv colleges of conduct on campuses ‘and other
.college prOperf‘y’ used for educa.nonal purposes, e
1. . The trusiees or other governmg ‘board of every
"college chariex ed by the regents or incorporated
by special act of the 1eg1slature shall adopt rules
and regulations for&,;,he maintenance of public
order on college campuses and other college
property used for educational purposes and pro-
vide a program for the enﬁorcement thereof,
Such rules and regulations shall govern the con-
duct of studerts, faculty and other staff as'well
" as visitors and other 11censees and invitees on
such campuses and property. . The penalties for
violations of such rules and regulatmns shall be
clearly se* forth therein, and shall mclude pro:
visions for the ejection of a violator £rom such
campus and properiy, and in the case of a
student or facui'y violdtor his suspension, ex- .
pulszon or other appropriate disciplinary action.
Such rules and reguiations shall be.filed W1th the
regen:s and ihe commissioner of educatiotl not
later than nine™y days after. the effective date of
“this act,” Ali amendments to such rules and
regulations shdil be filed with the regents and
the commissioner of education not later than
ten days arter their adophon.

If. the trus'ces or other governing board of a °

_ college faiis io rile the rules and regulations
within *he “ime required by this section such’
college shali rot be eligible to receive any state
aid or assisiance unifl such rules’ a.nd regulations
are duly fited.’ s

thhing coriained in this section is intended nor
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‘shall- 1t be construed to l1m1t or restrict the freedom o
_.of speech nor peaceful assembly, B, .

This act shall take effect i_:mmediatelgyr
. EXHIBIT B
ELMIRA COLLEGE

RESOLVED THAT THE BOARD OF TRUSTEES OF ELMIRA COLLEGE
DOES HEREBY ADOPT THE FOLLOWING RULES AND REGULATIONS
FOR THE MAINTENANCE OF PUBLIC ORDER ON THE- ELMIRA COL-.
LEGE CAMPUS, PURSUANT TO ARTICLE 129-A OF THE EDUCATION,R'
] LAW OF THE STATE OF NEwW YORK

PURPOSE

The purpose of the college is to prov1de the facilities and env1ronment
in which truth and knowledge may be freely pursued by faculty and o
students in order to stimulate the 1ntellectual moral and’ sp1r1tual de- -
velopment of the students. '

The pr1mary respons1b1l1t1es of the faculty and. adm1n1stra‘t1on are to

foster, enhance and safeguard the freedoms of all to learn. The

central funct1ons of the students are to exerc1se the freedoms and

- opportun1t1es to learn and to contribute to the maintenance and nurture
of an-orde rly intellectual environment wherein the freedom and op-

'uportun1ty to learn cun be freely exerc1sed by all members of the com-

©  munity.

Because the r1ghts of freedom of speech lawful assembly, pet1t1on
and peacefil, non- d1srupt1ve demonstrations are fundamental to the
academ1c and democratic processes, the College supports these. rights
and recogn1zes the rights of all members of the academic commun1ty
to express their views and to take exceptions to actions and opinions
‘with which they disagree. The College emphas1zes, however, ‘that
the academic processes cannot be-sustained if actions of any individual
. or group limit, interfere with, or 1nfr1nge upon the equal rights of
others either in their regular rout1ne or in spec1a1 exercises and -
‘ceremonies.
-To protect these freedoms and to ma1nta1n decorum and order, the .
following rules are adopted




"RULES

No person shall:

. L

3

1.

1.

'funct1on is bemg held.

Prevent either free access to or egress from
the campus or from any bu1ld1ng or hallway or
room in any bu1ld1ng, or adversely occupy any
part of a bu1ld1ng, hallway or room,

Obstruct the movement of others -on the campus,
disrupt er interfere with the conduct of any
class, act1v1ty, .event or funct1on conducted,
sponsored or approved by the College.

o

Interrupt or prevent .invitees or licensees of-
the College from speaking“or performing, or
_1nterfere with their supplying information or

services, or demonstrate in the bu11d1ng where
a speech is taking place or where a* College

I

Use pubhc address Systems on college property
except when author1zed by College officials,

' .'Use language or engage in conduct 11kely to en-

courage v1olence on the campus, or act in a
d1sorderly manner. :

¢

L

: Damage or destroy College property or the °

property of others, or threaten or assault the
person of others. '

Except‘a legally constituted secur1ty off1cer,
Ppossess any firearms on campus,

On the Elmira College campus refuse to identify
himself to the Chancellor or Provost of the
College or any security employee thereof, by

" - failing to present his 1dent1f1cat1on card or other -
4sat1sfactory evidence,

'PROCEDURES AND PENAL TrEs

Any v1s1tor, 11censee, invitee or trespasser on
" the campus who violates: any of the foregoing .
proh1b1t1ons, shall be requested to leave the S

>
5.

‘ 1“4*'3T
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campus immediately and upon failure to do so,
shall be subject to eviction and/or arrest by the
civil authorities.
2. . Any student or member of the. faculty who v1olates '
‘ -any of the foregoing prohibitions shall be requested
to desist and shall be subject to Suspensmn pend1ng
. . a hearing; afd to censure, probation, suspensmn
' ' and/or- dismissal following a hearing before the
Judicial Board and/or the Discipline Committee in _
. the case of students, or the Chancellor's Faculty
o - Advisory Commiitee in the case of faculty. The
‘ Chancellor er Provost is authorized, pending a
. hearing, to suspend a student or member of the -
. faculty who is accused of violating any of the fore-
 going prohibitions. Any student or faculty who con-
tinues to violate any of the foregoing prohibitions _
_ after“belng advised by the Chancellor or his agent
.. to cease, shall be subject to removal from the
campus by c1v1l authorities., :

3. Wr1tten charges of alleged violation and the time
' . ‘when and place where charges will be heard, shall
' : ' be personally given to the accused a reasonable
time prior to the hearing which shall be scheduled
: v . : : not later than, ten days after the alleged violation, -
L ' .~ The accused shall have the right to be assisted by
b a student or member of the faculty at the hearing,
to cross examine witnesses who testify against him
and to pProduce evidence in his own behalf, A
récord of- any hear1ng, adequate for review, shall
' be made and-a transcript shall be ava1lable to the
accuSed. on

Findinlgs and recommendatlons of the Jud1c1al Board
and/or thé Discipline Committee or the Chancellor's

: L Faculty Advisory Committee shall be filed with the
L o - S ChanceIlor, or iin his absence with the Provost, who
o ‘ ' * shall (a) dlsm1ss the charges against the accused, or
1{b) censure, suspend, place .on probation or dlsmlss

the accused from the College if disciplinary action
is warran,,ed. ; _ e

e . . o The accused shall have thé right, within ten days
: . . : . after the action by the Chancellor or Provost, to
: ' ) ’ ~ appeal from the action aga1nst h1m to the Advisory
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Committee of the Board of Trustees of Elmira
"College, by f1l1ng a writien notice of such appeal
with the Chancellor. a -

A copy of this statement and rules, and regulat1ons
shall be distributed to all members of the student
body,. faculty and administrative staff and other
interested constituencies of Elmira. College.,

EXHIBIT C
The Un1vers1ty of the State q£ New York
THE STATE EDUCATION DEPARTMENT
Albany, °New York 12224

Robert D. Stone ' B . May 8, 1969 -
Counsel ' l ' '
Deputy Commissioner for Legal Affairs
Memorandum\to Chief Executwe Officers of H1gher Inst1tut1ons
‘From: - 77" Robert D. Stone v
,'Sub_]ect. ‘ L Educat1on Law Art1cle 129-A
Dur1ng the br1ef period since:April 21, when new Art1cle 129-A of the
Education Law became effective, the State Education Department has °
received numerous requests from the higher education community for.
~ @ summary of the standards established by the Legislature with respect -
to the rules and regulations to be adopted by higher 1nst1tut1ons for the o
- maintenance of public order on their prem1ses. ‘ :

In our view, the Leg1slature has provided that such rules and regulat1ons‘
must meet the follow1ng basm refqu1rements

R T They must be promulgated by the trustees, or
other governing body of the institution. In our
opinion, this requirement does[,not preclude the
trustees from such consultation as they may

. deetn appropriate with the faculty, staff and
student body of the 1nst1tut1on. :

They must relate to the maintenance of public
order on the premises of the 1nst1tut1on.

They must govern the conduct on the premises
of the institution of students, faculty., staff and.
all visitors.
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They must set forth clearly the penalt1es which -

" will be imposed for vidlations of the rules and
‘regulations, which penalties must include:

2
©

‘a, Provision for the ejection of violators

- from the premises of the institution;
) and . N ‘:'

In the case of a violator who is a mem-
ber of the faculty or studeiit body of the '
'1nst1tut1on, h1s suspension, expulsion or
other appropr1ate disciplinary actlon.

In our opinion, a range of penalt1es may be spec1f1ed,

 with provision for the manner in which the specific .

penalty within the range will be determined in a
specific case. ‘

They must be f11ed with the Board of Regents and the
Comm1ssmner of Education no later than July 20, 1969,
For f1l1ng purposes, two complete sets should be ad-
dressed as follows

Dr. Frederick M., ‘Binder -
_Associate Commissioner for
Higher Education
State Education Bu1ld1ng
. .Albany, New York 12224

o

Any subsequent amendments of the rules and regu-
lations rhade by the board of trustees must be filed,

in the sarne manner, no later than ten days after the
adopt1on. ‘ ‘

i
\

3
\
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APPENDIX E

. 'INDEX OF NAMES .
The Information Manual refers to ofilces but does not include names |

of office holders. To make the Manual complete, the following -names

of office holders, as of 1 March 1974, are given below. The College
Directory contalns campus. and home addresses’ and telephone numbers. e

A

. I-A

I-B

I-c-

I.D

. -Chancellor

. Provost

Dean of Administration

Dean of the Col‘lege

Ass1stant Dean for Women
and Counselor o

Assgistant Dean for Men -
and Cournselor _

Director of Financial Aid

Executive Assistant for

" .Residence Halls

Director of the Campus Center

Dean of Cont1nu1ng Educat1on
and Community Services

Director, Gannett-Trii)p '
Learning Center

Registrar and Director of
Institutional Research

‘Director of Career Services

'Coordinator of Pla'cernent

Dean of Admissions

Admissions Counselors

L

J. Ra'lph Murray

' ' Dav1d G./Rl{fer

Gert‘rude H Sbremulh

‘James M1ttelstadt '

Ali'ce -Ann Schuster

Lee Watkins

'Edward Clark

Olive Williams

Francis X.. Brady -
James Gray

Sidney J. Mann II

B }
Andrew A, ‘Molloy

—

Charles R. Miller

William Bromley

John Clarkeson -

Sally Osann °
Barbara Peasley
Wendy Roworth

John Zeller

T

(Rev{sed August 1 9753‘




Asgsistant to the Chancellor and
Director of Development

Director of Public Relations
Director of Publications
Director of Alumni Affairs -

o Chief,F_inancial Officer
- . ‘\'v | N . ’
" Busintess Manager

Director of Food Service
" Director of Physical Plant
Bookstore Manager
Post Office Manager
Manager, Duplicating and
Mailing '

Directqr of Athletics and .
Physical Education .

Director of Data Proc’essihg

Coordinator of Computer Services

Executive Assistant to the :
Chancello; - :

£

" 133 .(Re‘j’r’iéé )
. \“\ -
Gene S. Cesari

Richard_ Morrison

. Lee J. Kline
Sara Sage Bryner -

John A. Riccillo

Ronald W. Whéaton

Charles Schilling

‘Ben Otten

Alice Ford

Harr); Backer .

Paul Brand

‘Gary Swarthout

Thomas R.. Walton
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INDEX
Page ' - o - .. Page
\Academic Freedom =~ 117 ’Curriculum Comimittee -~ 33
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& . SUPPLEMENT TO - 3

ELMIRA COLLEGE ° . S
INFORMATION MANUAL - ]

AUGUST 1975 -
"~ From the August 1974 SuppIement_. :

1. Durmg the Academlc Year, any g,taff member who. is
'phys1ca11y injured during working hours should be brought
to.the Clarke Health Center for medical treatment, If
more than first-aid is required, the R. N. on duty w111
send the 1nd1v1dua1 to the hosp1ta1 R

All a.ct:1dents must be reported at the time they occur,
either to the R. N, at the Health Center or if the ac-
cident occurs during a time of the year when the ‘Health
Center is closed, to Mrs.-Susan Anderson, 'Payroll
Assistant, The College will not authorize any Work-
men's Compensation claim which has not been reported
through the above channels on a timély basis.

2. The College will give a 10% reduction on all activities -
‘ and tuition expenses for people holding Gold Cards or
evidence that they are 65 years»of age or .older. . B

3.  Where two or more members of the same fam11y are
‘resident at the same time at Elmira College; a credit .
on roéom and board charges is allowed each student
according to the followirig schedule:

N
. c

Credit per Family Member

) " First Student " - . None:

o Second Student o R $200.
> ' , , Third Student =~ - 400.
- All Add;tlonal Students - : 400

A

. .- 4, . The rental fee for the cap, ‘gown and hood ($6 00 for
. : " Comimencement 1974) will not be refunded for students
who choose to graduate in absent1a.

The same fee will be charge'd and shoulti be id'entified
as the cost of graduating in absentia.

' 5'.-, . Caterer's Permits o

a

- a, - Campus Center and Murray Center

Beer 11cense covers- the sale of beer. A Caterer's
‘Permit is requ1red if hquor or wine is to be R

g served.
149
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b. Eagle s Nest

) A l_iquor licenseﬁ permits us to sell liquor,

wine and beer. No Caterer's Permit is re- >

‘quired if the event will be on the premise's. '
o

Occas1ons Re3u1r1n&a Cate rer's Perm1t

A Caterer s Permlt costs $30 and this cost _
should be passed along to the user., A per-
mit is requ1red for any event held on Elmira
College premises at wh1ch liquor or wine
will be served and which is not held on the
premises of t,he Eagle s Nest . "

Ant1c1pated travel by members of the faculty and staff
_ should be registered with the Development Off1ce three
" weeks in advance of the trip so that all trips can be co-

ordinated. Individuals taking trips-at college expense

may be aéked to perform services for other off1ces. -

A

B. Supplemental Informatlon - August 1975

I3

Board Refunds
. . lﬁ Co, o3 &,w“‘_»,_ . ’ .

a, 'Board refunded fo"w sfudents who will be
off campus durmg Term III will be $12 00
per week,

b.  Refund for meals missed because of student
" teaching or field experience will be:

Breaﬁfast  "$0.30
-Lunch _— 0. 65
Dinner . 0.85

CCFL Student Access Proéoedures '

Student access is a cooperatwe arrangem nt among
CCFL member mst1tuu.ons (Elmira College, ‘Alfred
University, Hartwick College, and Caz novia Col-
lege) which allows students to study at/anofther CCFL
member institution without any exchafge of room, '
"board, or tuition.. The Student Acc ss Program is
intended to prov1g1e you with maxinfum access to the

- combined resources of the consoytium institutions,

' Credit is. granted for courses completed on another
CCFL member campus; or f7o£f-campus programs -

[
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o ) s‘pOnsored by a'member, college or- by the CCFL. 5 ~ IR

. Student Access is coordinated through the office o
of the CCFL Deputy Director on each carmr.pus
- except Elmira, ° ALL, QUESTIONS ON THIS

: L . . CAMPUS REGARDING STUDENT ACCESS SHOULD. |
: o . * BE DIRECTED TO THE DEAN OF THE COLLEGE'SJ
C ' OFFICE. :

'a.  SELECTION OF COURSES - It is your .
respons1b111ty to select. ¢ourses.at the S
‘host institution.: Your sources of Jinfor- - ¢
T o ' g ' mation include your advisor, & catalog
' ' . of courses from the other CCFL member
msti»tu%lons (Gannett- Tr1pp Learning
Center) or, through the host institution's
Deputy Director, a temporary advisor -
on the host campus. (The CCFL Deputy
Director will generally locate a tempo-
rary advisor on the host campus). This
1s .a crucial ste ., and usually involves
T © ' a visit.to that- campus since actual
- course schedules vary: from semester
to semester, and catalog descrlptlons
may or may not provide sufficient. infor-
mation from which to make course
é?selechons '

s R, ¥

, STUDENT ACCESS FORMS - Forms for -
student access participation are avail-:
“able at the Registrar's Office. Student

access forms must be completed in
trlphcate

' ADVIsoR‘_ -

(a) The aAd'visor must confirm that you
' ©  are taking courses that satisty
graduatlon requlrements, and are
‘ supportne of your academic plan.
Final responsibility for the selection '
= of courses and satvsfactlon of grad-
uvation requirements, however, is

A always vested in you
Q T ®

After courses have been selected
- at‘the host institution, 'your Elmira -
College adv1sor dfficially approves
the program by signing the student

8
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- dccess for, line 4, "Home 'ln-
stitution Approval Granted".

d. DEAN OF THE COLLECE ;

(a) ° The Dean of the"College ‘must verify
~ that you are eligible for part1c1pat1on
" in student access.  The Dean of the
College wili conflrm that you are
. not on academ1c or soclal probat1on.

The program is intended to prévide |
"like' services. The Dean of the
College will confirm the receipt of |
- your payment (tuition, room,. and
board). If you wish additional
.services on the host campus, ad-
ditional costs will-be involved. For
instance, if you do not participate
in the Elmira College room and -
. board program, .you will not receive
-those services on the host campus
" unless appropriate arrangements
are made and mpn1es pa1d

The Dean of. the College W1ll dis-
‘tribute the completed student access
forms as follows: 1 copy to the 8
Elmira College Reg1strar, 1 copy

to the Deputy Director at.the host
institution; and, the third copy for
the Dean of the College f1les. ;

" REGISTRATION - In order to part1c1pate in the
student access program, you must register and
pay fees here at Elmira. The registration

“ !"program of courses card" should réad "€CFL

" Student Access at College.'"" You
then must complete the necessary formal-
reg1strat1on procedure at the host 1nst1tut1on

-as well ' ‘

Due to calendar conflicts, the Dean of the Col-
lege will generally be able to eliminate an ‘ad-
'ditional trip to Elmira College to complete our
home 1nst1tut10n°'s registration .procedure. [t
is, however, your responsibility to confirm
’ th1s service with the Dean of the College. '
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£ CALENDAR/COURSE LOAD CONFLICTS -
The institutional calendar and course ac-
counting system varies from institution to
instituticn, including: the awarding of credit -
for short terms. It is imperative that.you
compute and clearly understand the total
. number of credits you will earn for an .
academic year, and the effect, if any, from
participation in this program,

Emergency Procedures = . , e

Aattached is a'one page list of procedures covering
various emergency procedures. Read it carefully
and have it available for quick and easy reference.

Family Educational Rights.and Privacy Act of 1974
F:allowing are the guide’lgines which have been established
in order that we may comply with the prov1s1ons of this
act, .

a. All students registered with the Office of Career
Services should give blanket, written perrmission
on forms we provide to send their Placement .
Folders, including copies of transcripts, to all
‘eiployers or graduate or professional schools
requesting such information, Students par-
ticipating in Intercollegiate Athletics will be
asked to give blanket permission to send infor-
mation necessary for us to respond to the NAIA

' e11g1b111ty forms, All other students will be .
) given the option of signing a release in the event
the college needs to respond to some request.

- When a request for information is received from
a third party, unless the student has already

" given blanket permission to release this infor-
mation, we will have to obtain his written per-
mission prior to release of the information,
Students who do not give blanket permission

- would need to be asked for permission on a re-
quest by request basis and will be charged $2.00
for the cost of process1ng each request -

. The student's file or transcript will include a.
list of all third pa,rt1es to whom ccpies: have

. been sent, L ¢
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d.

We will place in every student folder a form
on which.individuals inspecting the folder (in- .
clud1ng the student) must récord their name,
the date, and a brief reason for looking at

the folder. These would be kept.in the folder
‘or attached to the permanent record card,

The following statement will be placed on the
outside of every credential folder and ona --
. note’attached to any other personally identi-
flable information sent to thlrd parties.

ThlS 1nformatlon may not be
shOWn to another party. It is
for your personal use only. "

College- attorney's advise that in using the
statement the college meets its obllgatlon
regarding f-ourth partv access.

Students who request copies of information . -
in their files must make such request in
wr1t1ng on a form designed for that purpose.
A copy of the form will be placed in the
folder. Students will be. charged $1. 00
per.page for copies. Informatlon requests
made on 19 November are answerable on
2 January 1975 '

In relation to admlssmns, 2 student is de-

- fined as such only after he reg1sters for the
 first time. At that time ‘the student. would
have the rlghts gwen in the law.

.Grade reports and not1f1cat10n of d1sc1p11nary= :
“actions shall, “in accordance with the law,
continue ‘to be sent to parents or guardians.

..The Provost is designated as the person to

whom the student goes for a hearing. Ifa -
conference cannot resolve the issue, the
Academlc Standards Commlttee will be the
appeal group.

In no case will students have access to the
PCS or any other information regarding their
parents economlc status without the wriften
‘consent of the parents, Nelther w111 they .
‘have access to medical records.
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A 5.j Transfer_ Policy

The followmg Statement of Policy W1ll govern transfer
4 of oredits to Elmira’ College, and replaces all pol1c1es
prev1ously established.

" ‘a. General R}equireyments fo_r Undeﬂra'duate' ILégreeé.

[

(1)~ Baccalaureate’ Degrees._ buccessful com-
.'plet1on of at least 20 units (30 semester
hours) of credit from Elmira College and
. a total of 80 unlts (l 20 semester hours) of
' credit, o

- Associate Degrees. Successful complet1on
of at least 8 units (12 semester hours) of -
credit from Elmira College and a total of
40 units (60 semester hours) of credit,

The major or corlcentratiorl-,mus't include
successful completion of.at least three
courses (a minimum of 9 semester hours
or 6 unifs) taken at Elmira College. These
courses must be from.those required for
the major or concentratmn._

For all undergraduate degre‘es, the student
must achieve a minimum cumulative grade
point average of 2.00for all work taken at
Elmira College. -

[

General _Requirern.entsv for Graduate Degrees.

(})  Successful completion of at’least 21 o
‘semester hours of credit from Elmira '
College and a total of 30 semester hours.

Achievement of a minimufn cumulative
grade point average 6f 3.00 for all work
taken at Elmlra College.

. Credit Determinations.

(1)  Undergraduate credit for which the student
‘ received a grade of C or above, and graduate
credit for which the student received a grade
" of B or above wiil be considered for trans-
fer to Elznira College from institutions
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which'are accredited by an ,agencybhich
is a member of ithe Council on Post-

, secgndary'Accfeditation' (COPA).'.

. Students who hold the Assoc:ate Degree
from. an accredited college as defined

- above and have achieved'a 2. 00 cumulative
grade poini average (on a 4. Q0 system)
shall 'be considered for full Junior Standing.
“Full Junior Standing' means that not
tewer than 40 units (60 semester hours)
nor more than 45 units (68 semester hours)
will be granted for the Associate Degree,
and that the student has met all the general
degree requ1rements :equ1red of fresh- _
‘men and. .sophomores., (More than 40 units
will be granted only if the number of credits
for which the student received a grade of
C or above total more than 40 un1ts )

- (Students will have met the Elmira College
Physical Education Reguirement only if
they have taken and completed a physical |

- education requirement from the college
from which they intend to transfer.)

Elmira College acéepts credit recom- -
-mendations as given by the Commission '
on the Accredltatmn of Service Experience, " .
Educational Test1ng Service, New York
State Department of Education, and The
- American Association of Collegiate Registrars
: and Admissions Officers. y

All other credit determinations will be
~made by the Reglstrar in consultation
" .. with the Provost and other apprOpnate
‘officials on the basis of guidelines recom-
. mended by the Academic Standards Com-"
m1ttee and approved by the faculty and
Board of Trustees.

 Courses taken at another college and in
which the student received a grade of D
may be accepted to waive a prerequisgite
.or a'degree requ1rement ‘but will not be .
transferred.as credit except under |

: Sec'u.on 5- c-(Z) above, .
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“(6) - If another college permitted the student-
. to repeat a course to raise a grade,

" Elmira College will accept the hxgher
gradea . .

P

. - Elmira College Grading.System.

a. The system shall include the following grades
~ which carry quality. pomts and are thus mcluded
JAn, computatmn of grade pomt average.’ ‘

A, A- I (90%-100%). indicates a mastery
: - of the knowledge and skills of
the course. The student re-
ceiving this grade has demon-
strated his or her ability to
 recognize, analyze, and solve
‘new problems independently.’

(80%-89%) indicates achieve-
ment of a high order, in'{rolving
high proficiency in the attain-
ment and application of knowl-
edge ‘and skills.

(70%-79%) represents an average
performance. It should indicate
: fam111ar1ty with the content of
the course and active participa-
tion in the work of the class. )

(60%-69%) indicates: work which
‘is in one or more respects be-
low the acceptable standard for
graduation, but which is suf-
. fient in quantity and quality to
be given credit toward the degree
if offset by a sufficient amount of °
= supetrior work in other couxrses,

F (Below 60%) - ‘Indicates failure. No credit.
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3

b°.~ . Each of tbe grades 1dent.f~ed above sh\all carry
the quahty points 1nd1cated below. :

A = 4.0 . D+ =. 1.3

AL = 3,7 D:- = 1,0

B+ = 3.3 D- = 07

B =. 3.0

B- = 2.7

C+ = 2.3 F = 0

C = 2.0 °
1.7

" Cn = g
c.- Additional grades which shall be available for
" use, but which do not carry quality pointd and, <
except for ‘WF, are not computed in the grade
point average are: :

[ = incomplete; final examination deferred or
work not coni;pleted for reasons of health or
seriQus emergency; becomes an F if not com-
pleted within six months.

P = passing; represents A through D as dennedg
above ) i

W= w1thdrawal indicates Wlthdrawal while
pass1ng the course. o

-]

2 N,

WFE = w1thdrawa1 falhng, 1nd1cates withdrawal

i while failing the course, or withdrawal from
the course after the fifth week. (Counts in

3 grade p01nt average as tnough it were an F.)

- 75 Procedures for- AWaxdzng Associate Degrees to Full~

Time Students. .

In order to. receive the degree Associate of Arts, a
~ full-time student must make application to the office

of the Registrar as soon as possible, but not later
~ than sixty days prior t¢ the Commencement at which

he expects to receive the degree. The app11cat1on

form must be _signed by the advisor attesting to the ,
" fact that the student has developed an academic pro- N

gram which, if suc cessfully completed, will result ‘
- in completion of the requlrement for the Associate

degree 1nd1cated

At the end of Term 1l of the year that the degree is

R
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is to be ”lawa!ded, the -advisor must further certify N
~that the student has in fact completed the’ requu'e-
ments for the degree :

Appropriate'forms are availabie from the Office
of the Registrar. ' '

Academic Pré&ram Pianning Ceo'rdinators'

)

" Three academic.areas have been identified as follows:

A, Health and Tec’:hﬁieal--Serv.ices - Dr. Lindsay

The disciplines included are:

‘Biology

Chemistry

Physics

Geology

Speech and Hearing
Mathematics

Businessand‘Human Services - Dr. Kobayashi
The disciplines included are:

Business Admmlstratlon
Economics )
Political Sr1ence
Sociology

Psychology .
Anthropcicgy -
Edacation

H

C. Arts and Humanities -~ Dr. Whalen

The disciplines included are: ..

English
"History
LArt '
« Music
Theatre
Lengua.geos
Philosophy and Religion °

The Coordinators have ‘respornsibility for reviewing the academic
programs being offered for both full-time and part-time students.

L
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It is ant1c1pated that. these programs can be combmed to 1mprove
the curricular opportun1t1es for all Elmira College students. The.
Coord1nators will be respons;ble for encouraging both full- time
and part-time faculty to improve the programs and for recom-
mending assignments of teaching responsibilities. -

The Coordinators will be 'expeeted to review the credentials of
. both full- and part-time faculty and be closely involved in making
"recomn_qendations for hiring faculty. T

The Coordinators will work as a team to insure that the entire
curriculum is a balanced one designed to meet as nearly as pos-
sible the needs of all our -students. On academic and staffing
matters they will serve as liaison between faculty and the De_an
of Administration and Dean of Continuing Education. It is ex-
pected that faculty will discuss their curricular and scheduling
suggestions with the Coordinators who will present recom-
_mendatwons to the Dean,

-
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EMERGLNC Y PROCEDURES - PLEASE POST BY TELEPHONE

FIRE Very small hres may be handled through the use of a f1re extmgmsher.
In all other cases of fire:
v

1. Call the Fire Depax:tment ~ 734.5121
‘Building Address is; ' -

2. Pull fjre alarm.

3. See that everyone has vacated the building and remains a safe distance away.

4“‘.'4', Notify Security.
5

5, Notify a member of the administrative staff:

(732-6400) Ext. 212

Dr. Ruffer
. Mr. Walton \  ° (734-5632) Ext. 285
v " Mr. Wheaton (739-7255) - _Ext. 205
‘ . Dr. Mitte}stadt  (733-5041) - Ext, 221
" Mr., Schill"pg \, (733- 2759) -+ Ext, 251./278.

. BOMB ALERT . If you are notified by a member of the administration that we

-are having a bomb alert:
#

1. ©Pull fire alarm, .

2.° See that everyone has vacated the bulldmg and remains 300 feet away until
“all is clear :

4

C. ILLNESS, INJURY OR ACCIDENTS - ~  \

1. Contact the Health Center immediately (732-1541), describe the problem
and nurse on-duty will advise you of action to be taken. If the ambulance
is needed, the nurse will call one and will alert the hospltal that a pat1ent
w111 be arr1v1ng Do not t_y to move anyone who cannot ‘move himself..

2. If Col'ege is not in session, call directly for an ambulance (734-9141).
State address, best- entrance, nature of 111ness or injury.

3. If a staff or faculty membe;- is injured durmg wo‘rking hours, he should be
taken (if appropriate - see Cl) to the Clarke Health Center for treatment.
If more than first aid is called for, the R. N. .on duty will send the in-
dividual to the hospltal :

w

All accidents must be reported 1mmed1ate1y either to the R.N. at the
Health Center or to Mrs. Anderson, Ext. 223, in order for the College to
~ authorize Workmen's Compensation c1a1m : .

D.. EMERGENCY NUMBERS

Police 733.6641  Clarke Health Center 732-1541

‘ ‘ Fire Dept. 734-5121 Ambula.nce .734- 9141 S
o "E. The Clarke Health Center, Switchboard, Campus Center, Head Res1dents, and
- ' Securlty personnel are interconnected via two-way radio. o

August 1 975/f




