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0

This''edition of the Elmira Coll,,ge Information -Manual supercedes
previous ones.

The Information Manual identifies specific duties and responsi-
bilities, of the various seguients of the faculty and administration,
lists general regulati4ns 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
guidelines to help faculty, staff, and students direct questions to
the appropriate office.

In addition to the Information Manual, the. College publishes annually:
o

a. Elmira College Catalogue
b, A dvi s s Manual
c. Continuing Education Catalogues
d. Graduate Catalogue
e. Faculty. Committee List
E. Student'HandboOk

Course Description Catalogues
College Directory

These publications are considered part of-the Information. Manual
in that they expand on certain items in the Manual,

z.

The regulations and prescriptions in the' Information Manual are
consideredto-be part of the Professional and Contra,ctual obligations
betiveen the faculty and adrnin1strators and the Colltge.

Suggestions for improving future editions of the Information Manual
arc welt--,-)mt: ary:1 si.)1..1(1 ;er..t to the Provost.

Effective: April, 4
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SECTION I

ADMINISTRATIVE ORGANIZATION

In the following section the responsibilities and functions are
described so as to provide a 'guide for the identifications of
offices to which questions, requests for iirmation, and re-

.. quests for action can be directed. The following chart is
intended to convey a generalized view of the major lines of
responsibility.
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I-A. OFFICE OF THE CHANCELLOR

1. The Chan( ellor has the following responsibilities:

a. <to administer the government and direct the
functioning of the College as its chief executive
officer.

b. -0 act as the agent of corninunications between
the Board of Trustees and all other College
constituencies

to promote the well-being and the excellence of
the College by working constructively with the
Board, 'he officers, the staff, the faculty, and
the students:

ci. to reps esent the College at professional and
College functions,

e. to inte-rpre the College to the general public;

to prepare the annual .capital and operating
budgets of the College fo=r the Board of Trustees;

to plan the future development and programming
'of the College.

The rclatIonships, of.the Chancellor and the Board of
Trustees are stared in Article VII of the By-Laws of.
IT.Im.ra Colie Lte (January 27.' 194$)

Sec.:on I. The Chancellor of the College shall be a
rivonbet ex offic io 01 the Board of Trustees and shall
be toe head of all educational departments of the Col-
le4e exert. .sing, subect to the rules and regulations

the Board of Trustees, such supervision and
d:re; t:or as t,,:tL11 promote the efficiency of such.edu-

..,.)nal departments. He shall preside at the meetings
eft the faculty and shall be the official medium of .corn-

at;:yri beiveen the faculty and the Board of
.

Jrustces, and bet,veen the students and the Board of.

il( .shah r. ,inutiend to the Board all promotions and
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assignments for the faculty.

He shall be responsible for the educational standards
and discipline of the College, and for executing such
measures concerning internal administration of the
College as the Board of Trustees o Executive Com-
mittee may enact, and shall pe'rform such other duties
as from time to time may be assigned 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
meetings, and at such other times as the Board Or
the Execu Committee may require, a report of
the work and condition of the College, and shall pre-
sentfor the Board's consideration such measures as
he shall deem nec.essary or advisable for the welfare
of the .College.

Se(..ion 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 C011ege.

Uncier.theie proN.:isions the Chancellor is concerned
directly or through administrative officergr faculty,
and students v,ith the follpwing:

a. admimstrative policy;
b. educational programs,
c. faculty c.ontracts,
d, promo-..:on, tenure?, 'salaries;
e. appointment of new personnel;
1. college' bud;.;et,s;
g, btrAdings
h. deelopment and public relations;

appLcations for grants;
discipl:ne cases,

4. The Chancellor is *a member of all College 'committees
as ex act Eir as Chairman. He is Chair-
man'ot she -,pline Committee, the Academic
Standards (.2ornm-:t.tee, and the College Advisory Board.

5. The fa, (lily are asked to avoid confusing matters which
belong If) Fit- st:1..eral administrative officers by failing



to use proper channels. Matters having to do with
administration should be presented in writing if pos
sible.

b. For Faculty purposes, varying with the area to be
considered, the most common administrative channel,is --

(1) Dean of Adthinistraticin, and/or (2) Provost, or
appropriate administrative department head, and
(3) Chancellor. Requests concerning expenditure of
nonbudgeted funds, academic policy; or procedural
matters should follow this channel.

(IV

4.

1
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I-B. OFFICE OF THE PROVOST

Board of Trustees

Chancellor

Provost

Dean of Administration

Dean of the College

Dean of Continuing Education

Director, Gannett-Tripp Learning Center

Registrar and Director of Institutional
Research

Director of Career Services

Dean of Admissions

The Provost has the direct responsibility for the proper
organization and functioning of the academic program
of the College within its established policies and stated.
purposes. He promotes scholarship among faculty and
students, maintains proper standards of instruction,
and encourages the development of all available re-
sources for continuous improvement of the academic
program. He fulfills specific duties assigned to him hy
the Chancellor: He is" Chairman of the Curricul'urri Com-
mittee and of the Faculty Executive ommittee. In the.
absence of the Chancellor, the Prov st is the officer in
charge. If the absence of the Chanc4lor is to be brief,
the Provost will function in place of the Chancellor
only when delay would be prejudicial-to the College or
any of its constituents. In a more protracted absence
of the Chancellor, the Provost will exercise. authority
ior the Chancellor to insure that all funetion's of the
CMIege continue as normally as possible.

2. The specific responsibilities of the Provost include the

the supervision of all offices reporting to his;



c.

the development and supervision of budgets
for these offices;
curricular' matters including curricular
development and the discontinuing, alternating,
and initiation of ,courses and sections;

d. academic procedures;
e. in cOnjunction with the Dean of Administration,

evaluations of faculty for retention, tenure,
promotions, and salary;

f. in conjunction with the Dean of Administration,
recruitment of new faculty; U 4

g counseling faculty;
.h. unusual student difficulties and questions;
i. ex officio'rnembership on all faculty committees;i preTare annual evaluative reports for the

Chancellor.

0
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I-C. OFFICE OF THE DEAN. OF ADMINISTRATION

1. The Dean of Administration is the principal contact
between the faculty and the administration on all
matters relating to faculty functions.

2. Responsibilities of the Dean of Administration include:,

a. To improve the quality of education at Elmira
College by:

(1) Recruiting and maintaining faculty.who
are sincerely interested in student-
centered interdisciplinary education ancr-
whoare willing to work to improve in-
struction through the Ilse of any. and all
techniques which are,likely to produce
positive results.

(2)

(3)

Encduraging and leading facultys in the
development of interdisciplinary pro-
grams and incorporating experiential

,learning into the curriculum.

Encouraging faculty participation in off-
,'..campus learning.

DeVelOping sound methods, for faculty
evaluation.

(5) Helping faculty develop their potential
as leaders in curricular innovation.

(6). Implementing approved curricular changes.

(7)

'(8)

Helping facuity see themselves as part of
the Elmira College Community committed
to the development and improvement of
all aspects of ihat, community.

Encouraging faculty to participate actively
in the Field. Experience program with the
expectation that such participation will
lead to nece,ssary improvements in the
program.
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(9.) Interpr&ing for the, faculty College
policies which are essential for the
maintenance of high standards.

(10) DeNeloping a system of faculty accounti-
abilrfy which will insure continuing
quality performance and maintenance
of academic freedom.

(11) Improving existing curricular programs.

(12) Dec eloping new programs.

( 1 3 ) Ensuring Jriaximurn educa`tional return
from expenditures frim academic budgets.

(14) _Ent ouraging activities which contribute
., to the intell.ei.tual climate of the campus.

(15) Enc ouragnig the profesSional.develbp-P
mere and *community involyement of the
faculty.

,(16) Alerting faculty to op'portunities for ob-
taining grants for the development of
programs in given-areas.

) Crea :rig an a mosphere of mutual trust
so free discussions can develop.

(18). Ensuring the most efficient and effective
use of faculy,associates;

(19) 1:1e1ping faculty improve as ',Student advisors.

To develop he potential for flexibility and variety
in pr.ograrns a\a..lable to all Elmtr.a..gpllege students
by coordina,,:ng programs thrOugh'.'

(1) ,_,Ittd?(Lous use of available faculty.

(2) Planr,ng programs :n such a way that a
expf rienc e may be useful to all

student s. .

(3) S i t g the exper71.se of all faculty in the



development f- new programs.

12

(4) Working clbsely with the personnel in Con-
tintiarig Education to develop new programs
Of value to both full-time and part-time
student s.

c To cooperate fully with all administratiVe offices
recognizing 'hat it is not possible to separaie the
academic from the economic and social aspects of
the educaional process.

cl. Prepare an annual evaluative report.for the
Chan, ellor.
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I-D. OFFICE OF THE DEAN OF THE COLLEGE

1, The Dear 01 College directs the activities of.the
following oific es.

a. Asses a'.: Dean or Residence Halls and

r

b. Counselor for Men.

c. Threcor Fi anc.-3a1 Aid.

d. Tiead_Resident.

e. Darec or (1 The Campus Center.

2. Respons b:,1:.:.es..oi the our( e include.

a-... Over sc es,,tig

(1.) ..Ma:nterane.e of residence halls.
(2) s-.S-ude.nt as t I ties and organizations.

.4
-(3) Heal-h Cercer.
(4) ResIcknce. hall life,
(5) Fitanc.-..al Aid.

b. Pr.etza r a- on and administration of budgets
for.i.he oti:( c.

c. Coordina':on of he Higher. Education -Op
PrOgram.

. Empiot. rner.

Ad s 1.2:

f. or, of academic and personal counseling
and ad:,s,T.g-:-.

g. Coor:d.T.4 'h o! Jun:or Year Abroad.

h. ma n,:ain.:ng contact. With parqnts on
s s- ddent s.

En, ()lira f:r: g ari a( t f, rela-..onship between in-
;rid social

. Prepa an annual .evaluative .'report for9

' he Char.«,,i,,r.
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I-E. OFFICE OF THE DEAN OF CONTINUING EDUCATION
AND COMMUNILY SERVICES °

The Dean o: Cu!., : riuing Education and Coirimunity
s -,s respol.sibit for the development of

programs vli. li.rela-e o he needs of part-time
stude.t bo'h graduate and undergraduate.-

Resj3ons-..b.1 --es of the off .ce include-the following:

a. Supc!r,.:s on and developmeni of the
program in Cori -rimng Education.

Sup( r ,s',()!,..ancl de elopmerit of the
Gradudte program.

SI.Lpi I' developrhem of the
her Edw. a-lon program.

d. Dc-,-Elopmettl of net prograrris in
Co:. F.duc a :or,. and Commun.
Ser' «-s,

e. Coord.nii r,g Corr- rnu'i.ng Education
prOgramS h whet campus

pro,e( S.

1. Prepdre annug.l evaluative report

t>,

lr r;
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I-F. OFFICE OF THE DIRECTOR OF THE GANNETT-TRIPP
LEARNING CENTER

1. Manage Ment. or the Learning Center including
a( quirions, c arcula'ion, collections, production
,pol:nes and procedures, and staffing and staff
der.eloprrieL, consuhation with the Learning
Center Cornm-.7 lee.

De+,,elopment and promotion of the Learning
Center Conc-epT by identifying and;integrating
all available resources within the college. and
the ccimmun-,y.

3. Development of the Learning Center as the focal
point tor. learning siudents., faculty and ad-

r ors,

4 :nrorma ion and training for gathering
and apply -..rit4 -ehrormation for experimentation
V7;tti s-ra-egies and learning styles.

5 Developmer.-. ot'a concentration or major in
comMula7( (!)ris by rit..egratingexisting course.
olicnngs w)-11 hose from other disciplines and
ne eat cc! courses.

C:oord:nat on of ,production services for the de-
. \,elopn-ien-. o:.:nslru,t:;onal materials and related

aux:Wary set- ices.

Prepare an-anal ex aluatIve report for the
Chan& ellor,
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OFFICE OF THE REGISTRAR AND DIRECTOR OF
INSTITUTIONAL RESEARCH

1. Prepara ion 01 class schedules and examination
schedule s.

2. Condu( tang reg-,s

3. Preparation of class lists and enrollment re-
ports.

4. Preparation of reports on enrollment, probation,
honors, membership in honorary societies, and

oother maT er s.

5. Evaluat:on of trans( ripts.

Super\ sio.n and administration of tests.

. The Dire ( *Or of Ins-ltu-ional Research shall be
responsible for des:gn and preparation of in-
fOrmational ,reports necessary for academic
planning and evaluation, and shall annually
assess 'ht value of and need for any such re-
por*s.

8. The D-re(lor «t Instiluz:onal Research shall
prepare an ntial' report on the academic prog-

-ress of Elmlra'College students and shall in-
Terpre that repon
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I-H. OFFICE OF CAREER SERVICES

1. The Director of the Office of Career Services haF
responsibility for the administration of the Field
Experience Prugram, ,of Dual Degree Programs,
and of the overall career service program avail-
able to all Elmira College students and alumni.
fnclude,d in the latter program are the elerhents
of career counseling, placement and graduate
and professional study atdvisefrien.t.

r.

a. Field..Experioence Program.

(1) The Director approves all Field
Experience contracts and assists:
students in finding appropriate
field placement.

(2) The Director renders decisions
concerning student requests for
waiver of any part of the Field.
Experience requirement.

(3),` In the event that a facrulty member'
is anable'to arrange--the necessary
visits for a sponsored. Field .Ex.-
perience, the:Director will try to
assist by arranging visitations.

(4) The Director will cultivate Field
Experience opportunities and de-
c-elop I ield programs supportive.
of the Field Experience program.

0

7)) Prepare an annual evaluative re-
port. for. the Chancellor.

b. Placement_

The Coordinator of Placement is responsible to
the Director and has the prqncipal function of
assisting seniors with the placement process,
i.e.,. establishment of placement file, prep-
aration of resurnes.and letter's ,of application
and follow-tip correspondenZe, interview
techniques and job search techniques. The Co-
ordinator will also arrange for recruiters to

(Revised August 1975)



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 Director in arreTnging on-carhpus career
days and with the general process of under-
graduate career counseling.

The Coordinator 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 In finding part - time en ployment.



OFFICE OF THE DEAN OF ADMISSIONS

1. The Dean of Admissions is responsible-for:
. -a. a review and direction of all admissions pro-

cedures and recruiting activities;

selection, supervision and evaluation of
admissions s-aif

c.

C.

preparation of and control ovei the admissions
budget

serxing as Chairman of AdmisSions Committee
and a memberof Scholarship and Academic
Standards Committees;

deveiopmen- and coordination of Alumni
Represetva-.-,..e program,

f developmen of programs iryvolving high school
and «immu-i'y college guidance personnel;

g. represen,ing Elmira College on the.College
Cerier of 'he Finger Lakes Admissions Council;

h. responsible for the overall long-range planning
for adrriss-..ons,

prepara..on of an annual evaluative report
for the Chancellor.

2. Admissions Counselors' serve as the field 'representatives,:
of life College. In addition. to their primary responsibility
of visiting 1-ir;gh sc hools and discussing programs with
counselors and po..en1')al candidates, other responsibilities
include

a.

ob

rTTti7 (- 1 .T1 et eWS ,

on' at ,-,ng alurf-ml

oil,*('Lto

d. parr, 'pa on .n College Center of the Finger
'Lai: ft. rt re( ruii -mg programs,-
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When on campus, the Admissions Counselors are
responsible for conducting campus interviews-arid,
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 interviewed, and perform other office
duties as necessary to assist the Dean of AdMissicons.

2
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I-J. OFFICE OF THE ASSISTANT TO FliE CHANCELLOR
AND DIRECTOR OF DEVELOPMENT

Board of Trustees

Chancellor

Assistant to the Chancellor and Director
of DeN,elopmetii

Director of Public Relations'

Director of Publications

Dire( for of Alumni Affairs

1. The Assistant to the Chancellor and Direttor of be-
. velopment aids the CianceMor in establishing and

maintaining a program of support for Elmira College.
While the fdcus of.:the program is on fund raising,
the Direct-or of Development concerns himself with
a number of activities Which promote the reputation
of and interest in Elmira College. He supervisesthe
preparation of proposals to foundations, corporations,.
industries, individuals, and groups other than govern-
ment agencies and the program of Deferred Giving.
Although the Director of Development will provide
advice about- them, proposals to government agencies
will usually be compiled inthe office of the Ex-
ecutive Assistant to the Chancellor.

The Director of Development is responsible to the
Chancellor and supervises coordinates the
activities of the Director of Public Relations, the
Director of Publications, and the Director of Alumni
Affairs.

2. The Director of 'Public Relations has the responsibility
for publicizing Elmira College through every means
possible. He is the person to communicate for the
College.with newspapers and perJodicals, radio and
TV stations, and ;ether media which may spread infor-
mation and publicity material about Elmira College.
Specifically the Director of Public. Relations:

.a. operates a news i.titormatioi, bureau, ii-icluding
4. coordina'cloil sports

(Revised AuguSt 1975)



(Adequate c o' er age oi-iaculty activities and
College el:;ents depet.ds on the flow of infor-

)cm 0 -ne Dr.r.ec oruol Public Relations.
'Fat ul y should 'ake ,he:,nitiatiye in consulting
'he D.rec. tor oi Publ:c Relations when they
disco\ er material. The Director
of Re la t,ons,..solact.ting material,_ will
reg,t1I I or.sui -he administrative offices,
and :acu.i.\ memb.ers. 'All officialc>newS re-
leasf.s-.r om Firm r;--t. College will be made
through fc.c.t e o.: Public. Relations by the
Di r .

acts ses st.7-'1;., 01 he Octagon.

s he D,:tt.t)r De,.elopmentiri the
par rg anct adritrl.s' rat-.on of special events;

d. p s support and rila./ erA.1 for fund-raising;

super \ :SC S .1.:;,Se MpUS 1ativities by off,-
arnp,,s. Zrk ()lips

:2 ( ."f. syr,..es as d.-.-or o: college. news publications;

prox,..:des A.a: son 'bett,eer." college and off-campuS
element s

..:.

g.

h. c a r es h oTher duties .as the Director'of
De e-nryit-nl a saAgns.

All reports c.cr.a:c. !'.g general'inforrriation about the
.College, sncn.c_d Lit c 'Jetta: ed wish 'the Executive.
AS's:Islam -o try Crv/11( ei:or belore they_are.mailed
from the A ar.oct..; s a.r on:ces. .Report:s containing
'man( da a'sh0...0d h-i'vc he additional clearance
of the- Ch:e: F-,nan1/4.a1 Ott- < er and the Chancellor.

3.- .The Direc -or o cles:gns, edits, and pro-
du( vs all ()tit_ a, Coi.ct.g,e Publ:c at:ors except those
produced sc.rit He es abl: sties production
thedn:es,' mi.:it; a ir.s ,T ,er 7 or .cs of publications and
Commun., a- e .0(7-he ,Colieye w:th printers and other
tec hr:.( ,1l pt ussilry for the produt ',Ion of
public at ;ors. c ibubitcat,',ons which wbuldtbe cycled
through Ott:, t cit Putii. , ons a r e catalogs,
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directories, brochures, ,pamphlets, books, flyers,
posters, reports, prograrrii, advertisements b.nd
letters~ .

Design of all work budgetedthrough the Office of
Publications is the. responsibility of that Office.

'Design, format, size, type pap,er,, inks; pririter
and over-all produCtion.is part of the :accountability
of the Office of Publications;

a

The .bisector of Publixations.is the Advisor of the
. College Student Yearbook.,zOtherwis'e, the Director.
ofn Publications will e-arry.out such duties as the
Director of Development a,ssigns.

The Director of Alumni. Affairs. works' closely with'
the'Alumni Association and-its officers and with the
Direc,tor of Development,. Ifi the production orthe
"Campus" magazine and the.E:lmira College .Alumni
Bulletin, the Director of Alumni Affairs consults
ancl'cooprates with the.D3rector of Pubhcations and
the Director of Public Relations.' FUrtherrespOrb,
sibilities..of the Office of Alumni Affairs include the ;,

.

:Organization and encouragement of alumni 'Clubg and
their prograrns, the selection ad.tra-fining of leaders"
among the alumni, operational responsibility for
certain Alumni Fund projects, and to assist "-the
Director of Development with the program of
ferred giving and estate planning,.

Each office shall prepare an annual evaluative report.
for-the Chancellor.

0
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OFFICE OF THE CHIEF FINANCIAL OFFICER

1. The Chief Financial Officer is responsible for all
financial functions as they-relate _to the development
of the total educational, program within the philosophy
and objectives of the College. This,responsibility
encompasses the Operation and administratiOn'of the
accounting .system and financial procedures of the
College. ;.

2. Specific responsibilities of the office.include the
following:

b.

d.

e.

0

h.

Assist the Chancellor in the formulation,
of the business policies to be recorri-
mended to the Board.

Establish and maintain properl.° systems
of accounting, budget control, cost analysis,
internal control, purchasing, receipts and
disbursements, and,su:pervise the operation
of these systems.

Be responsible for the formUlationof re-
ports to the Board for budgets and accounting.

Supervise the accounting department of the
College. Maintain an accurate and effective
accounting system in accordance with Board
regulations and Uniform Procedures as
established by the American Council on Edu-
cation..

SUpervise financial record-keeping of all
auxiliary enterprises.

Superyise the financial aspects of the fin,ancial
aid funds and other student activities. .

Be responsible.-for adequate insurance cover-
age for all the College property ancl'its
operations.-

Advise.:Ldepartments as to procedures con-,

cerniriAlappropriations, expenditures, and
accounting-practices._
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Supervise the preparation and control of the
annual budget.

j. COmpile necessary data for statistical reports,
cost comparison analysis ,p-nd budget projections,
and interpret these.

k. Supervise the preparation of accounting reports
and annual. report schedules.

1. Compile necessary data for cash forecasting and,
in consultation- with the Chancellor, invest exce s
cash for short periods of time.

,Administer the payroll and(personnel affairs of
the College, including:

(1) Payroll and personnel records.

(2) Staff salary schedules.

(3) Faculty and staff benefits.

n. 'Perform special duties assigned by the Chancellor.

o. Prepare an annual evaluative report for the
Chancellor.



OFFICE OF THE BUSINESS MANAGER

1. The Business Manager is responsible to the Chancellor
for'those departments and employees of the College
not part of the academic staff..

He is responsible for the economical purchase of all
.1supplies and materials bought by the College.

3. He supervises the operation of the following: .

a: Food Service;

Physical Plant,.including,residence halls;

c. Bookstore; t.

d. Post Office;

e. Duplicating;

f. Other auxiliary enterprises.

4. He is responsible for preparation of an annual eval-
uative report for_the Charxcellor.

2)
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OFFICE OF THE DIRi."7.TOR OF A tHLE TICS AND
PHYSICAL EDUCATION

0

c The Director .of s and (-liysical Educatidn
responsible to the Chant. I;.r a admin:sstratiNe head
of the intercollegiate, intramural, and recreational
sports programs of the College, including those of
the Murray At1 ie it Educ..ation Center and the Soaring

.Eagles Coll Club...

The Director as :njordinator of the Physical
EduCa.iorn.and Athletic Coa;r:.ng and Recreational
Leadership.Certiff cafe prograrr s.

Further, the Dire,tor of-Athletics shall;
a. supervise all programs and act-,;.viti's in his area

of responsbiity,.
..b. uphold 1-he pull( ?es 21_Elmir a College and all

athletic and professional .conferencesand as-
sociations College belongs..

C. sehecli.le all sprts.ccntests, and practice sessions;

d: be respons:ib:ie fox a.! athletic facilities; 'the
scheduling and maintenance thereof;

e. be respon's;ble fc.r the ecn.ipment of the sports
progra.ms;

f. confer ocith, the Chan:..ellor and/or the priper
adMinistratc.r(s) c on( erning the appointment,
tenure, salary and promotion of the athletic
c.oa,..hing. and insf,:r,,.iion staff;

rake respf.:.r.sibiJv for the standards of- in-
structicn ard coach:5:g Lnthe programs;

property eldmiristei thc budgets for which he
is respons:file

t. supervise tls.e lot r sonnci ri ail areas of his re:-

maintain ret. cards as required;

prepare an annual e,.ab.ative report -for the
Chancellor.

1. I supervise (he c.pera ion of the. Sports Infor-
ma I ion Bilrea-,:t t:t.,opc ration %1;:ti f'qe
Dirjc tor of Public helatiur s.

- 3 0
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I-N. DIRECTOR OF DATA PROCESSING AND COMPUTER
PROGRAMMING

1. The Director of Data Processing and Computer
Programming is responsible to the Chancellor
for:

a. overseeing all operations performed
within the department;

b. establishing schedules and priorities 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;

P. assisting in the selection of new equipment;

maintaining accurate documentation of
normal' work processed;

maintaining reasonable security of the
center and its records;

developing short.and long range plans for
the department based oil the college's short
andlong range plans.

preparing an- annual evaluative report for
the Chancellor.
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I-0. EXECUTIVE ASSISTANT TO THE CHANCELLOR

1. The Executive Assistant to the Chancellor assists in
development alid implementation of the projects of the
chancellor's Office. He serves in a liaison capacity
for information gathering and dissemination for staff,
faculty and students on matters that concern policy
or those for which special attention needs to be given.

2. Specific areas of responsibility:
ti

development and implementation of ad-
ministrative policy;

b. planning and implementation of educational
programs;

c.

d.

coordination of federal grant projects;

evaluation and recommendation for pro-
posals subMitted to the Chancellor's
Office;

e. compiling information for and completion
of required external reports; especially
federal and state reports, and other
questionnaires;

)_;

f. planning and execution of College work-
shops;

coordination of Commencement activities,
faculty offices, office equipment dis-
tribution;

h. Deputy Director, College Center of the =

inger Lakes;

serving on administrative and faculty corn-
mittees by appointment.

3. The office.of the Executive Assistant shall be the de-
pository for all queStionnaires completed by any other
office. All reports containing general informatiOn
about the College should be cleared with the Executive
Assistant before they are rnailed from other offices.

O.;

3(,.;
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SECTION II

FACULTY ORGANIZATION

Definition of faculty for voting purposes.

The Elmira College faculty includes the Chancellor,- who shall
be the presiding 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
administrative officers listed below.

Dean of Administration,
Dean of the College
Chief Financial Officer
Dean of Continuing Education and

Community Service s
Director of Career Services
Assistant to the Chancellor and

Dire ctor. of Development
Dean of Admissions
Registrar and Director of Institutional

Research
Ekecutive Assistant to the Chancellor

These person's shall be eligible to vote at faculty meetings.

B. Under Article VIII, Section 3, Of the By-Laws of Elmira
College, the Faculty:

1. may determine the order of business and parliamentary
procedures for its meetings;

2. may'request the Chancellor to present to the B6ard of
Trustees its recommendation on any matter that it
deems to be of vital imp rtance to ,the College;

.

shall set standards for ad nission to the College;

shall recommend candidate s for honorary degrees;

9, shall, when requested by th Chancellor or Provost,
determine standards of con wct4mong students or
otherwise assist the admini tration in matters of
discipline;.
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6. shall establish a system of grades and credits;

7. shall devise and establish the curriculum;

8. shall set requirements for gradpation and recom-
mend ..students for doiel-ees.

.Faculty Committee

1. Section four of the Academic Statute of Elmira College,
provides fPr 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. Standing 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 Executive Committee:

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

(2) appoints committee members when
necessary in its judgment (for instance,
to insure some continuity of member-
ship on a committee, to match a
special skill or knpwledge to a com-
mittee's work, or to fill an unexpected
vacancy);

(3) recommends to the Chancellor changes
in the organization of the Faculty into
committees;

(4) prepares the agenda for meetings of
the Faculty;

'(5) publishes minutes' of the Faculty secretary;
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. (6) receives all committee minutes and
supervises the operation of committees;

(7) represents the Faculty between Faculty
meetings;

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

(9) may sit as a grievance committee for
a Faculty member, but it will hear only
those grievances that it considers
academic,

b. Curriculum Committee; Chaired 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.

c. Academic Standards Committee: Chaired by the
Chancellor, the Committee includes the Provost,
Dean of the C011ege, 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. ft also considers requests for grade
changes.

d. Graduate E=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
each year.



The Committee oversees the Graduate program
including adinission of students, select-ion of
faculty, curricular and degree candidacy.

e. Advisory Committee on -Tenure and Review:

1. The functions of the committee shall be
as follows:

(a) to particl.pate 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)

(c)

to clarify anti recommend criteria
for the evaluation of faculty mem-
bers;

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
Freedom endorsed by the Association
of American Colleges and by the
American Association of University
Professors.

2. The committee shall be staffed as follows;

(a) the committee shall include two
top academic administrative officers
other than the Chancellor and eight
(8) faculty members, two of Whom
shall be appointed by the Chancellor;

(b) eligibility for election'andior appoint-
ment shall be-the same as for the
Executive Committee of the faculty;

1/4

the eleutrd members shall be
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Deal's. of Achnl:.'stration, Dean of Continuing
Education, the Registidr, the Coordinators
of Academic Phinning, and four (4) faculty
members elec ted for one year terms.

The Curric ulurn Committee recommends new
courses, considers petitions for waiver of Col-
lege requirements, ar,c1 acts as impetus for
curricular change. Tric Committee is respon-
Sib le for these furictons for the undergraduate
and graduate programs an both the "day" and .

Continuing Education-programs.

d. Learning Resources Committee.

Chaired by. the Dirf(tor of The Gannett-Tripp
, Learning Center, the Committee includes the

Dean of Administration, three faculty members
one elected by and from each of the Academic
Planning Areas for one year terms, and two
members appointed by the Provost.

The Committee acts as an adviser to the
Director of the Learning Center and as a
liaison between Faculty and the Learning
Oerite . It. administers the acquisitions
polic (see pages 103,104).

e. .Arad mic Standards-AdmissiOns Committees,

Chaired by the Chancellor, theCommittee in-
cludes the Provost: Dean of the College,
Registrar, Dean of Administration, Dean of
Admissions, and four faculty members elected
for two year terms, two being elected each
year..

The Committee, reviews the- academic per-.

formance of students and recommends pro-
bation or dismissal, considers requests for
grade changes.. acts cm applic:ations for
admission, and establishes giiidelines for
such action.-

f. The Disci _pline Committee

Chaired by tu.e Committee includes

(Revised August 105)



faculty elected to two-year terms, one each year.

The Committee recommends policy and procedures
for administering financial aid to students. It
reviews each application for scholarship and other
assistance submitted-by upperclassmen and determines
awards.

h. Discipline Committee: Chaired by the Chancellor,
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 judicial Board.

The Committee advises the Chanellor 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.

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 Community
Services. ,

i. Learning Center Committee: Chaired by a member
elected by the Committee, the Committee includes
the Director*of the Gannett-Tripp Learning Center,
the Dean of Administratn, and not fewer than six
faculty members elected tpr one-year terms.

The Committee acts as an alvisor-to the Director
of the Learning Center and as a liaison between
Faculty and the Learning Cekter. It administers
the acnuisitionspo-licy (see es 103r104).

Advising Committee: Chaired 13,y a member elected
by the Committee, the Committee includes the
Dean of the College, Dean of Administration,, and
four faculty elected to one-year terms.

i

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

(..) (-
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6.- :College Advisor/ Board

Chaired by the Chancellor, who does not vote be-
cause he is the party the Board advises, the Board
includes the Provost, Dear. of the College--
Assistant Deans of flit- College, the Senior Pro-
fessor, the Faculty Representative to Legislative
Board, one member Elected by the Faculty, the
Chief Justice of fhe. fudic;a1.Board, the President'
of the Student Assoc-,aton, nine students who are
elected represeniatiVvs of residences, and one
student who is the elected representative of full-
time non-resident studen'ts. Non - voting repre-
sentatives of Octagon end WECW and a non- voting
student secretary attend meetings.

The Board acts as an advisor to the Chancellor.
and Board of Trustcles on au) matters normally,
considered "student affairs."

7. Advanced Stud;es Committee

Members were appcnnted on April 16, 1975, with
membership to terminate on or before June 1, 1976.,

R esponsibthties of the committee

-a. 0 Develop a proposal for a Master in Pro-
.- .

fes-sional Studies program to be submitted
to the Neva York State Education Depart
ment dunug the acadernic'year of 1975-'76,

b. To evaluate and monitor the qualityTof
current Master (i.t Science in Education
progratns until. a Master of Professional
Studies is approved.

c.. To develop a permanent Advanced Studies
COrnmlttee structure on or before June 1,
1976.

(The next page 5.3(t)
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annual calectidar ,f or approval by the F,aculry. In
preparing rerOmrnerida',.. ions, the Chancellor, t-he
Provost, Dean of Adm-A,istrat:on, Dean of Con
tinuing Eduk.a.:on and, (".ommur,:!y Ser,,ices, Director
of Developmer:4-,,and representative students are

1normally consulcecl.

o, LiberaI.Stad:es,STeerrng Corrirmttee Chaired by .

a Member elet J-ed by the Committee, the Committee
-nclud.es one tacuAy.member frorri.eac.h of the generic
groups, .and the Dear, of Administration.

1)

The Comm:."eellas responsibilities for assuring the
.success, of the I )beral Studies program,-.:by,

mon.tor:.ng and evalua.':Ing the iulfillment of
s of 'he program,

- arranging of events or programs Common
.1to the etitre program

promot dlr:a4 :on and rommuni canon
with:nIne program,

call:ng meet.r.gs O1 `he Liberal Studies faculty
as the riecd ar:ses,

dev:sIng programs to develop fat tili-y effective-
ness as relaies.to the needs of .the
Stirdies program,

--,:obtax,Ang, and cl-sfr7biir..ng :nforinat7011 about
eaerrIng .

impletiiE nr,ng n pre.:rarns as rie eded.

Flower -urvi (:,,tnthr'ec pers,ins elected by
the Facupv re , e-,ve , or'-r,but-,005 I r 0t1 la( ukty
and shalt seno fiovels to rIo of Collcge
comni.ln,4.,- ttr ,rie!r ta

,

0
Ira( 1.ity CM et.4a.' Ci,t1Itri.4:cr I-hr( members
ele(4,ed by he v.ork h he Dean of Ad .

to prepare a ,c17, Ott pr(- St ti.4a ons
t" t'",P1-an Einv ra i')Ilet.r.e to new
members o:

o

4 Li
n

1,4
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Commencement Committee: The Executive, Assistant
to the Chancellor in consultation with all necessary;
makes the arrangements for the Commencement
ceremonies,

s. Catalog Committee: Since virtually every office on
campus needs to review or prepare some portion
of catalog c.opy, the Faculty and Staff as a whole are
the Catalog ,Committee. The Director of Publications
has responsibility for the catalog and serves as ex-
peditor.

Other annually elected Faculty positions

a. Faculty Representative tp the Legislative Board

Faculty Representative to the Press Conference

c. Secretary of the Faculty

d. Parliamentarian of the Faculty



SECTION III

GENERAL POLICIES AND REGULATIONS FOR FACULTY
.A. Prompt and regular attendance; up".ri all appointments,

, is expected of the -faculty. In case of necessary
absence, such as for sickness, a teacher should, if
possible, make provision himself for his class and
inform the Dean of Administration at pnce.

B. <,Students.will wait for a late member 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 claSss

C. The faculty are expected to'attend the all-College
Convocations as announced from time to time.

D. Attendance at faculty and committee meetings_is
expected of the faculty.

E. Mat-ter-S discussed iti faculty and cor-hrnittee meetings
are generally confidential. It is asked that no such
matters be discussed before persons outside the
faculty circle, and that no information about the
votes or about the opmicins expressed in these
meetings. he given. Faculty meeting minutes are
prepared from the official tape recarding of the
meeting. Use of a tape recorder other than that
used to produce. the bificial record is not permitted.

F. FaCulty meetings are condut ie-ci under the paiIimentary
guidelines of Robert's Rules of Or'der.

G. The cap, gown and hood are worn. for Commencement
as well as at other spec-lal-ceremonial occasions that

. may be called. Faculty members are expected to
participate in these oc cas.ons in academic .costume.
Such costume may be rented or boUght through the.
Chancellor's Office.

H. Academic processions, are regulated on strictly
academic lines. In all processions the rank'to be
observed is as follows, administration and prbfessors,
.associates, assistants, and instructors, each' in
order of appointment.

do)

tRevised August 1975)



,- I. 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 agencies with the proper
information.

J. Members of the faculty may not accept appointments
or engage in business or other outside activities
without the consent of the Chancellor. This regula-
tion covers:

1. connection with,any business enterprise
as owner, partner, officer, director,
consultant, or agent;

2. connection with any public office either by
election, appointment, or employment;

3. connection with any professional associa-
tion, educational institution, or founda-
tion as trustee, officer, lecturer, or
representative.

K. 1. The College's support for research will be primarily
for post doctoral research and for the completion of
articles and/or books fOr publication. Requests willbe
granted in the following order of preference:

M

1: post doctoral research for completion of
articles.and/or books for publication;

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

3. institution of projects resulting in pam-
phlets or books.

2. A member of the faculty desiring a research grant
should consult the Dean of Administration and make

, his request in writing to him. The request is then
forwarded to the Provost who will send it with his
recommendations to the Chancellor for a decision.
Written reports evaluating the results of the research
are due in the Chancellor's Office by November 1

after the grant is awarded. No monies on a research

4 t)
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grant will be available until July first of the year,

the grant is made.

3. Resignation from the College automatically 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.
Any grant from a source other than the'College will
reduce a College grant proportionally unless an
exception is made by the Chancellor.

4. Research policies are delineated in Section XV of
. this Manual.

L.. The normal teaching loads of faculty members may
be either in the day or evening claSses, on or off-
carhpus, during the academic year. A faculty mem-
ber willing to teach extra hours on request in either
will receive extra compensation. Except under most
unusual circumstances a faculty member may not
teach an overload of-more. than 2. 6- units (4 credit
hours} during any longterrn. Any.day class over-_
load must,be approved by the Chancellor. .

M;-' In case of emeygenc,y every staff or faculty ,member
on campus is an authorized person'representing the
College. If the circumstances are such that in..:the
opinion of the ;staff or faculty member, the police
should be called, he should not hesitate to call them.

N. The College maintains a speakers bureau of the
faculty that may be called, upon to furnish faculty
speakers, free of charge, to divic organizations.. ,

0. According to Article- 61, Section 3003, of Education
Law, every pelSon teaching in the State of New York
is required to subscribe to an Oath of Allegiance to
the Constitution of the United States of America and
to the Constitution of the State of New York.

P. Summer addresses should hi' filed by the faculty with
the Provost and with the Campus Post Office.

Q. No item of business which (onstitutes a change in
'policy shall c.ome to vote at a faculty meeting without

44
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prior consideration by a standing or special, committee
or at a previous faculty meeting, This rule may be
waived by two-thii is consent.

R. Faculty member s are expected d o 'assist the Admissions.
Office by drafting letters for applicants and high school
teachers,participat ng in special programs for candidates,
interviewing applicants, and other activities such as
schOol visits and College Nighi programs.

S. The scheduling of the use of College space and facilities
by organizations or personnel outside' of the College
should be referred to the Office of-Public:Relations.

Faculty secretarial serx:.ce is -available through the
Office of the Chancellor,

To use audio-visual equipment (various kind's of pro-
,:jectors, screens, record players, tape recorders)

blanks may be' obtaMed from the Director, of the
Learning Center, flied out., and returned to him for
execution. It is highly desirable that last minute
requests not be made :

T.

U...

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

W. Faculty Travel' (See also Section VI D). The College
policy in regard to attendance of the faCUlty at pro-
fessibnal meetings is as follows

1. The budget for la ei.dty travel has bee.n
assigned to the Office of the Dean of
AdmirustratIon.

2; AnticIpated xips for the Year should be
indicated to the .Dean, of Administration
as early as possible.,; Ain estimate of
expense s on a Travel Authorization and
ROcuest for Travel Advance form to be

-obtained from the Dean of Adminielration
shotifd be subm;tted for approval to the'
Dean ot Adm3nist ration ten days prior to
travel date to be transmitted to the-Chief

Off:cer.
..,

4 '6
'(Revised August 1975)



43 (Revised)

3. After the trip an Elmira College Travel
and Business Expenseileportform should
be submitted to the Dean of Administration
for pro.c essing.' The faculty member will
be paid this arn.ount7 by check from the
Business Office. In no case Will the
amount paid be in excess of the amount.
previously app o\ed.

4.: If a faculty member attends a professional
meeting from a point other than Elmira
(as often happens in the summer) he should
riot ask for reimbursement for the costs'
of travel in excess of the cost from Elmira
to the loc ation of the meeting.

5. As a rule the College 'supports trips to
regional prolessi.onal meetings only if.
that region inclkides the Elmira areas

n. If two or more faculty in. embers attend the
same 'meeting, they should "double up" on
their travel and other arrangements to
spread the travel budget as far a's possible.

X. All trips away frorn carnims In.,..olving students (such as
field trips, sports days, etc. should be registered in
the Office of the Dean of the College, Field Trip .Pro-
pOsal forrris 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, fl-se dare and brie,`, and the means of trans-.

:portation. Faculty memberi should also inform the
Dean of-Administration of The place to be visited and
the. date of all lield-trips and receive approval in--
cluding the expenditure of funds from the College
field-trip budget..

Contact the Director of rnic-r( olleg:;ate Athletics to
'schedule one'of the College buses. Departmental costs,
scheduling procedures and budget approval may be
obtained at the Dean of Administration's office.

Y. All registration of events and reservation of space on
campus for these events is handled by the Director of
the Campus Cc of e r.

4G
tRevise.d AuguSt 1915)
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43-a (Revised)

Z. If a member of the faculty or staff has been assigned
. a student assistant, 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 work:aid may secure forms on which to report
these'hours to the Dean of the College's office on the
first day of each month. TheS-e forms must be signed
by

(The next page is 44)

(Revised August 1975)



the faculty or stark supervisor of the'work-aid student...

AA DUPLICATING SERVICE

1. A duplicating service is maintained by the
College. Prior approval for duplicating
instructional material needed by th&Faculty
must be secured by having the Dean-Of
Administration sign order fotrms to accom-
pany thematerial before it its taken to the _

Duplicating Office.

2. Order forms are obtainable from the
Duplicating Office. At least two (2) days
should be allowed for running materials
which have already been prepared.

such prepared material is pre7
sented di,.ectly to. Duplicating Office, and
only those materials related to the materials
of ones course are to be duplicated at any
time.

3. It a lacf.ity member. t.vishes very extensive
duplicating such.as a trial textbook or a
laboratory manual, he shoUld consult the
Business Manager so that a fair price may
be charged the students.

4; Faculty Sec retaries will also prepare mas-
teT 1Qr examinations and duplicate
them. Members of the faculty must pro-
1:ide readable and continuous copy to the
Of:ice a lf ast se. en (7) days before the
examtnat on to be given.

.

5. They e be no outside printing of any
v.hich ran be handled by our

o-.x.m. fa,



44-a (Revised)

Elmira Code e policy regarding the duplication
and distributi n of copyrighted materials is
simply a reite ation of current laws 'and their
interpretation. It is my understanding that in
the past some. flices and individuals have. acted
to meet immediate needs but at the same time
have moved beycl,nd accepted procedures.

It is a'violation of the copyright law to reproduce
boo,ks, chapters.f rom bOoks, and journal articles
from publications which are copyrighted, unless
written a.pprox, al to do so is obtained from the
author in advance. 'this policy aiiplies'to the
duplication of materials for distribution in classes
as well as for sale in the College bookstore.

The Learning Center reserve reading service
should be used to provide access to otherwise
unavailable material for out Faculty
member's who are requesting duplication either
through ditto or photocopying,will be expected to
provide the appropriate letter' of authorization
or other evidence that the work may be duplicated.

7. Beginning August 1, 1975, a portion of the McGraw.
Xerox machine traffic* be diverted to the
Learning Center in order to reduce our copying
costs. We pay a minimum use fee only on the
Learning Center machine. hence, the need to
divert some copying from the McGraw Xerox.

We will continue to maintain records (:).1 Xerox
copying by ac.count and individtfal, and we will
Continue to adhere to he duplicating policy of
September 4, 1974. This Xerox policy,provides
that all xeroxing for the following group's will be
restricted to the GTLC machine,

A. All Faculty
B. FASP
C. Speech Hearing
D. Campus Center
E. GTLC
F. Student Association

. G. .Tudic ial Board
H. Murray Ct.-itei- (and Soaring Eagles)
I. Physical Plant
J. An proposals, grant applications,

and major reports.
(Added August 1975)



44 -b (Revised)
1t.

BB Automated Test 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 wntten instructions for final
disposition of the results.

50
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. When s de- s-,10 ed c re.:ai T. a rtacUlt0 y
member whose. probaelonan period.as
de°17.neci 41ndt r tn( 1 140 Conference
Sta '76 me n" or, At a dem-, t Freedom has
eplr ed, st.:e shaft an in:0.er=

on-1ra, tor 7,0'. fem,er ':hear two years re-
newahl( 't-,t dis,retion o: the College.

n e r b, e is open, all
'fuels(: per sons tray ing in.,er:m contracts

cor.siderarion for that po
slt.-..on along u.ith those e'llgible for tenure
consderalton at the end of an original
pr oba'iona TV 1:)0.1:

5. The Ach S'o r Corrirn:_.,..:ee.on "Teriur eand Re-,-iew shall
reiew a racu..7-,- rryember hat..-.ng an 'in."erim contract'
before 'ht e:.d a'-.0which time
he/she snal: reee.t,ve ei'iter "enure, another interim .

contro,C., car a 'erm:.nal ot..".-r,-1(-0 more Than
tr7t0.,,tikns

6.- reedrome-Ita4i. n.s s be g:y,en 'o the chief academic
administra-:(0- 01r e r shat forward them to the
Chan,;eAor and.' or pit s:der,' '0o use in the decision--:making
process,

C. HEARINGS

The 5'1:w-err-it t'a (Tiled a s Append -,x A prodes for
heca rings in 't.hc Se et ter rinni, -ion of a fa mem.
he.r e Lit r e.

2. In tho s: Ti where 1,11.Ly roe-tallier has peen
rrrytra,, ed, trem ttt Coi:ege prlor 01-tc expiration of

Ins per (-,d rcq: :e s. a hi-ar00.'ng on
title e ha 5(, lilt be pi ew, red °0 demonstrate
that e..-t-her 0(1(4,, e ex'ant ..Hrhe 01 the original
de t2.i.sion ng 1 merobe r 9 s rformance
for v.-ha rea (ons°:dered, ,:c) the pro-

edu r t r '0:1 a- '7o-terminate
were not 7r. p: eS"ab ptat.4.:es ;1L fh.e

r mpr (;p(- I

.3. The nc, or dor t- La beer. est.-abl.s1--.cd..

a. 1 h- 'lb a I e ie
a hcarjr1.! r Cha :o 0[101 , [nciude,d



47

in the request shall be a. list of a minimum .

of four and a maximum of ten colleagues
with the rank of Associate Professor dr
Profess Or who are acceptable to the faculty
member as members of his ad hoc hea*ring
committee and the specific reasons for the
request.

b. The Chancellor shall select five persons,
at least three of whom shall be from this
list, to serve on thead hoc committee.

c. Uniform.rules of procedure shall govern
all ad hoc hearing committees as follows: .*

(1) The Chancellor shall appoint the
chairman of the ad hoc committee
who shall be a voting member:

(2) The hearing shall consist of, the
following

(a). A 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-
sentatiAre clarifying the pro-
cedures fOr the decision.to
I erminate and attempting to
demonstrate that sufficient
and appropriate kinds, of
evidence for the decision-had
been considered.

(c) A period of time for each of
the parties to respond to the

'statement of the other,

(d) A period for questions to be
raised by members of the ad
hoc committee.

5 :Jo
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The ad hoc committee shall forward its report
in writing to both the Chancellor and the
faculty member within one week after the con-
clusion of the hearings. Such a report shall,
consist of the following:

(I) In the judgment of the. Committee,
established procedures have or
have not been followed in the
termination.

,(2) Sufficient and appropriate evidence
leading to the decision to terminate
has or has not been cdnsidered.

e. If the date of notification of termination is
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 December 15 or March 1,
tlAe faculty member Must request a hearing

thin one month and it must be completed
Within two months.

D. APPOINTMENTS

1. An appointment to the faculty for full-time service is for
the academic year, v"7'hich,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 academic year, but as involving
some' obligation to forward upon his own initiative, in
Elmira or elsewhere,. his own development and that of-his generic area and of theCollege as a whole, within
reasonable limits, during the summer months.

2. The precise terms and conditions of every appointment
shall be stated in writing and be in the possession of both
college and teacher before the appointment is con-
summated.

3.. Appointments shall be made by the Chancellor of the Col-
lege in consultation with the Provost and the Dean of
Administation.

es
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4. For appointment to each rank or for promotion to that
rank a definite minimum standard in.espect to degrees
and experience is necessary..

a. Professors shall have the Doctor's degree
or its equivalent with at least six years of
college teaching -experience..

b. Associate Professors shall have fhe Doctor's
degree or Shall have dem6nstrated exceptional
achievement in their fields of specialization
with at least four 'years of college teaching
experience.

c. Assistant Professors shall have the Doctor's
degree or shall have demonstrated exceptional
promise in their fields of specialization and
shall havei,had at least two years 61 teaching

oexperience.

d. :Instructors shall have the Master's degree
specialized preparation which permits

them to qualify for their particular assign-
ments,

(All references to a degree imply an earned
degree,.)

E. PROMOTION IN. RANK AND SALARY

0

Professional competence is the primary requisite 'for promotion.
Important in evaluating this competence are ability.in teaching,
continued study in the professional field, productive scholar-
ship, and participation z.-.tid leadership in professional societies

*.and the" general activities of the College; especiallylin advising
students and participating in committee work, -.

C

Of, the above, ability in teaching is the most important and the
triost cliffCuR to measure, Members of the faculty mayhave.

.

their classes visited by the Chancellor, the .Provost, the Dean
of Administration or, their colleagues. Moreover, any of those
mentioned above may ask present or fo'rmer students to evaluate
their teachers' effectiveness. .

Also taken into consideration as a ba..s'is for promotion is service
to the College in a more general Sense, which may be gauged
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in part by membership on committees, skillful a d wise guidance
of students and student organizatiOns, cooperatioth in projects.
which the College sponsors, and areasonable generosity in
lending professional, skills and .knowledge to projects and activ-
iti-e of the Community.

To merit promotion a merriber of the Faculty will rdinarily be
expected to show development along a' nurnher of lies es mentioned;

'but conspicuous success in otie or more may be aril adequate .

basis for promotion.

Age or length of service alone doesnot entitle a faculty 'member
to promotion either in rank or salary.

'F. SABBATICAL LEAVES

Sabbatical Leaves when granted are for the purpose of con-
ducting planned research, study, travel, or other appropriate
actisvity which will improve the quality of the 'faculty member's
services, to Elmira College,

A member of the faculty of Elmira College who has held the
rankof assistant professor or higher'for..&--Lx. years shall be
eligible to apply for a Sabbatical Leave for the seventh year
or for a semester of that seventh year.

The Sabbatical Leave shall be for one year athalf,r..-Salary or
for one-half year at full salary,

It is understood that the granting of leave is not automatic, but
is authorized only after consideration of each case,

It is expected that the application for a Sabbatical Leave will
be in the Chancellor's. Office no later than October 1. preceding
the Year the's_abbaftcal. is desired.

NOTIC E OF APPOINTMENT AND SALARY (TENURED FACULTY)

Before the enct of the fiscal year, June 30, the members of the
faculty who ha' e indefinite tenure o.r who have been at Elmira
College more than two years, receive written notice of their
appbintnienfnd salaries. for the ensuing year, Written notice
will be gi all other faculty members in accordance 'with
the date outlined in discussion of academic tenure.
(Appendix A),

5
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H. RESIGNATION

It is expressly agreed that appointments will not be resigned
after May 15 without the permission of and upon conditions
approved by the Provost and the.ehancellor.

LEAVES OF ABSENCE

1. The' College policy in regard to a leave of Absence other
than sabbaticals, which are discussed in the faculty
statutes, is as rollOws;

a leaves are ordinarily granted only to faculty
members with tenure;

b. customarily the length of leave shall be one
year;

c. leaves shall be granted no oftener than one
every four years;

d. insurance and'retirement costs for' faCulty on
leaves are to be paid by faculty members;

applications for leaves must be in the .

Chancellor's Office by February-. preceding
.the year the leave is desired;'

if a faculty member should be granted leave
before tenure is secured, the time on leave
Is not twiacted in the probationary period;

exceptions to the above will be considered
individually by the Chancellor.
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SECTION V

FACULTY EVALUATION AND-DEVELOPMENT SYSTEMS

B.

C.

(AdOpted 13 No'vember 1973)

The following paragraphs describe the systems to be used to
evaluate faculty and to help them improve the concern derived
from that evaluation. The Evaluation System has as its
principal objectives the following:

The collection of 'evaluative information related to
qtiestions of salary, promotion, tenure and retention.

2. The acquisition of information related .to areas where
improvement is needed:

3. The identification of faculty who have strengths
areas where others have weaknesses so our own
faculty can help, their colleagues improve. (See "a'
in Development System)..

The Development System has the following as its primary
objectives:

1. The encouragement of faculty to initiate and continue
programs of teaching improvement.

2. The improvement .of courses.

The nature of the tnitiial iteration. of the programs is described
below. The Faculty Advisory Committee on Tenure and
Review shall be charged with the responsibility of review_ ing
this document annually. and proposing to the apprc3; riale
person(s) fo'r action any changes and specification of guide-_

lines deemed.desirable..

D. EVALUATION SYSTEM

1. The Evaluation System shall consiSt.of an annual program
for all faculty and a special augmentation of the annual
information to relate to specific questions of tenure, .opromotion and retentibn. The information would become
part of the file of the faculty member for use only in
his relationship with the college. 'Each'faculty
..et will havf access to his own evaluation file.

41,
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2. Annual. Evaluation of All Faculty:

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'Liberal 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 intheir third and sub-
sequent years may administer the fortn
at other times during the term in addition.
to the last two weeks, if they so choose':

G.

(2) One copy of the results would go to the
faculty member and one to the Dean of
Administration for the file.

(3) 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 interpretation
of the data.

(4) Procedures for the evaluation of. Liberal
Studies shall be the responsibility of the
Steering Committee.

b. Evaluation by Colleagues:

(1) 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 evaluations following the outline
indicated on page 59. In preparing
this evaluation the evaluator may visit
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the faculty member's classes should they
agree this is desirable.

(2) These evaluations would 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 ..

November for second year faculty and
1 February for all others.

(4) A written self-evaluation following the
outline on page 59 and including a
statement of professional accpmplish-
merits by 15 November for second year
faculty and .1 February for all others.
This Self - evaluation may include corn-
trients 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. .S-pecial'AugMentation:

When decisions must be made concerning tenure or
retention, the Committee on Tenure and Review shall
supplement the annual background:information With
the following:

a. Evaluations written by four colleagues selected
by the Committee on Tenure and Review fol-
lowing the outline on page

b. Evaluations writtenby the Provost and -the
Dean of Administration.

F iii; VELOPMENTS VST

We adhere to the principle that the College has an obligOion to
students and faculty to assist- faculty in whatever way possible
to improve as teachers. The evaluation system serves this..
purpose by identifying those problems which individual faculty-

0

O
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have which make them less than effective teachers. Once
the problems are identified, it is the responsibility of the
Dean of Administration to assist the faculty member, in
developing a program aimed at improving on the pi-Maier/1s
he has. In working with faculty members, the Dean-of
Administration has available the expertise of the Elmira
College faculty development team, on-campus and off-
campus workshops, the student evaluations developed by
the ad hoc committee, and any and all other appropriate
items and events.-

It shall be the responsibility of the Dean of Administration
in consultation with the Executive Committee to encourage
andimplernent the development program.

0

3 -
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ELMIRA COLLEGE

Student Opinion of Teaching and Course
(Adopted 13 November 1973)

INSTRUCTIONS: Each of the items below deals with a characteristic
in instructors and courses which students feel to be important. Indi-
cate your rating of your instrucforor 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

1. Is he actively helpful when students have difficulty?
1 = Not Helpful to 5 = Actively Helpful

2. Does he appear sensitive to student's feelings and problems?
1 = Unaware to 5 = Responsive

3. Was he 'flexible?
1 = Rigid to 5 = Flexible

4.. Does he make students feel free to ask questions, disagree,
express their ideas, etc. ?

1 = Intolerant to 5 -= Encourages students
ideas

5. Is he fair .and impartial in his _dealings with the students?
1 = Unfair to: 5 = Fair

6. Is his speech adequate for teaching?
1 = Unintelligible to

7 Does he belittle students?
1 = Belittles to

5 = Good

5 =_Wespects

.8. Does he tell students when they have done particularly well?
1= Never to 5- = Always

9. Does he dwell on-the obvious?
1 = Dwells on obvious Co 5 = Introduces interesting

ideas
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Is he interested in' the subject?
1 = Seems uninterested to 5 = Seems interested

11. Does he use enough examples or illustrations to clarify the'
material?

1 = None to 5 = Many

12. Does he present material in a, well-organized fashion?
1 = Disorganized to '5 = Well Organized

13. Did he follow an outline?
1= Not at all

14. Does he stimulate thinking.?
1 =Dull

to 5 = Very Closely

t 5 = Stimulating

15. Does he ptit his material across in 4n interesting way?
1 = Dull to \ 5 = Very interesting

16. Are you kept well informed. of your progress?
1 = Uninform d to 5\ = Well informed

17. Considering ever thing, how would you rate this teacher?
1 = Poor, 2 = Fair, 3 = Good, 4 =Very Good

5 = Excellent

Characteri tics of the Course

18. Are the objectives of the course clear?
1 = Unclear n to 5 = Clear

19. Is the amount of work required appropriate for the credit
received? -

1 = Too much to 5 = Too little

20.' Was the assigned reading ifficult?
1 = Too easy to 5 = Too difficult

21. Are the tes6s fair?
1 = Unfair to 5 = Fair

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

23 How would you rate the contribution of the textbook to the course?
1 = Poor to 5 = Ex'Cellent
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24. Consideriiig all the above qualities which are applicable
how would you rate this course?

1 = Poor, 2 = Fair, 3= Good, 4 = Very Good,'
5 = Excellent

25. What grade do you expect in this course?
1 = A , 2 = B, 3 =C, 4 = D, 5 = F
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E LMIRA COLLEGE

FACULTY EVALUATION GUIDE

In preparing your written evaluation of a colleague, please include
t comments on each of the following in addition to any other comments

you may deem appropriate.

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

2. What has been this prsrrson's contribution to
helping students 1-earn? Please consider his/herfr

attempts to imprOve as a teacher and effective-
ness as a teacher and adviser.

3. What has been this person's contribution to the
total College community?

g.r
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SECTION V]

POLICIES ON FINANCIAL MATTERS

A. PAY PERIODS AND FRING4 BENEFITS

1. Pay Periods

60 (Revised)

-t

All members of the faculty and administration 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 working day
prior to the week-end or holiday.

2... Fringe Benefits

All members of the faculty and administration are
eligible to participate in'the following fringe benefits:

a. ,Health Insurance

b. Major Medical Insurance

c. Retirement Plan

d. Life Insurance

e. Disability Insurance

These benefits are described in Appendix B of this
Manual. Please turn to page 120 for detail.s....

(The next page is 62)

(ReA ised August 1975)
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62. (Revised)

Babysitting

Because ii is recognized that attending
college functions can be a considerable
expense to fa.,culty members with small
children, 'the College has inaugurated

,;,a free babySitting service.. in the amount
of one hundred hours A year for an
eligible recipient. Although the service
exists primarily order that faculty
members and their syouSes may attend
general_..college ftinctions, it is not
limited-to college events. SerVices
of babl sitters sh°o'uld be arranged forty-
eight (48) hours in advanc e with i,l3e
Dean of the College's offiCe.

Tuition Waiver.

Elmira College faculty and staff are
granted' free tuition for undergraduate work
at Elmira College for themselves and
for their wives or husbands and children
for a maximum of Icur academic years
or their equivalent.

,Elmira. College faculty and staff, are
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 tuition for graduate work.

The tuition waiver subject` to the fol:-
lowing rules and Conditions,

-(1) The employee, whether' a
faculy member, a stall
member., or other type of
employee, must be a

(Revised August 1`975)
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regular full-tifrie erriployee:.

(2) The emplgyee must have com-
pleted two years of regular
full-time., employment with this
College. For` faculty, two years
is equivalent to two academic
years-.

(3) The student (wife, husband or
child) must apply for any State
or Federal grants- for which he
may be eligible and the grant
if awarded,' must be paid to
'Elmira Ccillege.

Assuming all -other conditions are satisfied,
this benefit shall be available to

(1) Children of dec'easeci employees,
of the College who (Led in active
service to the College and who'`
had achieed the rank of Professor
or Associate Professor, or had
completed ten years of employ-
ment with the College.

0, 2) Children of employees on leave
0for not more than one year.

PURCHASE ORDERS

1. Use of Purc.hase-:-OrAe'rs

All supplies and .services to be paid for with College
.

funds shall be requested'on a purchase order form,

d 6,3

(Revised August 1975)
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2. Securing Bids

In order to obtain the.lowestpOSsible prices, bids will
be taken for' supplies, equipment, and services. Each

.-_'order should be placed in time t.o allow for bids to be
let. In some cases the-orde,,ringdepartment may wish
to obtain biodscand check possible suppliers itself. In
:theSe cases, the -hid information should be atfac4d to
the. purchaseorder 'when it s4i=nt totiken Chief Finiancial
Officer.

Op

Oiders pertaining io audiovi.sua.1 equipment ornsoftware
should be'submitted after conferring with the Director
of the Learning Center in order to maintain consistency
iri'purchasing'and to operate within necessary hardware
compa,tibility. re str

At'
,Confir ation Orders

The COl\lege is not responsible for payment for, items
ordered by faculty or staff members even if later
covered by a confirming purchaSe

.4, Purchase Order Form
a, urchase .order forms may be ;obtained from the

ookstore,

The Purchase Order .should 'show c.omPletely the
supplier, date, quantity, descriptior and price.
If desired, .a notat:.onmay be made to "mark
pa'ckages for" in the description area. The order
should then be signelliby The person making the
request using the space "Originated. by".

If the budget code to be charged is known,. enter
it, If it is npt known, note in the:'charge" space
where it should be charged, For expenditures
under grants, always note the grant number -in
the "charge" Space-,

c. The completed request should be riven to the
person responsible fo-r the budget to, which the
cost will be charged (Dean, Director, etc.)
for approval signature in the "Approved by"
space and forWarded to the Business Manager s
office. Academic orders should be forwarded
via the Offic e of the Dean. di Administration.

1. After.deternit'llation ol availability or funds by
Chief Finan*( iai Off( err the original (White

copy)--- sent to the supplier as an
purchase ordrr.

(Revi,sed August. 1975)

b5
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5:- P. 0. Copy Distribution

a. The goldenrod copy will be sent to the person
responsible for the budget .to Which the ex-
penditure will be charged for his record of
charges to that budget.

The green receiving copy will be.,sent to the
person Originating the requeSt. When.the
merchandise or service has been received,
this. copy should be signed and returned ,to.the
Chief Financial Officer. This is important
since the supplier will not be paid until the
signed receiving copy is returned. If the
material received is damaged, unsatisfactory,
or if the quantify- is short of that ordered, the
facts should be noted on the green receiving
copy.

If the .items ordered are received in ,two or
more-shipments, .report. each shiPtrient re-.
c.ei'%-ed by memo, since the supplierusually
sends a. separate bill for each shipment.
The green re.c.ei,,ing copy should.be returned
with memo that states the facts about the last
of the order received."

C CHECK REQUESTS

1. Policy

A check request should be used as the metho.d of initiating
'payment only in those cases-where:

a Advance payment is absolutely requi ed by the
\i'endor bc!T;re delivery of goods or:

b. No -.</..-vo-,ct--

. Pr 0 e dur e

31 be rendered by the vendor.

)rni E.G.. should C) used,for this purpose.

a. ErI-e ,..on-..plete name and address-. of. person.
.6e paid.
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- Indicate in space provided method of
transmittal for check.

c. Explain the purpose of the disbursement.

d. Indicate the account to be charged.

Your s ignature should appear in the
".originated by" .section of the form.

f. The -person who is responsible for the
budget being charged should sign the
"approved by" section of This form.

g. 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 individual at the.
College).

D. TRAVEL AUTHORIZATION AND REQUEST FOR TRAVEL
ADVANCE

I. Purpose

It is necessary that sufficiect advance notice be given. of
any intended travel so that:

a. Proper authorizations may be obtained.

b. Travel arrangements might be'accomplished.

c. The duties of traveler may be reassigned if,
necessary.

cL A travel advance, if requested, may be
prepared.

Pol icy

I ravel is- under the supervision of the Chancellor,
Provost, .Dean of Administration, Chief
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Financial Officer, Dean of the. College,
and Director of Development. The
financial aspects of this activity are con -.
ducted through=the cooperation of the in-
dividual traveler and the Chief Financial
Officer.

b. Personnel may be granted the opportunity to travel
at college expense for the following reasons:

(1) The information to be obtained will
be helpful to the college.

(2) The information is not available at
the college.

(3) To represent the college.

(4) To perform an A.5 signed task which
cannot be accomplished locally.

c. The appropriate director is authoriZed to permit
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.

3. Procedure

All requests must be prepared at least three weeks prior
to the intended departure date. Form E. C. #301 should
be used for this purpose.

0a. Enter. naMe, date, and department travel
accounf nufriber at the top of the, form.

h. Complete the '"Request 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.

c. Complete the "Request for Travel Advance"
section of the form if an advance is desired.
l'he maximum advance allowed will'be 80%
of the total college share of expenses .(line 7).
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This section must be completed if you desire
an advance prior to departing on the trip. All
advances must be Settled within one week after
the trip is completed. See "Travel and Ex-
pense Report" for details.

d. '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
originator.

Trips which will cost the college more than $250
or require 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.

E. TRAVEL AND EXPENSE REPORT

1. Purpose

In order to utilize funds allocated for travel in the proper
manner, standardized policies and procedures are de-
signed. These policies enable the traveler to accomplish
the objectives of his travel without unnecessary dis-
comfort or expense.

2. Policy

Travel 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 operation and function
is accomplished by the traveler, the Executive Assistant
to the Cltancellor and the Business Office.

a Mileage

A mileage allowance will be paid for properly :

ri
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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 vehicles weighing 3,251 pounds
or more. This approval is limited to oc-
casions when it is impossible or impracticable
to use public transportation facilities.

b. 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
Dinner $6.00

c. 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 S15. 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 leaving
on thetrip.

d. New York State Sales Tax

The college is exempt from New York State S-Ales
7Tax. Any expenses for hotel Occupancy and meals

which you incur. in the performance of your of-
ficial duties as an employee 61 Elmira College
are exempt from the New York State, Sales Tax.
In order to obtain the exemption, you must give
the hotel or, restaurant a properly completed ex-,em cption ertifiCate. You may obtain'the form(s)
rorn the Business Office prior to your departure
on any college-related business trips
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e. Public Transportation

The standard airline accommodations for college
personnel will be either the coach/tourist class
or the "one class" service, whichever is avail-
able at the required.flight time. A lower berth or
a roomette may be used for overnight rail travel.

f. Car Rentals

g.

Rented cars may be used on college business when
public transportation is not available or the use of
public transportation results in excessive 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 berented. Be sure to obtain
the 20% discount frequently giiren to business and
college personnel.

Group Limousine Service

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

h. Other Expenses

The college will reimburse the actual expenses for;

.(1) Tolls.

(2) Parking fees.

(3) Telephone calls made for college
busine s s.

(4) Registration, meeting and Con-
vention fees.

(5) Entertainment anulor banquets. The
person(s) entertained, and the business
reasons for entertaining the person(s)
on behalf of the college must be ex-
plained.

(t',) 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 Leaving

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 trip.

Do not .charge travel .or business expenses to the
college; payithem 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 Applicable 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 details
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 which the check is to be mailed. In group
traveling, each employee should maintain and submit
an individual expense 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.

(2) Mileage Allowance for PerSonal Car

The traveler must obtain approval
from his supervisor to use a
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privately-owned car in con-
ducting college business. This
approval is limited to those
occasions when it is impossible
or impracticable to use public
transporta.tion facilities. When
properly 'approved, the traveler
will be reimbursed at the cur-
rently authori-zed mileage rate.

(3) Parking, Tolls.

Include such items as turnpike and
bridge tolls and parking fees, A
receipt must be obtained for any
item of $1.50 or more.

(4)" Ren' ed Cars

Attach a copy of the bill. Car rental
agencies frequently give a 20% dis-

ccount on car rentals upon notification
that the individual is traveling on
college business.

(5) A r Rail, Etc.

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

(6) Registration Fees

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

(7) Transportation Purchased by the College

Detail transportation purchased
direcly by the college in these
spaces. Attach used tickets and
indicate the name of the travel
agent.

(8) .Unused Transportation

Al tat h unused ticke ts fcc r
C./
t.0
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by the college or by
traveler). Complete unused
transportation section of expense
report. Indicate the name of
the travel agent.

(9) Approval

The report must-be approved by the
appropriate supervisor directly
responsible for the budget with the
following exception: should 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,
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
a-s for lodging,. meals, and telephone.

If space provided for explanations is
not sufficient, continue explanatithis
on attached shect. For convenience,
explanations may be written on the
receipts submitted, providing such
explanations are complete. In 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 subsistence)
in excess of $1. 50.

,F. REQUEST FOR PHYSICAL PLANT,SER VICES

1. .Policy.

To receive Physical Plant- -es, rertuests must b

7
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authorized by the Provost, Deans, Directors or other
staff personnel who have budget responsibility. Requests
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 working with
the Business Manager.

.2. Procedure

a. In making a request:

(1) Prepare Form E. C. 560-1,"SERVICE
REQUEST", by completing the follOwing:

-- Originator 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 used
such as 11/27/75; do not use
"ASAP" or any otherterm
in place of a date.

-- Account Number
- Service. Location

Building
Floor

. Room

Description of Services Required

(2) Check the appropriate box to indicate
whether the. budget is adequate to handle
the requested service.

(3) Secure necessary departmental approval
of the Provost, Dean, or Director. Any

r :
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request to build equipment must
be approved by the Chancellor and
any request to purchase equipment
costing more than $25. 00 must also
be roved by. the Chancellor.

(4) Remove pink copy three of "SERVICE
REQUEST" and file,

(5) Send the "SER VICE REQUEST",
Form. E. C. 560-1, with cliffpies one
and two attached, to the Physical
Plant Department.

b. Physical Plant. Department

( 1 ) Receives "SERVICE REQUEST", Form
E. C. 560-1, from the originator and re-
views for completeness of information,
including necessary signatures.,

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

(2)

(3)

Schedules job and assigns starting date.

If project cannot be completed by requested
date because of scope Of. work involved, a
new completion date will be assigned and
originator notified,

c. Emergency Service

(1) Definition

An emergency is a' condition which re-
qui:res immedia:-e action, which, if de-
layed, would result in personal injury
and/or damage college property or
inadequae func:::oning of a project or
program.

( ) Pro( dure

Origina;:or calls the cal Plant office
by telepho.ne dot irg .,.r;rL-inu, hours
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or contacts a security guard at all
other times. Security guards can be
contacted through the CollegeSwitch-
board. The Physical Plant office
will prepare.fhe service re,quest and
respond to the emergency.

G. COLLEGE BOOKSTORE'

1, College stationery, paper, and similar supplies used by
a member of the faculty may be purchased in the Bobk-
stbre from an,Academic Budget. The Dean of Adminis-
tration must approve .a requisition before supplies are
secured.

2. Faculty requests for textbooks and class supplies are
made to the Bookstore on blanks supplied by the Book-
store. Requests for textbooks are made after con-
Sultation with the Dean of Administration and should 6-e _

in the Bookstore, The BookstOre will not be responsible
for stocking texts at the start of classes unless orders,
are received by the dates requested. An,estimate of the
number of books necessary should be made after con.:
sidering previous registrations.

(Deadlines are established and published by the Business
Manager after consultation with the Dean of AdMinistration.

3. The Bookstore is most interested in providing supple-
mentary readings. requested by faculty. The Bookstore
requires, however, a requisition for these six to eight
weeks prior.to class assignments so that the books can
.be obtained. In determining quantities, faculty should
consider previous registrations and experience.

4. The Bookstore >pe rates ()Ka cash basis. Personal
charge accounts are not permitted.

BUILDING AND OFFICE KEYS

Keys to the outside doors of buildings and to offices, lab -
oratoric:s.., etc. , will be issued from the Business
Manager:' for use by the person to whoM issued,

2 A- faculty member may lend the key to a laboratory, .:lass=
room, or office to'a student provided he accepts full
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responsibility and furnishes the student with a written
authorization'for the date and tnrie the student may use
the 'uoom. The stwient. should hav'e authori'4ation with
him to show the sect.triy guard- .

3. The facul. v member trtt.tat make arrangements for 'the
student to ge't into the building.. Under no circumstances
may the key to an outside dcor be loaned.

FOOD SERVICE

1. Faculty are inv,.te to attend the Thanksgiving and
Honors Banquets as ti sts of the College. They are
invited to attend all'Oteter banquets at their own expense:
Tickets May be purchased atthe.:,Campus Center Con-,
f rol Desk. It.a.faculty member :s ar advisor. to a group
and that group imrtes itrn7, TA- may attend the Christmas
and Athletic, Banquets as guest of the College.

2 Faculty and their farmlies are, Wc.1«.,me to cline in the
CollegeDMinc, Room any time they wish- they should
purchase tickets at ,the Control Desk of the Campus
Center,

3. The Snack Bar in the Campus Center :s available to
faculty, Students enjoy meete,ng tacult,y there.

POST OFFICE.

.1. Each member ol he taThl,iy s assljgned a post office
box upon start:A-LE.his assoC; ?Ion v,,:th the College.

2 Post Otfi'c hour s .a are pc.istud. in the post office lobby.

1 pla,c ed pe taI box h
is unsigned.,,

E. 'GENERAL, ITEMS

1, Personal checks, up to an amro of $30.00, will be
cashed by the Cashier 's «' dottrfi the hours of
10.0.0 a. m, and 00 p.m. Monday `:1-trough Friday,
A charge of S10 00 3r.!1 he assessed :1 the check a
returned to the bet Ruse of -1:-...sultic7ent 11.111CIS,,

Whenever an auieticiobW. used tor a .prior-approvLd
trip, the automobile (upat31's are all covered
by College insuran, t, New York Si.aic71nw requires

the owner's 7nsurani c is subet. mrst. claim
folloWed by the ir,s"-,1.1t:-.,co.'sinsuranie.

Nev sed August 19'75)
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3. To be reimbursed for gasoline Xips of
faculty alone or those involving studena\rnubt be
cleared in advance through procedures in\iCated
under Travel ,,and Field Trips in oth\er portiRns
of this Manual.

No college emplo-yee.s Qr stude.nts are permittfed
to have °Credit Cards in the name of the College.

0

CP 0

vv

0
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SECTION VII

FACULTY AS ACADEMIC ADVISERS

The Faculty. Adviser has as tas principle function assisting
the student in developing. and attainf.ng h s educational goals.
The adviser interprets College policy tb the student and
aids in his personal and educanionaLdevelopment. The
adviser is the person who has primary responsibility for
seeing that the .College goats are achieved with the
victual student.

The advising system ts ac-Mnistered through the Office of
the Dean of the college, Selection of 'the appropriate ad-

. viser is.made bysthc Dean of Adminisirat:on,

C. Iris understood that eter !acuity member has a -respon-
sthility for students at all levels.

o.

When reassignment of advisees i,s necessary to avoid
overloading an incavIdua.1 faculty Member, he will be
'consLtlted as 16 which stvidencs would benefit most from
the .reassignment.

E. The Registrar's Office will make available the following
information for stddents upon requess.

Permanent Academic Record Card

- High School Transcri,pt

College.Board Scor h

Graduate Record Exam Scores (atter March of
Sophorro.te year)

Language Pla.cernent fl!si Score was yequ red)

(NOTE,: In c ertaih cases jc-xarnple transfer-,, forei:Aln
'student) all of th-c-i.,,above information Wray not be avail-
able Aior a .student),'-

. 0

F. Students arc assigned ad, ,',sic r6 g to ho
following.,

Freshman.

1

)1

e sed August 1 975
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Freshman will be assigned to a Liberal Studies Tutor,.
who will be the student's adviser.

2. Sophomores have the following options:

a. May remain with the. Liberal Studies Tutor by
his .Choice:

May choose. a malor or concentration and be
assigned to an adviser 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-

vrient of ari adviser, other than his Liberal
Studies Tutor.

3; Upperclassmen

a,

O

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

b. If he had chosen a major or concentration and
been assigned to an adviser in his Sophomore
year.he will remain with that adviser.

c. If he has not been assigned an adviser in the
Sophomore year, students choosing majors
or concentrations may be assigned an advisor
in which his field of interest is located.

4. Adviser .Change-S

Freshmen may not change Liberal Studies Advisers
except:tinder exceptional ,c ircumstances. Sophomores
may select options b; c, or d at an ti-ie during the
Year. The assignment to the new adviser will
ordinarily bi.cornc IcilD

next terin. Uppercla.ss -students may change their
assigned advisers by initiating a request .based- on
personal or acadc mic grounds, This assumes that
the adviser sfilei,:ted is not overloaded.
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SECTION VIII.

THE CURRICULUM

A. The faculty approved at a faculty meeting held on March 16;
1965, the following resolution for inclusion in.the .

Information Manual:

B.

RESOLUTION: The Faculty recognizes and accepts:

(1) its legal obligation to construct the curriculum of

-(2)

(3)

E,.mira College;

its accountability for the successes and failures,
within this curriculum;

its responsibility tomake its own inforrned
.decisions as to where the curriculum should
remain constant,-where it should expand, where
it shotild contract, and thetacademic condifions
under which all this should happen;

(4) , the factthat it has delegated certain powers to its
committees, empowering them to act for it in
curricular matters except those changing basic
policy;

(5) 1 the final responsibility of the Board of Trustees,
through the Chancellor of the College, for the
curricuturn.

Inlependent Study (adopted 7 February 1974)

(1)i At least 2 weeks before registering fr'Terms II and
III ot.v,uthinione week: _of registration for°Term I

I''the student must consult the instructor whois to be
Ithe supervisor ato'diSeuss the general outline of the

i
,proposal. Unlkss approved'by the Provost, the
supervisor must be a full -=time c.-riployee of the

1
college with, faculty rank. The supervisor win
prOvicte .the Elmiru Cotie;:!, ToroA tot- -i.,,-' st,,,id,-;,,to complete,

1(2 At least (ine week before registering'. for Terms Tra..

and HI or 'within one week after the data of rec,,isfri.ii.:,n
for 1 rm I the student must pr= =. ,,.1,! ,!Ti-.)...a1 two

a
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copies 'of. the completed-form, one to the supervisor
and one to the consultant, chosen by the supervisor.
Either the supervisor or the consultant must be a
full-time faculty member..

The suprvisor, consultant and student 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-other three copies will be
forwarded to the Dean of Adrinistration, the Registrar,

0,and the adviser at the time of iregistration.

(4) . The grade. shall Pe ass.igned by the supervisor after
the review of thework by the supervisor and. the
consultant,

(5) To prevent undue overloading of individual instructors,
the maximum number of independent studies an in-
structor May supervise w)Il be four, and the maximum
number of units eight o'er and above his regular
teaching'load during each of Terms I and II. During
Term III the number of students an instruc tor may
supervise in independent study will depend upon his
total teaching commitment.

C. Junior Year Abroad

Students considertng applation lo .:Tun or Year Abroad should
do the following:

(1) Complete ('beiore () id of Sopltoinore year) all th
general requiremenes -tor graduat3 f,

P re shwa ii Art s and Sc. it n( e!s

Physical E.:lut ation

AI least one P-4etel Expet ',erre('

(Z). Student scplanning to go Jo a non, English speaking country
shou,Idstudy as -much of the la tiguage.-(iiterature;

rzation)' of that ( ountry as possible and at as high a level
as their preparation permits.

8 '

(R (:vt sed August 1975)
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For Germany, Spain, France or Italy complete
200 level, courses and do courses at 300 level., if possible.

For Japan or India
as possible.

study as much Japanese or Hindi

All students planning the J YA should take as many
courses in their concentration or majors,as possible.
They will be eompeling N-itli students. who often Will
have more advanced preparation in their fields. All

. .students should plan with conderablecare meeting
major anti other graduation requirements. In all
planting, students should select courses abroad which
are needed or recommended in-their concentration or
major and which, for. reasons of biennial alternation,
may not be offered during:their senior year

(4) Students are encouraged toci,riroll inai least one -term
_._._crf Arith

During September of t e*Sophomore year students
inte'restedifrapplying for JY.k should sign ihelist in
the Dean of the College s office, thus :ndicat:ng their
interest. Besides their flanges, students should
,enter their fields of spec alizati.on and the countries
in which they wish 4(7 study. They w;,11 subsequently
receive regular JYA appliaaiontorms. (In McGraw
122 catalogs fromtor'Jgr, umVersities acid literature.
on foreign study arc a,,ailable. Students and faculty
are welcome to consult this material in planning for
JYA0:)

Pertaining t t (

Students cart ying, te tha ti TA. (6) units during a.
term must rugi.sitr ihrolign Inc 0th ce of Continuing
Education-Unless they the permission of the
Provost, (E;xeepilon, day siudee.is who have com-
pleted requirements tor a deg tee exception of
a few remaining hou'r s; See page t(3 item 13. )

(2) M.aximung si r a' :6 he Con .runng Education
prograin i.s 1.?. c rtu hours per term. Except ons will
be made fer Student s ekihet are not vortcing and who are
able to (alee a full 15'nour c rt.wt load :et approved by
the De.-n Ui Cort-':e t

.Ze i'sed Augtifst1975)
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Courses in the Continuing Education program will
usually be evening courses.

Continuing Education tuition is $35.00 undergraduate,.
$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 tuition,
except by special permission of the Dean of Continuing
Education.

Students registered as day students can take evening
courses on approval of the faculty advisor and the
Dean of Administration.

0
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SECTION IX

ACADEMIC REGULATIONS

A. .Graduation Regttirernents

a. The Liberal Scene program or an approved equivalent
for classes 01 1 (r7-3 and

b. The Freshman Arts and SJ::er:r es program or its equivalent.

c, Field EXpera nce
-0

The Physical Education rement.

e, An approved route to .gradua'ion

Achieve curnulatie grade point:average 01 at least 2.00
for all work taken at Elimra College, (For students
entering Fall 1)75 and afte.r. )

B. Fulfilling Requirements

The ultimate responsibiLty ter fulfAling graduation require-
rrients rests with the incli.v3.dual student. In consultation with
his adviser each student should re.;ew his academic program
to make certain that requ:rcments for the degfee are being
metsatislactoril\:.

C. Rbutes to Graduat;on

Approved routes t lude the full° ng-Lraou 'r

Conc-critrat::.on. A ;;t'ld i 1 C On( r t ri is a ILD-t..a -ern
of courses planned by the student explorng two o'
more subject ri-iaI'.er C.elds and cover---..n,c; approxiMately
twenty units. a dem-. r Tch e Curriculum
Committee will det.errinne spec -,;1( graduation re-
quiretnenis 3.n heti, the ra.::on and the related

sjo r
units oi
mane r.

A "major re,..juires approximately twe
cmik:ent.. r at ed. s,clrty la a ,pa r ula r subject
out iii'doc.s no, ],r,clude specif :c

requirements fur rcia.tegi ;-,e-lds as does the
concentration,.

3. Maietr wia ti (-Fs' buir d
a major pr..ny-ar
year course.

ecs (7o,4. or renflY with
trt, at least (Jrte

, r ; 1 1 , 7 f I `ar ea.s-

ttlevised August 1975)
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language and F. . bnc,' arts,
and science.

Free F:lecf..ve kr ti', w-Jit his ad--iser the
siuderu mc':-.11 par pr. the upperclass
yeaz s in a ii nn-ill,, i r(!, s as appropriate for
the t:orripleiion pi a ',be ,ttur it r i orn,.

DOUbl "TrI a 1 CI t A. stuck-tit
ma.N earn a doubie lyt; (orn-
pletint.:4 12 units or at -,f,iern;k ti..a disc:Time
other than the or t: of the electeid

rai ion.

R . Fa, h studen
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E.. Student Overlbads

The unit system of academic credit precludes student course
overloads. The unit syStem is buil' upon the assumption
that for most students four courses in each of the long: terms.
will(onsiitute a. full load. Certain superior students may
possess she capacity to handle academic work beyond the
normal load. In the spirit of the recent curiiculumdevelop-
Merits, ihese students should be e,ncouraged to go beyond the
requirerrients for the average student within'the.allott,ed four
courses. Students of average or below average ability are
expected to be fully occupied with four cdurse§%ancl-swillex:
perier.<e grave difficulty in attempting any overload'W-p-rk.%

F. Course Overload Policy

G.

A siudenit.s normal course load thiring Term I and
Term'II is eight units. During TermIII, the. normal

'cbur se load is four units. Students seeking course
overload must fulfill the following requirements:

Freshmen and' First Term Sophomores; The student
of exceptional educational ability may register for a
maximum of two units of o, erload credit, during a long
erm with theconsent of he tutor or adviser,

S«:ind Term Sophomores and Upperclassmen: A
student who achieves a '."B" average in the preceding:
erm. (i-ourses graded "P". will not be taken into con-

sideration, however, an "F grade will.automatically
disqualify a student for the term following the re-

of the "F" gr'ade) may elect,a two unit over-
load 'dial-mg a-long term wish the approval of his
ad` -.sc

Fe rm III Overloads. Overloads during TerM III are
'pronWited, except in extra -ordinary cases. Such
',,,.tHads must have the appro-,,al of the Provost.

load Charges

rm ft

Yourse load ti?-,Jit. units. Students
I 1

; Flo normal course
1 art 1, to an ov!--rload rgt.which is r.,.iqual to
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one-twentieth of their yearly tuition charge for. each unit
of overload.

Term III

A student's normal course load is four units. Students
carrying a unit in excess of the normal course load 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.

H. 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
is not required to take examinations. Under no circumstances
is credit given for an audited course A student who audits
a course as an overload must pay the regular overload
charges..

I. Withdrawal 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

prolonged.illness, a student will not be permitted to with-
from a course later. than the sixth week of classes

\Without receiving a failing gra4 in the course.

J. Deferred Completion

If because of illness or emergency, a student fails to corri-:
plete any course for which he desires credit, he may defer
completion of the course and receive an Incomplete. only

. s. n rough special arrangement with the instructor and the
Dc..an of the College.

T liforing

Su,r4,.nt s wishing; to tutor or, be tuiored are advised to cOti-
urf the ihstructor of the course concerned.

.',;,tric 7" School

A cztuderv. in residence at Elmi eve 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. Approval
must be secured before the courses are taken. Students
w slung to receive credit under the. New York College Pro-
ficiency Examination program should consult the Registrar.

M. Classification

A student is a member of the class with which it is deemed
he may fulfill degree requirements.

N. Withdrawal from College

Any student withdraWing.from the College during the academic
year, or at the end of any term, must file a written request-

. fo/- withdrawal with the Dean of the College and have an exit
interview. He is charged tuition according to the folloWing
s chedule:

0

Withdrawal
during week

Percentage
of tuition, charged

29%-
2 40%
3 60%
4 80%
5 100%

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

"rollme.j, ho is dismissed for disciplinary reasons, or who
does not meet the minimum academic requirements of the

will be charged. 100 percent of the applicable tuition.

A. student who registers and fails to matriculate iS charged
() percent of- the established tuition charge.

A student who is dropped from the College. for. academic reasons
after Te/m 1 is charged 60 percpnt,of the annual tuition,

o.

At f by= end of each academic "term the Committee on Academic
Standards, in consultation with the Chancellor, will study the
.ease of h student.whose performance is below the level
required ff.?-- ,..;raduation, and will require withdrawal from the
Collefge whenever it seerri's advisable.

4"!
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Students holding National Defense Loans who withdraw from
the College must have an exit interview with the proper
representative 'in the. Business Office.-

O. Leave of Absence

The following is the Leave of Absence. Policy for Elmira
College:

Absence trust be for no more than one year.

2: Request for Leave must be submitted to the Dean
of the ,College thirty days before the end of the
Term preceding the beginning of the Leave.

3. Reason for absence must be presented in writing
for approval to adviser, Dean of the College, and
Dean of Administration.

4. If- absence is in order to attend another educational
institution:

Relationship of program to con-.
centration requirements at Elmira
College must be worked out with
the adviser.

Prior approval for transfer of credits
must be obtained from Registrar's
Office.

No monies will be transferred to anbther.institution.

The student must be full-time-and in good social
standing,

fhe student's matriculation will be reactivated
without charge upon completion of proper forms
of the same tuition rate as that'of his classmates.

Admission to another institution is the respon-
sibility of the student as is the payment of all fees
t,, that institution, (this rule does not apply to

with which Elmira has an exchange or
,p Fart the program).
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Application forms for reactivation shall be sent to the
Dean-of the College's Office by July 1, for September
matriculation or by. March 1, if participation in room
drawing,is desired.

P. Academic Integrity,

Academic integrity, an essential component, of successful college
work, requires each student to work independently during exam-

-

inations and to acknowledge his sources .in every instance where
another's work substantially contributes to amessay, a research
paper, or any other academic product. To claim another's work
as a student's own is completely, unacceptable and will result in
suspension or expulsion.

-4 rt
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SECTION =X

POLICIES ON REGISTRATION, EXAMINATIONS AND GRADING

A. General Policies and Regulations -

1. Only the Registrar'has the authority to evaluate .trans -
cripts of transfer student's and, ssign credit.

2.. The Registrar will furnish each instructor` with an
official roster of the class during the first week of
classes,

3. No student may enter a course later than one week
after the first meeting of the class without permission
,of the instructor and the Dean of Administration.

0

4. A student withdrawing from a course must obtain a
withdrawal form from the Registrar 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 I or Term II) will not be approved.

5. Unapproved withdrawal from a course results in the
student receiving a failing grade (WF). If a students
is doing passing work, a grade of (10 will be re-
corded if he withdraws before the end .of the-fifth
week of claGses. These should be recorded on the
instructor's grade sheet and they become part of
the student's permanent record:

On occasion a student will withdraw from College
during the semester. Whenever this occurs, the
instructor will be notified, acrd he should record a
grade of W or WF depending on whether the student
was passing or failing the course at the time of
withdrawal.

7. 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.

(Revised August 1975)



8. With the_consent of the instructor in a course, a
student may audit a course. Under no circumstances
is credit given for an audited course.

A student wishing to take work in summer school must
obtain a petition biatik from the Registrar's Office
and have it properly executed.

10. Faculty members do not have the authority to change
the time of classes just before regular hOlidays, or
to change the time of final examinations; students
should not request them to do so..

11.1 Curricular improvefnent and innovative prograrns may
change graduation requirements 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.

12. All full-time students admitted to the day program
through the office of Admissions must Stake a mini-
mum, of Six (6) units of credit and should take eight
(8) units of credit each long term and four (4) each
short-terin to complete the 80 units of- credit re-
quired for, graduation in four (4) academic years.

Exception:

Students who through acceleration need fewer than six
(6) units for their last long term to attain the 80 units
required for graduation, 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 Continuing Education
division to complete the units (fewer than six) re-
quired for their degree.

13 On Monday, Wednesday,. and Friday, sixty-Minute
periods are scheduled between 7:50 a. m.' and 5;60 p. m.,
with ten (10) minutes between classes ;,. on Tuesday and
Thursday, ninety-minute periods are scheduled.

i. 0

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

96
(Revised August 1975)



B. Examinations and Quizzes

1. , The faculty shall report to the Dean of the College any
violations (such as plagiarism) detected on written
papers; notebooks, laboratory workand.other academic
adtiVitie s

94

2. Class "Hour" examinations shall be announced:not less
than a week in advance.- An "Hour" examination is con-
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.

3. No class "I our" examinations are to be given in the
o

seven...(-7-)-days immediately preceding the last day of
classes of any term. Daily or weekly quizzes may be
given, however..

4. Class "Hour" examinations hall not last longer than
the duration of the class perio , and final examina-
tions shall not last longer than hundred eighty
minutes.

5. Examinations must be written in the place designated.
Seating should, be alternate. If a roam is too small
for alternate seating; the Registrar's Office will
assign additional' 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.

7. Undergraduates shall not be given the responsibility
of typing or mimeographing final examination ques-
tions or for, correcting and grading of tests or
examinations involving subjective appraisalas dis-
tinct from scoring of objective answers.

8. It shall be the policy of the faculty that all activities
of a course including all written-work such as term
papers, shall end for the student by the last day
of classes. Only the final examination shall be a
student responsibility thereafter.

, 9f):
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. Final examinations if scheduled must be given, A copy
Of every final examination is to be filed-with the Dean
of Administratlon.

10. Grade books may be obtained in the Bookstore. Since
they constitute original records, used grade books
should be kept on file' in the faculty member's office
or the Dean of-Administration for at least four years.

11. Except under extenuating circumstances hour exams
Will'be announced at least a week before the exam is
given. Absences from tests and exams which have
been announced automatically incur a grade of zero
for the test or exam, unless other arrangements have
been made with the instructor because of illness or
emergency certified by the Dean of the College.

C. Grading

1. The catalog of Elmira College describes the marking
system.

2. BeOinning with the Class of 1969 (Freshmen entering
in the fallof 1965) grade's may be reported to the.
Reiistrar in terms of plus or minus. Registrar will
redord such grades, however, Without the desig- '
natied plus.or minus. (Beginning with Fall 1975,
plu!s-minus grades will be recorded.)

3. It s advisable to discuss the meaning of grades with
th .students in class, Instructors should also ex-
plain the- proportional amount counted for class work,
tests, term papers, and final examinations.

4. 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. Otherwise, the Registrar 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 excluding time 'the Chllege is not
in session.

1.0
.(Revised August 1975)
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5. The grade of- Incomplete is, not to be, given for or-
dinary delinquency. For this, work not completed
at the proper time is computed in the student's
grade as zero.

6. Grades once permanently recorded by the Registrar
can be changed only by faculty action except that
computational errors may be rectified without such
action up to the end of the following term.

7. A student who .has received a grade 'below D- in- a
course which is a prerequisite to another course
may beadmitted to the other course, at the discre-
tion of the instructor of that course without being
required to repeat the prerequisite course.

8. 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 possible to the
Registrar.

9. Progress reports are made at mid-term. Such
reports are to include the results of at least one
hour test or a suitable equivalent for each period
in addition to such other evidence of a student's pro-
gress as the course provides and the instructor can
ascertain. These reports are turned-in to the
Registrar's Office. Students Will, receive a warning
if the grade in a course falls below C or C-.

10. Grades are .reported at the end'of each term to the
Registrar on official forms furnished by the Registrar's
Office. Reports should be turned in no later than
48 hours.after the final examination in the course is
given or by the time announced by the Registrar.

11. Grades in course°s may be reported to students by
the instructor at his discretion. In any case they
Will be mailed to studentth by the Registrar.

12. At the.end of each term, the Committee on Academic
Standards reviews the records of all students making
unsatisfactory grade averages and imposes academic
probation or withdrawal from College.

101
(Revised August 1975)
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13. A student is considered to be on classroom probation
in any class in which he has a grade of less than D
at mid-term.

14. Students who receive 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 whic . their work is
unsatisfactory.

15. Students whoare on probation at the begilnning of the
term in September may not participate inany of the,
choral, delpate, athletic groups, etc., wherein they
represent pie College without permiSsion of the
Committee on Academic Standards. When a student
is put either on classroom or reinlar probation, he
may continue his participation with such groups until
the completion of the group's next major presentation.
He must then resign from the group until he is off
probation.

16. 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 student is not making satisfactory
progress toward the completion 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 Notices,
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.

2. Of the 80 units required for graduation, no more than
15 units may be taken on the "Pass-Fail" system.
Prorations for the transfer students are determined
by the Curriculum Committee.

102
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3. Students must indicate at the time of registration vhat
grading 'system they choose for each course in which
they are registered, and,, in addition, 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.

4. The Freshman Arts and Sciences Program is graded on
the "A-F" system. Freshman students are not re-
quired to take any courses on the "Pass-Fail!' grading
system, but if they choose to do do, they are advised
to select such a "Pass-Fail" course judiciously. The
only courses whiCh are mandated on the "Pass-Fail"
grading scale are those approved by the entire faculty.

E. Honors and Probation

1. In addition to the prizes and awards listed in the catalog,
we would award the following honors:

a. The designation Honors Scholar will be given to
those' students who have achieved a cumulative
grade point average of 3.6 or higher' 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) summa 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 Banquet for the College
community should be held late in Term
II and before, examinations. No acade-
mic garb should appear, and the pro-
gram itself should include: special
scholarship winners (Wilson and Danforth,
for instance), new Fistees in Who's Who
(the student publication); the following
year's JYA students; students elected for
Term I to a list of Honors Scholars.

1N; (Revised August 1975)
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2. Students will be placed on academic probation under
the following ,circums 'ances:

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

b. If the student has less than a 2.0 cumulative-
grade point average for all work taken at
Elmira Colle e.

,c. The Committee on Academic Standards shall
consider all persons on probation and,may
suspend any person who:, in the judgement Of
the Committee, is not making satisfactory
progress tov'ard a degree.

O
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SECTION XI

CLASS ATTENDANCE

Regular attendance at all classes and other scheduled appoint-
ments is expected but not required 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 sickness or emergency notice has
been received.

4.. B. Instructors should keep a record of student class attendance.
A record book may be obtained from the Bookstore.

C.

D.

E.

F.

There are no "excused" absences. In the event of serious
illness or emergency, however, the Dean of the College will
notify instructors of the reason for a student's absence.
Faculty members are responsible for assisting students to,

, make up work only if the absence is thus reported by the Dean
of the College.

"Excessive" absences must be determined by the instructor
on an individual, non-automatic basis. Excessive Absence
forms may be obtained from the Office of the Dean of the
College. Absences may jeopardize the, student's academic
standing in a course; consequently, if the instructor thinks
that a student's absences are excessive, he may recommend
to' the Dean of the College that the student be dropped from
class. Such an action will be recorded as a WF (withdrawal,
failure) on the student's permanent record- card in the .

Registrar's Office. Before recommending that a student be
dropped, the instructor' should send a warning letter to the
student that he contemplates such action if attendance doe's
not improve.. (A copy should' be sent to the Dean of the .

College.)

If for any reason a student anticipates absence from class;
he should extend the courtesy of notifying the instructor in
athrance.

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.

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

N
to

105
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classes just before regular holidays,,, or to change the time
0of final examinations.

H. Students placed on probation will be notified by the Registrar
that absences may endanger their status in class and in
Elmira College, and copies of this notification will be sent
to parents.

D

10 u
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SECTION XII

GANNETT - TRIPP LEARNING CENTER

A. The Gannett-Tripp' Learning Center is the focal point for
learning on the Elmira College Campus: It prbvides the
print and non-print resources and services to augment and
amplify the classroom experience.

°
B. From time, -to -time thq Learning Center will sionsor work-

shops and seminars aimed at helping individuals increase
their awareness of the resources of the Center and the means
of integrating those resources into teaching strategies.

C. Hours of operation of the Learning Center are as follows:

. During the academic year

a. 8:30 a. m. 11:00 p. Monday through
Friday

b. 11:00 a.m. 5:00 p. m. Saturday

c. 11:00 a.m. 11:00 p. m3 Sunday

2. During vacation periods:

a.. 8:30 a.m. 5:00 p. m. Monday through
Friday

b. Closed Saturday and
Sunday

3. During Summer Sessions:

a. 8:30 a.m. 10:00 p. rrf, Monday 'through
Thursday

b. ,8:30 a.m. 5:00 p. m. Friday

c. Closed Saturday

d. 5:00 p. m. 10:00 p. m. Sunday

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

107
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D. Acquisitions. Policy

1. Premises

a. in making decisions re acquisitiohs both print
.and non-print resources must be-considered,
and permanent as well as temporary (film' a
rentals) acquisitions be included.

b. Acquisitions should reflect the future at well,
as the current academic programming needs
of an undergraduate and advanced studies
teaching-Learning center.

c. All facultY Members should regard the con-
tinuing evaluation and recommendation 'of
acquisitions as part of their professional re-
sponsibilities. Part time faculty who. teach
specialized courses should alto participate.

d. Policy prOposed for this year will be 'evaluated
in the spring and necessary modifications
recommended.

2. Implementation

a. Each faculty member Will be asked to .inventory
all of the holdings that are important for or related
to the courses he teaches keeping in mind the
potehtial for independent study. The faculiy mem-
ber will have available fiom the 'OTLC and
from the Criminale report 'a listing of numbers
of titles in-the area covered by each course of-
fered., The inventory should include books,.
-periodicals,- bibliographies, reference tools,
'continuations, and all kinds of non-print materials.
He will give, his judgment regarding the strengths
and weaknesses of the collection and a recom-
.mendation regarding the kinds of acquisitions
most important to correct any weaknesses. His
judgment should bechased upon. some accepted
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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4,
c. The Learning Center Committee will publish a list

of the.various areas indicating its judgment on the
strength or weakness of each Faculty will be
urged to submit recommendations for strengthening
the areas needing additional resources to support
areas important as judged by the Long Range Plan.
Like Wise, when courses are dropped from the cur.-
riculum, the. Committee will,reassess needs in the
area and make appropriate' recomnienda.tions fora
any buying in that area

Choice cards will be circulated to help faculty keep
abreast of, current publica.tions: Any book,ap-
pearing to fill a need will be checked through a re-
view in am acceptable journal or personal knowledge.

e. Faculty orders for instructional resources will
include a statement justifying the,order in terms
of the prepared inventories.

f. Approxi'al of all ordera for instructional resources
will be".based upon analysis of how the resource
strengthens the overall collection. It is expected
that the Committee would indicate the broad .

operating prinCiples and the Director would operate
under these.

The Comthitted*.wel be responsible for enlisting
faculty help in bUilding collections if it becomes
apparent that fa.culty have not taken the initiative

,

in recommending the necessary acquisitions.-

The inventories will be kept up-to-date by adding
to them the name of each new-resource as noted
in the monthly acquisitions list published by the
Learning Centerg

The inventories will be analyzed each spring and the
faculty apprised of the status.of each. Q

E. The College is in the process of reorganizing the operation of
the Learning Center. Policies relating to circulation of re-
sources and Use of the facilities will be developed and added'as
a sUpplement to this Manual. In the interim any questions con,
eeming these matters shouldhe,,addressed to the appropriate
staff member or tothe EXecutive Assistant td the Chancellor.
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SECTION XIII

TEACHING FELLOWS PROGRAM

The Faculty of Elmira College have approved the following program:

A.

B.

That Elmira College establish 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 qualified; e

That students who participate in the program must have
acquired a 3.'0 average in order to participate in the
program;

C. That wily Juniors and _Seniors be permitted to iia.rticipate
in the program and that two units of credit per term be
the maximum for a teaching fellow;

r.

That a maximum of four units of credit be established as
a limit any student may earn in the prdtiam;

That a formal, written contractual agreement stipulating
duties and responsibilities of the student as well as.the
evaluative procedures to lie used by the factilty supervisor
be provided>for each teaching fellow. Such a contractual
agreement should be worked out between faculty-and
student and a copy sent to -the Provost;

That the Provost of, Elmira -College be the coordinator of
the program and be responsible for its implementation;

E.

G. That nominatiorcs for the position for teaching fellows be
sent to the Prdvdst at least two weeks" prior to the
ginning of each new term;

I.

That each year teaching fellows be honored in some fashion
by the College in 'recognition. of the contributions made by
these students;

Such programs are not intended to and should not diminish
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 associateships
in which more competence is necessary.

11
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SECTION XIV

FACULTY ASSOCIATES

A. The Elmira College FacUlty Associates program employs
college-educated men and= women from the community in
College activities related to campus-classroom teaching.
17-e program has three basic objectives:

13.

1. to give regular faculty additional time in which
to undertake research directly related to their

a teaching, to revise or to make innovations in
-their courses, and to improve the quality of
their instruction;

to,-,enable regular faculty to extend their teaching
efforts to a greater number of students than
would otherwise be possible;

3. to encourage the Faculty Associates to progress
in personal and intellectual development through
the work in which they are involved, and through
the provisions that are made for their continuing
academic studies.

Requests from the regular faculty for the assignment of
Faculty Ass° ,fates should be-- .submitted by March 1 for
September assignment, and by November 1 for January
assignment, and should clearly state how he assigninent
will assure that the three major objectives will be reached.,

C. Applicants for Facul4i. Associateship will be evaluated,
and interviews will be scheduled' with the faculty-mem-
bers in whose, area they are qualified-to work. During
these interviews the faculty member should be as
specific as possible in describing the kinds, and amounts
of work expected during the fifteen to twenty hours per
week which the A-ssociates spend in on and off campus
work. Summer study, '`either readings selected by,the
Faculty member or summer course work, can be dis-
cussed at that time. A, report dhoul d be submitted by
the faculty member within five days after the interview
recommending retaining the Associate or asking that other
applicants.be scheduled for interviews.

D. Faculty Associates are not to be used for faculty research
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projects unless specifically approved by the D -ean of Adm-
ministration.

E. So that their intellectual and professional capabilities may
continue to develop, Faculty Associates will have tuition
remitted for courses taken in the Continuing Education
Program:

1. the summer belcire assuining_duties as Associates;

2. the year or years of service;

3, the academic year following the termination of
associate appointment;

4. the tuition waiver does not apply to off-campus
projects for which institutional payments are .re-
quired (example: CCFL Bahamian Campus
Projects, JYA).

Faculty Associates and their spouies are invited to attend
the special, dinner at Thanksgiving and the Honors Banquet
in the College Dining Room as guests of the College. They
are-welconie to attend at their own expense the Christmas
Dinner and the A. A. Banquet. All other such events are
by invitation.

G. Faculty Associates are ineligible for faculty travel. grants
except for very special cases approved by the Dean. of
Administration.

A

(ReVised August 1975)
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SECTION XV

RESEARCH POLICIES

Elmira College is primarily a teaching institution. Faculty
in the usual ranks (instructor, assistant professor, associate
professor, professor) are considered to be primarily teaching
faculty. Recognizing that there is a relationship between
professional involvement and teaching effectiveness,

1. the College encourages members of the %faculty
to do research that will stimulate their growth
as effective teachers insofar as their primary
function, that .of teaching, is not, neglected;

2 the College encourages members of the teaching
faculty to apply for'researc'h grants in their
fields;

3. it is recommended that whenever possible faculty
apply for research grants from external, funds be-
fore requesting-College funds;

4. occasional release from some teaching duties to
participate in research does not change the rights,
privileges, or obligations of a member of the
teaching faculty;

5. requests for .full time research by teaching faculty
will be handled on an individual basis.

Elmira College on occasion favors having full or part-time
research personnel onf the staff in addition to the teaching
faculty. °

1. Since teaching is the fundamental function of the
College, such research positions shall exist at
the pleasure of tlfeCollege.

2. The ranks of Research Associate, Assistant Red
search Professor, Ass'ociate Research Professor,
and Research Professor may be established at
Elmira College.

Funds for research personnel shall be primarily
from external sources..

11
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4. Research personnel will be entitled to= participate
but not vote in faculty meetings.

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 eligible for promotion
and raises only-as provided in grants or contracts.

7. Persons engaged in full. or part-time research who
are not members of the teaching acuity may be
employed to teach one or two cla,s es on a part-time
basis at the mutual satisfaction the College and
the individual with appropriate emuneration by the
College. >.

C. . Studetitsi-may not be directly or indirectly involved as subjects
of research projects 61 any kind without the explicit written
approval of the provost. i Such approval must. be obtained prior
to the initiation of the research project.

A

11.4
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SECTION XVI

PROPOSALS

Proposals which are submitted for action by the Chancellor,
should be concise and must supply as much of the information:
indicated below as possible.

-1. In proposing 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 equipment; (4) the
cost, including new salaries, equipment, main-
tenance, etc., and relation to the current budget.

2. In proposing new policies (ex. , grading system,.
class cuts) state: (1) the present practice and
recommended change; (2) the pertinent information
listed, under 1.. above.

3. In proposing expenditure of funds (budget) state:
(1) costs; (1) relation to current budget; (3)
whether the expenditure is for a capital or ex-
pendable purchase; (4) number of .comparable
items currently on hand; (5) whether,the request
is part of a "continuinrbudgeting program or
budget item;. (6) if it is, the original total for the
program and either the total amount spent for the
program or amount remaining.

'4. In proposals regarding personnel (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.

A proposal may include one or more of the above items,
(1-4); prdposals not easily fitting the .outlines need the
writer's judgment about the kinds of information required
for support. In all proposals the following practices
should\be followed:

1. State recommendations clearly and give reasons
fpr them: economy, efficiency, effectiveness;
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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 individual in another
office, and always to the Chief Financial Officer
when funds are to be spent.

t5,
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SECTION XVII

USE OF FACILITIES

° Campus Center

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 understood 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.

2. Hours of operation of the building afire as follows (subject
to change):

a.

b.

Building
Monday thru Thursday 7:00 a. m.
Friday - 7:00 a. m.
Saturday 9:00 a. m.
Sunday 9:00 a.m.

Control Desk
Monday thru Thursday 8:30 a.m.
Friday 8:30 a.m.
Saturday 9:00
Sunday 9:00 a.m.

Snack Bar
Monday thru, Thursday 9:30 a. m.
Friday 9:30 a:. m.
Saturday . 11:00 a. m.
Sunday 4:00 p. m.

d. ,Bowling
Friday
Saturday
Sunday

3. General Policies and Regulations

a. Elmira College. students, fa
staff, and employees of the,
may use the Campus Center
must be accompanied by one
listed people

to Midnight
to 1:30 a. m.
to 1:30 a. m.
to Midhight

to Midnight
to 1:30 a. m.
to 1:30 a.m.
to Midnight

to Midnight
to 1:30 a. rri,,
to 1:30. a.. m..
to Midnight

p: m. to Midnight
7:00 p. rx to Midnight
7:00 p.m. to Midnight

culty, administrative=
Collage and' their guests
facilities. Guests
or more of the Aboire

rt.>
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b. Community or off-campus guest groups may use
the facilities, of the Center if cleared through the
Office:of Public Relations. A community-wide
organization, on a once a year basis,. holding a
non-fund-raising fUnction at the College will not
be charged for the use of facilities. All, others
will. No organization may regularly schedule its
meetings in any college building.

c. Reservations. All campus events shbuld be
scheduled directly through the Office of the Campus
Center Director. Off-campus groups should schedule
events through the Office of the Director of Public
Relations.

d. Meeting 'rooms may be obtained for any hour the
building is open.-L'iQosts, if any, may be obtained
at the time reservations are made.

e. Carnes. Equipment for games is available at the
tpntrol Desk from the time it opens until thirty (50)
minutes before closing. The Elmira College I. D.
Card is necessary to check out equipment. The
person to whom equipment is checked out is re-
sponsible for broken or lost items while in his pos-
session. Equipment for billiards, table tennis, and.
shuffleboard is available free of charge. Equipment

Al'

for bowling, which is available during the hours that
the alleys are open, is charged at the rate .of 35
per lane and 1-(:) for shoe rental.

f. Posting, signs and notices is strictlfregulated.
complete set of rules May be 'obtained through,the.
Office of the 'Director of the Campus Center.'1:7-:-,

g. The phone at the Control Desk is to be used for
official purposes only. .Control Desk personnel are
not permitted' to take the responsibility of checking
parcels, etc. The Control Desk is, however, the
"lost and found" headquarters for the entire campus.

Any group re-arranging furniture should leave the
room as it was found. No furniture is to be re-
mOved from the Center.

Food and beverages are not permitted in any public'

11S
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area, except in the case of scheduled receptions
and those areas designated as Dining facilities.

4. Dining Facilities

a. Main Dining 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 or services.

(2) Tickets for these regularomeals are on
sale at the Control Desk. Costs (subject

tto change):

Breakfast - $1.50
Lunch 2.00
Brunch (Sat. & Sun. ) 2.00
Dinner 3.00
Sunday Dinner and

Banquei-a 4.00

(3) Meals are served by waitresses on
special occasions. Serving lines are
used for all other meals.

b. West Dining Room

(1) .-This room seats ten (10) on each side
when divided, twenty to thirty (20 -3.0)
when not divided.

( ) 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) Waitress service or special menus are
not provided-, unless appOved in advance.

1.19.
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c. . East Dining Room

(1) The East Dining Room is available for
special occasions by scheduling through
the Office of Public Relations.

(2) This room will seat up to thirty (30) and
all meals must be served by waitresses.

(3) Costs must be establishedoin advance.

(4) The East Room china, crystal, lnd silver
will b,e used for "state occasions" only.

d. Meals for Faculty

(1) The College will pay for certain faculty
meals in the Center. These will be:

A faculty member meeting with his
advisees.

A faculty member meeting with repre=
sentatives of a student group with which
he works. ,

:Lunch or dinner attended by faculty,to
meet with a candidate for a position.

Lunch or dinner fora few faculty enter-
taining a Convocation speaker or similar
visitor to the Campus.

(2) The College will not pay for (among other
thIngs):

A luncheon or dinner meeting for mem-
bers of a subject area.

A similar meeting for a College com-
mittee, for example, the Curriculum
Committee.

(3) For "these faculty meals, to be paid for by
the College, arrangements should be made
in advance through the Office of the Provost

120
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or Dean of Administration. If approved,
a voucher (form) properly filled out and
signed may be presented at the Control
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
Office of the Business Manager.

B. MURRAY ATHLETIC-EDUCATION CENTER

1. The Murray Center is available for use by members of the
College community for educational use.

2. Arrangements fOr use of the Center 'by groups should be
made Through the Manager of the Center.

3. Special regulations governing use of the Center and costs
can be obtained-from'the Director of Public Relations or
the Manager of the Center.

C. Other Facilities

1. Other Callege facilities are available to College groups
only insofar as that use does not conflict with the educa-
tional program.

2. The Registrar is responsible for assignment of classroom
use.

3. All other questions concerning use shouldbe directed to
the Office of the Provost..

4
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APPENDIX A
C

A POLICY FOR ACADEMIC FREEDOM AND TENURE

ACADEMIC FREEDOM

The faculty and .responsible officers of Elmira College accept the 1940
Conference Statement on Academic Freedom endorsed by the Associatidn
of American Colleges and by the American Association of University
Professors in the year 1941..

This Statement reads as follows:

"(a) The teacher is entitled to full fieedom in research .

and in the publication of the results, subject to the
adequate performance of his, other academicrduties;
but research for pecuniary return should be ba.sed
upon an understanding with the authorities of
institution.

"(b) The teacher is entitled to freedom in the clasirOom
in discussing his subject, but he should be careful
not to introduce into his teaching controversial
matter which hap no relation to his sulijeirt,,, Limi-
tations of academic freedom because of religious
or other aims of the institution sh Id be clearly
stated in writing at the time:of t ppointment.

"(c) The college or university' teacher is a citizen, a
member of a learned profession, nd an officer of,
an educational institution. When he speaks or writes
as a citizen, he should be free froni.institutional
censorship or discipline, but his special position in
the community imposes special obligatiOns. ,'As a
man of learning and an educational officer, he should
rememlSer-that the public .may judge his frofession
and his institution by his utterances. Hence. he
should at all times becaccurate, should exercise
appropriate restraint, should show respect for the
opinion of others, and should make `everit efforCto.
indicate that he is not an institutional spokesman."

ACADEMIC TENURE

The factilty and responsible officers of Elmira College to the extent:out-
lined belOw accept the principles-set forth in the 1940 Conference

0,
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Statenient on, academic tenure endorsed by the AssoCiation of American
Colleges and by, the American Association of University-Professors in
1941 and in accOrdance with these principles and with the ,recommended
regulatiOns approved by Committee A on Academic Freedom and genure
of the American Association of University Professors on August 4, 1,957.

All new appointees_ to the faculty with a rank frort. instructor to professor
inclusive will serve a probationary period at the College of not more
than seven years' Probationary appointments will be for; one year (ter,
minating June 30 of each year) subject to renewal.

. -

For one year of service with the rank of full-time instructor or higher
at other c011eges or universities the probationary period will be reduced,
to six years; for two years of such service the probationary period will
be reduced to five years; for three or more years of such service the
probationary period will be reduced-to four years.

aWritten notice that a probationary appointment will notbe renewed, or,
if at is the last probationary appointment, that continuation in service

indefinitestentire will not follow, will be given to a faculty member
in advance of the expiration of a probationary appointment according to
the folloiwing:

. 4 .
(1) If a first year' appointment, by March 1 preceding

the June 30 termination of the appointment.

(2) If a second year appointment, by December 15 pre-
CediAg the June 30 termination of the appointment.

O

(3-) If a third year appointment or any subsequent-year
appointment, by June 30 of the year preceding the
June 30 termination of the appointment.

During the Probationary period a teacher shall have the same academic,
freedom that all other members of the. faculty have.

Members of the faculty who are eligible for indefinite tenure shall lie
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-
-lessors, research professors, part-time instructors, lecturers, fel:-
lbws, faculty associates and assistants are not eligible for indefinite
tenure.

Members of the faculty`with indefinite tenure will have their services
terminated only for adequate cause except in the case of retirement for
age, (65 years according to the Elmira College Retirement Plan,
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Appendix B) or under extraordinary circumstances because of financial
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 terthinationfor cause, if the
c7'teacher is not satisfied that the exigencies' are bona fide.

PROC.EDURE'FOR TERMINATION OF
INDEFINITE TENUkE FOR CAUSE

Complaints against a member .,Of the Faculty on indefinite tenure may
be brought by the 'Chancellor of the College:, the Provost, the Dean of
Administration, or a member of theBoard of Trustees. The complaint
shall be presented to the ChariceIlor who will discuss the charges with
the teacher concerned. Lt ;:he 1.es:cher and the Chancellor cannot come
to an agreerhent; the teacher may request an investigation.

/.
In case the teaeher 'requests an Investigation of the case, a, committee
of three members of the faculty, elected by the faculty, Shall consider
the case' and conduct bearings, at the Conclusibn of which the committee
shall recommend what action, if any, should b.e taken by the Chancellor

'and Trustees. In -all cases where the facts are in dispute, the accused
teacher shall be inforthed before. the hearing in writing of -the charges
against him and shall ha7;-e the opportunity to be heard in his own de-
fense by all bodies that pass judgment upon his case. He shall be per-
mitted to have vvith him an adviser of his own choosing who.may act as
counsel. There shall be a full, stenographic record of the hearing
available to the-parties concerned. In the hearing of charges of pro,
fessional incompetence the testimony should include that of teachers
and other scholars'," either from this J3r from other institutions.
Teachers on indefinite tenure who are dismissed for reasons not in-.
volving moral turpitude shall receive their salaries fOr at least a year
from the date of notification of dismissal Whether or not they are con-
tinued in their duties at the College.

124
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APPENDIX 13-_

INSURANCE AND RETIREMENT PLANS

A. BLUE. CROSS - BLUE SHIELD BASE PLAN

You and your dependents are eligible to participate
in a high-option membership in Blue Cross and._Blue
Shield. The cost is borne hy employees who elect
to join. The effective date of your policy will be
within 45 to 60 days after your date of application.
YOu must Completeeither the application for
membership 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. Company intending to protect
members of the College community from catastrophic
doctor and medical bills.- The entire cost is paid
by the College.

1. 'Who is Covered - All regular, full-time em-
ployees. together with their spouses and their
unmarried children under age 19. The plan
also covers children to age 25 if unmarried,
dependent, and full-time students.

2. Coverage 'starts -rafter three months of
service.

3. Description - 80 percent of covered
hospital, doctor and prescription charges after
the deductible amount has been satisfied.

4. Deductible"Amotint

a. For those with Base Plan coverage,
the deductible amount is $100 per
persdn or $300 per family, which-
ever can be met first, during any
calendar year.

b. For those without Base Plan cover-
age, the deductible amount is $1200
per person.

125
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5. Maximum, Payment

Each Member oof a family covered by a con-
tract may collect up to a maximum of
$250, 000 "plus" benefit amount. After
benefits have been paid an insured individual
becomes eligible for the "plus" benefit
thibugh restoration. On each January 1,
the benefits paid-for an insured individual
are automatically reinstated, up to a
Maximum reinstatement of $2, 000.

e rmination

Coverage will be continued. for three months
beyond the termination of employment at
Elmira College.

DISABILITY INSURANCE

You may participate in the diAability insurance program
'which provides benefits for accidents or illnesses not
incurred in the line of duty. Your share of the premium
is .0018 percent of your gross salary. The remaining
approximately 60 percent of the prerthum is paid by
the College. If you had previous group disability,
coverage "within three months prior to joining Elmira
College which provided income.benefits for aminimum
of- five (5) years during total disability. 'dile to sickness,
you are eligible for insurance on the first day of the
month coinciding with or following Our contract
date. If you did not have previous coverage you'are
eligible for insurance on the first day of the month
coinciding with or following the completion of one year
of service to the College. Those desiring the in-
surance must, complete the certification of previous
coverage form and the request for group total dish
ability benefits insurance. If you do not\wish to par-
ticipate, you must coMplete and return the group
waiver card.,.

.-COLLECTIVE LIFE INSURANCE

Employees participating in the retirement plan must
participate in a TIAA deCreasing terfn life insurance
plan. The number of units of insurance protection
varies as :follows: Instructors receive two units;
assistant professors, associate professors,

126
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pro essors and administrators, receivethreeunits.
Th &mount of insurance for each unit depends on
yo r current age. The cost is fifty (5.0) cents per
un t per month to the employee with the College
m tching the amount. The insurance is effective
ni ety days after the beginning 'of your contract.
T e Payroll Assistant must.have the completed
f rm within 30 days after the beginning of your
contract so that the effective date will not be de-
layed. Kindly complete and return the application
fOrm.

NOTE: Detailed descriptions of these insurance
plans can be obtained from the office of
the Chief Financial Officer.

Retired people with 15° or more years of
service may participate in the health in-
surance program of the College, but at
the individual's expense.

E. RETIREMENT PLAN

The following pages are a statement of the Elmira College
retirement plan for Faculty and Administrators.

(The,next numbered page is 124)
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This Resolution together with the booklet, "Your

Retirement Annuity," provide each participant with

a summary of the Elmira College retirement plan.

This summary describes the plan for Faculty and
>

Administrators. Separate summaries have been pre-

pared forSupportive Staff Personnel to whom this

summary does not apply.
V.
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Retir,ement Resolution

This Retirement Resolution sets forth the provisions of the TIAA-CREF----

retirement plan ,established'by the Board of Trustees of Elmira College,

herein referred to as the College, as of July 1, 1945 witkamendments

dated July 1, 1959, July'l, 1968 and Tanuary 1, 1975. Contributions
v

under this defined contribution (money purchase).plan are applied to
.

individual annuities issued by T,eacbers Insurance and Annuity

Association (TIAA) and/ or College Retirement Equities Fund' (CREF).;

Eligibility. Subject to the conc1itions stated in Section III and Appendix
7

A, all regular admiritstrators and faculty are eligible to

participate in the retirement pla4,/
N'4

III. Participation. All eligible employis will participate in this retirement
. .1

plan on the first day of the month afte. completing the following period

of employment at the College without a bfeak in service: one year of

service. A "year of service" and "break of service" are defined in

Appendix A of this Resolution. Participation_ is. at the option of the

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

employer may begin participation in this retirement plan on the first

day of the month following employment at the College. In-addition,

effective November 1, 1973, any employee may purchase a
fl

Supplemental Retirement Annuity from TIAA-CREF regardless of

length of service or job classification.

-1-
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IV. Normal Retirement Age. All participants in this retirement plan shall

retire on the June 30 following his/her 65th birthday, ff. it occurs during

the academic year, 'otherwise on the last day of the month in which he /she

shall attain h s/h r65th birthday.

V. Plan Contributions. Contributions to this-retirement plan shall be.made

guring<years of participation (as defined in Appendix A afthis Resolution) on

a monthly basis, except for months in which no salary is paid, in accordance

with.the following schedule:

On Salary Within the
Social Security
Earnings Base

Contributions as a Per Cent of Regular Salary
By the By the

Participant Institution Total

None 9. 15% 9.15 %6

On Salary Abov:e the
Social Security
Earnings Base None 15 % 15 -%

Contrib.uti.ons by the College shall be applied on a tax-deferred basis under
----Section 403(b) of the Internal Revenue Code uncier!a properly executed

agreement for salary-reduction. In addition, empiloyees may make voluntary
1,contributions of their own. Such voluntary contributions may be treated on

a- tax - deferred basis within the confines of Ow law and/or as a salary deduction.
1 Contributions under this plan shall be forwarded to TIAA-CREF to be applied

as premiums on regular individual ret.= i /exnent annuity contracts on the

participant's life, allocated between I'IAA and CREF in any-on.e of thetollowing
o

proportions, as elected by the participant:
To
TIAA

To

100% 0%
75 2.5
50
25 75

0 100..

131



VI.' Annuity Contracts. Each regular TIAA and/or CREF annuity contract

issued in accordance witli Section AT of thiS plan rs for the sole purpose of

providing a retirement and/or death benefit and is the sole property of the

individuaLyarticipant. Provisions of regular TIAA and CREF annuity

contracts are described in the booklet, Your Retirement Annuity, which is

distributed to each participant as part of the description of this plan. A

participant may initiate prOcedures for receipt of retirement income benefits

by writing directly to TIAA-CREF. A-condition of employment at the College

is that such employment shall not continue beyond the date a participant

receives his orher first annuity income payment from a TIAA or CREF

annuity contract to which the participant or the College. has contributed under

this plan. Benefits under this plan are prCivided solely through individually

owned, fully funded 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 will continue its

contributions to a participant's annuities, at the rate specified In Section V,

on the basis of salary then being paid by the College. Participants on leave

without salary may make arrangements, with TIAA arid/or CREF out of their

own fundk.

VIII. Repurchase. In the event a participant in this plan terminates employment

for reasons other than retirement or disability and requests that TIAA-CRET

repurchase his or her annuity, the College will approve such repurchase,

provided .that it meets the' conditions under which TIAA-CREF will repurchase

annuities automatically. The entire amount accumulated in the annuities -

(less al*repurchase charge) will be payable by TIAA-CREF to the partiCipant.

13.



VIII: Repurchase (cont.)

The conditions under which TIAA-CREF will repurchase the annuities of a
s

participant, and the .applicable 'Charges for repurchase are set forth-in the

'attached bookIet, Your Retirement Annuity. Amounts paid to the participant

upon repurchase shall be in full satisfaction of the participant's rights to

retirement and/or .death- benefits.

IX. Retirement Benefits. The participant's TIAA and CREF annuity contracts

prcivide that upon retirement at any age the participant shall be entitled to receilie

a imonthly or other periodic-income under of the options set forth n such contracts.

All options provide a lifetime income for the participant and all, except one also

provide for income to a spouse or other beneficiary. Descriptions of the income

options are contained in the booklet, Your Retirement Annuity.

A. participant age 55 or over at the time annuity payments begin may elect to

receive up to 10% of the accumulated value Of each TIAA or CREF. contract i-n a

single payment at such time. The balance of the accumulation'will be paid under

the income option selected by the participant.,
. Death Benefits. In the event a participant dies prior to the commencement of

annuity income payments under the annuity contracts, the full current value of

the annuity accumulation attributable to contributions made under this retirement

plan, including the portion attributable to the College's contributions, is then

-payable to the beneficiary or beneficiaries named by the participant, in a single

sum or under any one of the income options offered by TIAA-.CREF.

XI. Plan Year. Records for each participant to whom annuity contracts have been

-issued are maintained on a calendar year basis. TIAA-CREF sendS each

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 administrative .purposes., the end of each'plan -year Will be

December 31 of that year.

XII. -Administrator. The Chief Financial

Administration Building, is the Adm

Officer of the College, located at McGraw

inistrator o..-2 this plan, and administers

it by enrolling participants, -sending contributions described in Section V of

this plan for each participant as prermureis to annuity contracts_jssued-oll the

participant's life, and by performing other duties required foi the 'operation

of the plan. The Administrator may designate other persons to carry out
r,

duties under the plan.

XIII. Application for .Benefits. Benefits provided by TIAA and CREi. annuities to

which contributions have been applied under this plan will be payable by TIAA-

CREF upon receipt by TIAA-CREF of a satisfactorily completed application _

o

for benefits and supporting documents. The necessary forms will be-provided

the participant orbeneficiary by TIAA-,CREF.

XIV. Requests for Information and Other.Claims Procedures. Requests for

information and claim's or service of legal process concerning eligibility,-
.participation, contributions or other aspects ofithe operation of the plan should

be directed to the AdminiStrator of this plan. If a written request or claim

is denied, the Administrator shall, within a reasonable time, .provide in writing

to the claimant the basis for any such denial and the procedure.ofor requesting

a review of such denial. Requests for information .concerning the TIAA-CREW

annuity contracts and their terms, conditions and intepretations thereof, claims

thereunder, any requests for review of denial, or such.Claims, and service of.

legal process, may be directed in. writing to TIAA-CREF, 730 .Third Avenue,

New York, New York 10017.
. -5-
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110 XV. Amendment. While it is expected that this plan war continue indefinitely, the

Board of Trustees of. The Elmira College-reserves 'the right to modify or

discontinue the plan at any time. Any discontinuance or modification of the 'planA

cannot affect the benefits accrued by participants prior to the -date-of discontinuance_

or modification.

A

O

Employer Identification Number 16-074-3996

Plan Number 01.
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Appendix A

Definitions

Year of Service. For purpose, of participation requirements, -the' term,"Year

of Service" shall mean:
. _

(a) for a faculty member in an eligible category of employmerit, a twelVe

month period starting with the faculty -member's- date of employMent during,

which the faculty member is expected to complete twelve credit hours of

classroom teaching, act as advisor for at least five students assigned to
)

.

the faculty member fora period of at least thirty-five weeks, serve on

academic committees, participate in all College sponsored workshops-and
0

maintain office hours fin. at least five hours a.week for a period of at least

thirty-five Weeks during.. the twelve month period with the*Provost, Dean

of Administration and/or the Dean of Continuing Education determining

exacfly how the equivalency shall be made..

(b) for all other .employees in an eligible category oflemploymen4- a twelve

month period starting with the Administrator's date of employment during

whii:ch4he Administrator is expected to complete 1,000 or more hours of

service.

Partidipation in the plan begins only when the.serv.irequirement set forth in
/

Section III has been fulfilled.

Year of Participation. A year of participation is any "year of service" after

,participation in the- plan begins.,
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APPENDIX C

Excerpt from Part B, BY-LAWS of
ELMIRA COLLEGE, ELMIRA; NEW YORK

As Adopted January 27, 1945

ARTICLE VII
Ch'e,ncellor of the College,

Section 1. The Chancellor of the College shall be a member' ex
officio of,the Board of Trustees and shall be the head of all educational
departments of the College; exercising,- subject to the rules and
regulations of the Boaid of Trustees, such supervision and direction
as will promote the efficiency of sucheducational departments. He
shall preside at the meetings of the faculty and shall be the official
medium of comrtriunication between the faculty, and the Board of
Trustees, and between the students and the Board of Trustees.

He shall recommend to the Board all promotions and assignments forthe faculty.

-He shall be responsible for the educational standards and discipline of
the College, and for executing such measures concerning internal Ad-
ministration of the College as the Boaid of Trustees or'Executive
ComMittee may enact, and shall perforth such other duties as 'from
time tolime may, be assigned to hicin by the Board of Trustees.

Section 2. The Chancellor of the College shall make and submit to
the Boardof Trustees at.itsstated meetings, and at such other times
as the Board or the Executive Committee may require, a report of
the work and condition of the College, and shall present for the Board's
consideration such measures as he shall deem necessary or advisable
for the welfare of the College.

Section 3. , In case of vacancy in the Affice of the Chancellor of the
College, or of the absence of the Chancellor, or of his inability toserve, the Board may appointa.n acting Chantellor of the. College.

ARTICLE VIII
The Faculty.

-Section 1.° Definition of faculty for voting urpose's. The Elmira
College faculty includes the Chancellor, Who hall be the presiding:
officer of the faculty, the' Provost, all perlions with the rank of As-

.

sistant Professor and abov'e, instructors who have taught one year at
Elmira College, and the Major adMinistrative officers listed below:

13i
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Dean of Administration
Dean of the College .

Chief Financial Officer
Dean of Continuing Education and

Community Services
Director of Career Services
Director of Development and

Assistant to the Chancellor.
Dean of Admissions
Registrar
Executive Assistant to the

Chancellor

Section 2. The faculty shall met monthly 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.

Section 3. The faculty shall devise, subject to the appnival of the
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.recommendto the Board candidates for such`degrees as shall be
granted upon successful completion of prescribed courses of study.

ARTICLE IX
Amendments

These By -Laws may be amended or repealed at any stated meeting of
the Board by a vote of two- thirds of,alI the members present, pro-
vidinga 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 thereon shall
be taken.

ARTICLE X
Former By-Laws

All former By-Laws are hereby repealed.

138
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APPENDIX D .

. ARTICLE 129-A; NEW YORK STATE EDUCATION LAW

EXHIBIT A

ARTICLE. 9.A

STATUTE

Section 6450. Regulation by colleges of conduct on campuses 'and other
college property used for educational purposes.

The trustees or other governing board of every
college chartered by the regents or incorporated
by special act of.the legislature shall adopt rules
and regulations for4he 'maintenance of public
order Oti college campuses and other .college.
property used for educational .purposes and pro-
vide a program for the enforcement thereof.
Such rules and regula#ons shall goVern the Con-
dUct of studentt, faculty and other staff as'well
as visitors and other licensees and invitees on
such campuses and property. The penalties for
violations of such rules and regUlations- shall be'_
clearly set forth therein :and Shall include pro=
visions for the ejection of a violator from such
campus and property; and in the case of .a
student or facui':),:-- violator his suspension; exL
pulsion or other appropriate disciplinary action.
Such rules and regulations shall be.filed with the
regents and the commissioner of education.not
later than nine "N. days after .the-effective.date of

- this act. All amendments toSuchruleei and
regulations shall be filed with the regents- and .

the commissioner of education not later than
ten days arte their adoption.

If the trus*.fes ox other governing board of a
college fails to file the rules and regulations
within 'he 1.rne required by this section such
college shall not- be eligible to receive any state
aid or assistance until such rules and regulations
are duly filed.

Nothing con;:ained in this section is_ intended nor

13D
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shall it be construed to.limit or restrict the freedom
of speech nor peaceful a-ssembly.

4. This act shall take effect immediately.

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. .

LAW, OF THE STATE OF NEW YORK.

PURPOSE

The purpose of the college is to provide the facilities and environment
in which truth and knowledge may be freely pursued by faculty and
students in order to stimulate the intellectual, moral and spiritual de-
velopment of the students.

The primary responsibilities of the faculty and administrAion are to
foster, enhance and safeguard the freedoms of all to learn. The
central functions of the students are to exercise the freedoms and
opportunitiesto learn and to contribute to the maintenance and nurture
of an-orderly intellectual environment wherein the freedom and op-
portunity to learn can be freely exercised by all members of the com-
munity.

Because the rights of freedom of speech, lawful assembly, petition
and peacefill, hon=disruptive demonstrations are fundamental to the
academic and democratic processes, the College supports theie. rights
and recognizes the rights of all members of the academic community
to express their views and to take exceptions to actions and opinions
with which they disagree. The College emphasizes, however, "that
the academic processes cannot be-sustained if actions of, any individual
or group limit, interfere with, or infringe upon the equal rights of
others either in their regular routine or in special exercises and
ceremonies.

To protect these freedoms and to maintain decorum and order, the ,

following rules are adopted.



RULES

No perSon shall:

a

128
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1.. Prevent either free access to or egret's from
the campus or from any building or hallway -or
room in any building, or adversely occupy any
-part of a building, hallway or room.

2. Obstruct the movement of others,on the campus,
disrupt or interfere with the conduct of any
class, activity, event or function conducted;
sponsored or approved by the College.

3. Interrupt or prevent nvitees or licensees of
the College from speakineOr performing, or
interfere with their supplying information or
services, or demonstrate in the building where
a speech is taking place or where d'<College"
function is being held.

4. Use public address "'systems on college property
except when authorized by College officials.

5.'. Use language or engage in conduct likely to en,-
courage violence on the campus, or act in a
disorderly manner.

6. Damage or destroy College property or the
property of others, or threaten or assault the
person of others.

7. Excepea legally constituted security officer,
possess` any firearms on campus.

8. 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 identification card or other
satisfactory evidence.

PROCEDURES AND PENALTIES

1. Any visitor, licensee, 'invitee or trespasser on
the campus who violates any of the foregoing
prohibitions, shall be requested to leave the

141.
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campus immediately and, upon failure to do so,
shall be subject to eviction and/or arrest by.the
civil authorities.

0

2. Any student or member of the faculty who violates
any of the foregoing prohibitions shall be requested
to 'desist and shall be subject to suspensionpendirig
a hearing; and to censure, probation, suspension
and/or.distriiSsal following a hearing before the
Judicial Board and/or the Discipline Committee in
the case of students, or the Chancellor!s .Faculty
Advisory Committee in the case of faculty. The
Chancellor or 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-being advised by the Chancellor or his agent
to cease, shall be subject to removal froth the
campus by civil authorities.

3. Written 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
not later thano ten days after the alleged violation.
The accused shall have the right to be assisted by
a student or member of the,faculty at the hearing,
to cross examine witnesses who testify against him
and to produce evidence in his own behalf. A
record of any'hearing, adequate for review, shall
be made ands. transcript shall be available, to the
accused.

Findirs and recommendations of the Judicial. Board
and/or the Discipline Corrirntftee or the Chancellor's
FacultyAdvisory Committee shall be filed with the
Chancellor, or in his absence with the Provost, who
shall (a) dismiss the charges against the accused, or
(b) censure, suspend, place on probation or dismiss
the accused from the College if disciplinary action
is warranted.

The accused shall have the right, within ten days
after the action by the.Chancellor or Provost, to
appeal from the action against him to the Advisory

14 'AI



130

Committee of the Board of Trustees of Elmira
College, by filing .a written notice of such appeal
with the Chancellor.

A copy of this statement and rules and regulations
shall be distributed to all members of the student
body, faculty and administrative staff and other
interested, constituencies of Elmira College..

EXHIBIT C

The. Uniersity, of the State of New York,
THE STATE EDUCATION DEPARTMENT

Albany, New York 12224

Robert D. Stone May 8, 1969
Counsel

.

Deputy Commissioner for Legal Affairs

Memorandum -tom: Chief Executive Officers of Higher Iiistitutions
From: Robert D. Stone

. Subject: Educatioh Law Article 129-A

During the brief period sinceApril 21, when new Article 129-A of the
Education Law became effective, the State EducatiOn Department has
received numerous requests from the.higher education, community for
a summary of the standards established by the Legislature with respect
to the rules and regulations to be adopted by higher institutions for the
maintenance of publiC order on their premises.

In our view, the Legislature has provided that such rules and regulations
must meet the following basic requirements:

1. They must be promulgated by the trustees, or
other governing bOdy of the institution. In our
opinion, this requirement doesrnot preclude-the
trustees from such consultation as they may
deem appropriate with the faculty, staff and
student body of the institution.

- 2. They must relate to the maintenance of public
order on the premises of the institution.

3. They must govern the conduct on the premises
of the institution of students, faculty,, staff and
all visitors.



4. They must set forth clearly the' penalties which
will be imposed for violations of the rules and
regulations, which penalties must include:

a. Provision for the ejection of violators
from the premises of the institution;
and

b. In the case of a violator who is a mem-
ber of the faculty or itudetit body of the
institution, his suspension, expulsion or
other appropriate disciplinary action.

In our opinion, a range of penalties may be specified,
with provision for the manner in which the specific
penalty within the range will be determined in a
specific case.

5. The must be filed with the Board of Regents and the
Commissioner of Education no later than July 20, 1969.
For filing purposes, two complete sets should be ad-*,

dressed as follows:

Dr. Frederick M. Binder
Associate dommidsioner for

Higher Education
State Education Building S'

Albany, New York 12224

1.

6. Any subsequent amendments of the rules and regu-
latiOns made by_the board of trustees must be filed,
in .the Oathe manner, no later than ten days after the
adoption.



. APPENDIX E

INDEX OF NAMES

13e(Revised)

The Information Manual refers to offic:es 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 contains campus' and home addresses and telephone numbers.

L-A Chancellor J. Ralph Murray

I-B PiovoSt David fer

I-C Dean of_ Adminietration

I-D Dean of the College

Assistant Dean for Women
and. Counselor

Assistant Dean for Men
and Counselor

Director of Financial Aid
Executive Assistant for

Residence Halls
Director of the Campus Center

Dean of Continuing Education
and Community Services

Gertrude H. Sipremuili

James M.ittelstadt

Alice-Ann Schuster

Lee Watkins
Edward Clark

Olive Williams

Francis X. Brady

Director; Gannett- Tripp
Learning Center James Gray

Regi'strar and Director of
Institutional Research Sidney J. Mann II

Ir

Andrew A. MolloyDirector'of Career Services

Coordinator of Placement

Dean of Admissions

Admissions Counselors

145

Charles R. Miller

William Bromley
John Clarkeson

Osann
Barbara ?easley
Wendy Roworth
John Zeller

(Revised August 19753



I-J

I-K

Assistant to the Chancellor and
Director of Development

Director of Public Relations
Director of Publications
Director of. Alumni Affairs

Chief Financial Officer

I-L Business Manager

Director of Food Service
Director Physical Plant
Bookstore Manager
Post Office Manager
Manager, Duplicating and

Mailing

Director of Athletics and
Physical Education ,

Director of Data Processing

Coordinator of Computer Services

I-0 Executive Assistant to the
Chancellor

146
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Gene S. Cesari

Richard Moirison
Lee J. Kline
Sara Sage Bryner.

John A. Ricci llo

Ronald W. Wheaton

Charles Schilling
'Ben Otten
Alice Ford

Harry Backer

Paul Brand

Gary Swarthout,

Thomas R. Walton

(Revised August 1975)



INDEX

Page

Academic Freedom 117
Academic Integrity 91
Academic Processions 39
Academic Regalia . 39
AcademiC Regulations 85
Academic Standards

Committee 34
c a de mi c Tenure 117

Acquisitions Policy . 103
Admissions Committee 34
Advanced Studies

Committee 36
Advisers 79Advisory Committee

on Tenure & Review 32
Alumni Affair6,

Director of 23
Appointments, Faculty 48
Attendance, Class 100
Auditing Courses 88

Babysitting
Bookstore 76
Business Manager 26
-By-Laws of College

(Excerpt) 124

Career Services 17
Chancellor 5

Check Requests 65
Chief Financial Officer 24
Class Attendance 100
College Advisory Boacl 36
Committee on Tenure \

and Review 32
Committees 31
Concentrations 85
Confidentiality of.

Meetings 39
Continuing Education 83
Copyright Regulations 44-a
Credit Cards, College 78

134

:Curriculum Committee
Curriculum Responsibility 81

Page

33'

Data Processing, Director of 28
Dean of Administration
Dean of Admissions
Dean of the College
Dean of Continuing EduCation
Development, Dif'ector of
Dining Facilities
Director of Athletics
Disability Insurance
Discipline Committee
Duplicating Service

Education Law 129-A
Exams and Quizzes
Executive Assistant
Exicutiv6 Committee

(Faculty)

Facilities, Use of
Faculty Associates
Faculty, Definition of
Faculty Evaluation
Faculty Evaluation Guide
Faculty, Meals for
Faculty, Responsibilities
Fa-cultY- Travel
Field Trips
Food Service
Free Elective
Fringe Benefits

Grading
Graduation Honors
Graduation Requirements

Health Insurance
Hearings
Honors
Honors Scholar

101

10
19
13
14
21

114
27
60
34
44

126
94
29

31-,

112
106

30
52
59

115
of 30

42
43
77
86
60

95
98
8.5

60
46
98
98
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Independent Study

Junior Year Abroad

Keys

Learning Center
Learning Resources

Committee
Learning Center,

Director of
Learning Center Hours
Leave's of Absence,

(Faculty)
Leaves of Absence),

t(;§ftident)
Leaves -- Sabbatical.
Life Insurance

Major Medical Insurance
Majors
Mileage Allowance
Murray Center

Names of Administrators
Notice of Appointment

Organizational Chart
Out side A ctivitie s
Overload Charge s
Overloads

p-F Grades
Pay Periods
Physical Education

Requirement
Physical Plant Services
Placement, Coordinator-
Post Office
Probation
Promotions
Proposals
Provost
Publications,
Public Relations,

Director of
Purchase Orders

Page

81 Rank, Faculty
Regisirar

. 82 Registration for Classes .

Research Policies
76 Reeearch Support

Resignation
102 Re,tirement Plan

Roiltes to Graduation

SabLiatical Leaves"
15 Studept Assistants

102 Student. Questionnaire
Subsistence Allowance

34

51
Teaching Fellows

90 Teaching Loads
50 Tenure
60 Tenure, Hearings

Tenure Plus
60 Tenure, Policy
85
68

116

132
50

4-a
40
87,
87

97
60

86
73.

17
77
99
49

110
8

Director of 22

21
63

148

Page

49
16
92

108
40
51

122
85

50
43
56
69.

105
41
45
46
45

117
Tenure and Review,

Committee
'Test Scoring

32
44-la

Travel-Advance 66
Travel AuthorTzation 66
Travel Expen4s - 68
Travel Expense Report 68
Travel, Faculty 42
Tuition Waiver-. 62

Units 86
Use of Facilities 112

Withdrawal from College 89
Withdrawal from Course 88

Xerox Machine 44-a
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SUPPLEMENT TO
ELMIRA COLLEGE

INFORMATION. MANUAL

AUGUST 1 975

A. From the August 1 974 Supplement,

1. During the Academic Year, any staff member who is
physically 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 will
send 'the individUal to the hospital.

ti

0

All accidents 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 timely 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.

3. Where two or more members of the same family are
resident at the same time at Elmira College, a credit
on room and board charges is allowed, each student
according to the following schedule:

Credit per Family Member
First Student None
Second Student $200.
Third Student 400.
All Additional Students 400.t

4. The, rental fee for the 'cap, 'gown and hood ($6. 00 for
Cornmencement 1974) will not be refunded for students
who choose to graduate in absentia:-

The same fee will be charged and should be identified
as the cost of graduating in absentia.

5. Caterer's Permits

Campus Center and Murray Center

Beer license covers the sale of beer. A Caterers
Permit is required if liquor or wine is to be
served.

X49



Supplement - August 1975 2

b. Eagle's Nest

A liquor licenSe permits us to sell liquor,
wine and beer. No Caterer's Permit is re-
quired if the event will be on the premises.

c. Occasions Re uirin a Caterer's Permit

A Caterer's Permit costs $30 arid this cost
should be passed along to the user.° A per-
mit is required 'f6r any event held on Elmira
College premises at which liquor or wine
will be served and which is not held on the
premises of the Eagle's Nest.

6. Anticipated travel by members of the faculty and staff
should be registered with The Development Office three
weeks in advance .cif the trip so that all trips can be- co-
ordinated. Individuals taking trips at college expense
may be asked to perform services for other offices.

B. Supplemental Information - August1975

1. Board Refund's

a. Board refiinded f84-...sfudents who will be
off 'campus during Term III will be $12.00
per week.

O

b. Refund for meals missed because of student
teaching or field experience will be:

Breakfast $0.30
Lunch 0.65
Dinner 0.85

2. CCFL Student Access Procedures

Student access is a cooperative arrangem nt among
CCFL member institutions (Elmira Coll ge, 'Alfred
University, Hartwick College, and Caz= novia Col-
lege) which allows students to study at another .CCFL
member institution without any excha ge of room, .

board, or tuition.. The Stude4t Acc ss 'Program is
intended to provide you with maxi Um access to the
combined resources of the conso ium institutions.
Credit is granted for courses ci pleted on another
CCFL member campus, or for /off- campus programs
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sponsored by a member, college or.by the CCFL.
Student Access is coordinated through the Office
of the. CCFL Deputy DirectOr on each campus
except Elmira. °ALL. QUESTIONS ON THIS
CAMPUS REGARDING STUDENT ACCESS SHOULD
BE DIRECTED TO THE DEAN OF. THE COLLEGE'S
OFFICE.

SELECTION OF COURSES - 'It is your
responsibilit select:Courses...at the
host institution.. Your sources'of infor-
mation include your advisor, a catalog
of cofurses from the other CCFL member
instil unions (Gannett- Tripp 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 onthe host campus). This
is,a crucial steT, and usually involves
a visit to that campds since actual.
course Schedules varyfroxii semester
to semester, and catalog descriptions
may or may not provide sufficient infor-
mation from which to make course
electiona.

STUDENT ACCESS FORMS - Forriis for
student access participation ere avail..
able at the Registrar's Office. Student
access fotms must be completed in
triplicate..

c. ADVISOR:

(a) The advisor must confirm that you
are taking courses that satisfy
graduation requirements, and are
supportive of your academic plan.
Final responsibility for the selection
of courses and satiefaction of grad-
uation requirements, however, is
always vested in you.

(b) After courses have been selected
at the host institution, 'your Elmira
College adviSor bfficiAlly approves
the program by signing the. student
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access for, line 4, "Home In-
stitution Approval Granted".

d. DEAN OF THE COLLEGE -
,

(a) The Dean of the College must verify
that you are eligible for participatior
in student access. The Dean of the
College will confirm that you are
noton academic or social probation.

(b) The program is intended to prO`vide
"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-
ditibnal costs will he involved. For
instance, if you do not participate
in the Elmira College room and
board program, .you will not receive
those services on the hogt campus
unless appropriate arrangements
are made and monies paid.

( ) The Dean of the College will dis-
tribute the completed student access
forms as follows: 1 copy to the
Elmira College Registrar; 1 copy
to the Deputy Director at the host
institution; and, the third copy for
the Dean of the College files.

REGISTRATION -1-cin order to participate in the
student access, program, you must register and
pay fees here at Elmira. The registration

° "program of courses card" should read "CCFL
Student Access at College." You
then must complete the necessary formal°
registration procedure .at the host institution
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 institution's. registration,procedure. It
is, however, your responsibility to confirm
this service with the Dean of the College.
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f . CALENDAR/COURSE LOAD C_ ONFLIC:TS -
The institutional calendar and course ac-
counting system varies- from institution to
institution, 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

Attached is a one page list of procedures covering
various emergency procedures. Read it carefully
and have it available for quick and easy reference.

.4. Family Educational Rights., and Privacy Act of 1974

Fallowing are the guidelines which have been established
in order that we may comply with the provisions of this
act.

a. All students registered with the Office of Career
Services should give blanket, written peritiission
on forms we provide to send their Placement
Folders, including copies of transcripts, to all
einployers 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 0 to respond to the NAIA
eligibility forms.. All otherstudents will be
given the option of signing a. release in the event
the college needs to respond to some request.

b. 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.
Sttidents 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 processing each request.

c. The student's file or transcript will include a
list of all third parties to whom copies have
been sent.

15)-
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d. . We will place in every student folder a form
on which-,individuals inspecting the folder (in-
cluding the Student) must record 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.

e. The following statement will be placed on the
outside of every credential folder and on a
note'attached to any other personally identi-
fiable information sent to third parties.

"This information may not be
shown to another party. It is
for your personal use only."

College attorneys advise that in using the
statement the college meets its obligation
regarding furth party access.

f. Students who request copies of information
in their files must make such request in
writing 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. Information requests
made on 19 November are answerable on
2 January 1975.

g. In relation to admissions, a student is de-
fined as such only after he registers for the
first time. At that time the student would
have the rights given in the law.

h. Grade reports and notification of disciplinary
actions shall, in accordance with the law,
continue to be sent to parents or guardians.

i. _The Provost, is designated as the person to
whom the student goes for a hearing. If a
conference cannot resolve the issue, the
Academic Standards Committee will be the
appeal group.

3. In no case will students have access to the
PCS or any other information regarding' their
parents economic status without the written
consent of the parents. Neither willY they
have access to medical records.



Supplement - August 1 975 7

5. Transfer. Policy

The following Statement of Policy will govern transfer
of credits to Elmira College, and replaces all policies
previously established.

0 a. General Requirements for Undergraduate Degrees.

(1) Baccalaureate Degrees.. Successful corn-_
pletion of at least 20 *Wilts (30 semester
hours) of credit from Elmira College and
a total of 80 units (;120 semester hours) of

0.

credit.

(2) Associate Degrees. Successful completion
of at least 8 units (12 semester hours) of
credit from Elmira College and a total of
40 units' (60 semester hours) of credit.

(3) The major or concentration,must include
successful completion ofat least three
courses (a minimum of 9 semester hours
or 6 unit's) taken at Elmira College. These
courses must be from.. those required for
the major or concentration.

(4) Tor all undergraduate degrees, the student
must achieve a minimum cumulative grade
point average of 2.001for all work taken at
Elmira College.

b. General Requirements for Graduate Degrees.

(1) Successful completion of at least 21
semester hours-of credit from Elmira
College and a total of 30 semester hours.

(2) Achievement of a minimum cumulative
grade point average Of 3.00 for all work
taken at Elmira College.

c. 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 will be considered for trans-
fer to Elmira College from institutions
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which "are accredited by an agency-w ich
is a member of the Council on P&st-
secgndary Accreditation (COPA).

(2) Students who hold the Associate Degree
'from an accredited college as defined
above and have achieved a 2.00 cumulative
grade point average (on a 4. Q0 system)
shall be considered for full Junior Standing.
"Full Junior Standing" means that not
fewer than 40 units (60 semester hOurs.)

0nor more than 45 units (68 semester hours)
will be granted for the Associate Degree,
and that the student has-met all the general
degree requirements required of fresh--
men and,sophomores. (Mpre 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 units: )

(Students will have met the Elmira College
Physical Education Requirement only if
they have taken and completed a physical
education requirement from the college
from which they intend to transfer. )

(3) Elmira College accepts credit recom-
,mendations as given'by the Commission
on the Accreditation of Service Experience,
Educational Testing Service, New York
State Department of Education, and The
American Association of Collegiate Registrars

; and Admissions Officers.

4) All other credit determinations will be
made by the Registrar in consultation
with the Provost and other appropriate
officials on the basis of guidelines recom-
mended by the Academic Standards Com-
mittee and approved by the faculty and
Board of Trustees.

(5) Cotirses taken at another college and in
which the student received 'a grade of D
may be accepted to waive a prerequisite
or a degree requirement, but will not be -

transferred_as credit except under
Section 5-c-(:2) 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 higher
grade.

6. Elmira College Grading. System.

a. The system shall, include the following grades
which carry quality points and are thtis included
in computation of grade point average.

A, A-

B+, B, B..

C+, C.; C,-

D +, D, D-

(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, involving
high proficiency in the attain-
ment and application of knowl-
edge and skills.

(70%-79%) represents an average
perfbrmance. It should indicate
familiarity 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
superior work in Other courses.

F (Below 60%) Indicates failure. No credit.
o
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Each of the grades identified above shill carry
the quality points indicated below.

A = 4.0 D+ = 1.3
A- = 3.7 1.0
B4 .'3 D- 0. 7

3.0
B- 2. 7
C+ = 2.3

2.0
C- 1. 7

c . Additional grades which _shall be available for
use, but which do not carry quality pointl and,
except for 'WF, are not computed in the grade
point average are:

I = incomplete; final examination deferred or
work not completed for reasons of health or
serious emergency; becomes an F if not corn-
pleteil within six months.

P = passing; represents A through D as defined,
above.

W = withdrawal; indicates withdraWal while
passing the course.

WF = withdrawal failing; indicates withdrawal
while failing the course, or withdrawal from
the course after the fifth week. (Counts in
grade point average as though it were an F.)

Procedures for Awarding 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 to the Commencement at which
he expects to receive the degree. The application
form must be signed by the advisor attesting to the
fact that the student has developed an academic pro-
gram which, if successfully completed, will result
in completion of the requirement for the Associate
degree indicated.

At-the end Of. Terin Ii of the year that the degree is
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is to be awarded, the -advisor must further certify
that the student has in fact completed the require-
ments for the degree.

Appropriate forms are available from the Office
of the Registrar;

8. Academic Program Planning Coordinators

Three academic-areas have been identified as follows:

Health and Technical Services - Dr. Lindsay

The disciplines included are:

Biology
Chemistry
Physics
Geology
Speech and Hearing
Mathematics

B. Business and Human Services - Dr. Kobayashi

C.

a

The disciplines included are:

Business Administration
Economics
Political Science
Sociology
Psychology .

Anthropology
Education

Arts and Humanities - Dr% Whalen

The disciplines included are: ,.

English
'History
.Art
Music
Theatre
LanguageS
Philosophy and Religion.

-The Coordinators have responsibility for reviewing the academic
programs being offered for both full-time and part-time students.
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It is anticipated that these programs can be combined"to improve
the curricular opportunities for all Elmira College students. The.
Coordinators will be responsible 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 expected to review the credentials of
both full- and part-time faculty and be closely involved in making
°recommendations for hiring faculty.

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 Dean
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-
mendations to the Dean.

August 1975 If
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EMERGENCY PROCEDURES - PLEASE POST BY TELEPHONE

A. FIRE - Very small fires .may be handled through the use of a fire extinguisher.
In all other cases of fire:

1. Call the Fire Department
Building Address is:

2. Pull fire alarm.

3. See that everyone h s vacated the building and remains a safe distance away.
Notify Security.

5. Notify a member of t inistrative staff:

734-5121

4.

Dr. Ru er (732-6400) Ext. 212
Mr. Wal on (734-5632) Ext. 285.
Mr. Whe ton (739-7255) Ext. 205
Dr. Mitte stad (733-5041) Ext. 221
Mr. SchilTig_ 1 (733-2759) Ext. 251./278.

B. 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 building and remains 300 feet away until
all is clear.

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 hospital that a patient'

-will' be' arriving. Do not try to move anyone who cannot move himself..

2, If College is not in session, call directly for an ambulance (734 - 9141).
State addresS, best entrance, nature of illness or injury.

3. If a staff or faculty member is injured during working 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 hospital. .

All accidents must be reported immediately 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 claim.

D. EMERGENCY NUMBERS:
Police 733-6641 Clarke Health Center 732-1541,
Fire Dept. 734-5121 Ambulance 734-9141

E. The Clarke Health Center, Switchboard, Campus, Center, Head Residents, andf Security personnel are interconnected via two-way radio.

August 1975/f
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