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SALEM COLLEGE TATEMENT OF IDEALS., GOALS, AND OBJECTIT

Collogc is a.pivate,.non-sectarian institution of higher learning
op -ii to allqualified studehts...

. .

Salem College is c6mmitfed'to- 1j.beral arts. and career training programs'
The CollegO i,;.dedieated tiS,the task of helping the Audent develdp in-.
tellectu4.1 and twthnicaL Competence, and-social and moral maturity. .This
1AJ is specifically interpretedto mean that inquiry,- imagination, and
re;ourc fulness are encouraged;.that competence in .Communication is ex-

- pected;.thattlirte'portionS bf our heritage are transmitted whicli will
develop an ability in ceitical analysis gather than amassed information.

t. Salem Cvllege seeks to becoitie a vital entity to the community by opening
facilities a-nd activities as well as courses to citizens' of Salem,

Cl-arksbOrg, and.their environs; and byte Personal participation of
tacultly:and students. in CommUnity.planning and projects'. However, the
individual remains the. foc :no guidance.
mphasis on othicaiand religidus values,' social responsibility, and
healthful living is designed to encourqge.a. constructive philosophy of

hplioves its fest, missiom i8 to teach and it has, recruited a faculty
wliich t "instantly growing' in excellence.- The College encourages open-

inqu iry:and-fhe pdrsuit.of academic excellence.

The faCulty and student body are given an opportunity-for self-expression
and self - government- and the responsibilities that go with them. -

0. The Col4ege believes the educative process goes beyond the classroom. ,It
offers opportunities for personal and social development and encourages
ntvaried exlve-eurricular activity program.

Salem College tries to inCulcate in its students -a sense of responsible
eitizenShip, sOcial and community awareness, and-a' grasp of the problems
of democracy.

It is our aim to produce, in our students adaptability so they can be
responsible leaders in an ever changing complex society.

41,
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ADMINISTRATION.

Salem College is a private, non profit educational itution chartered by
the. State of West Virginia with a set( perpettiging BO rd of Trustees.

The Board Of Trustees is presided over by'a &Lily aide ed-lhairperson. The
membership is limited to 40 active iiemberth .who serve oar year terms but are .

elibble for re-election. Two regular meetings are cheduled, each year, in
October and April. Interim buliness cf the Board' is conducted by the.E*ecutive
Committee which is composedo(the chairperson, the vice chairperson, and,the
chairperson of each of the standingcomlnitteed-of the'Board.

/

OFFICERS OF-Tik COLLEGE 4 0

The President is elected'Innual* by the Board of Trustees. Other officers
of the College are appointed annUalIyby the PresidenLaubject to the approval
of the Board of Trustees. The functional analysis chart on the folkowing
pages shows.how'each aspect of the life of the College is under the supervision
of these officers.' This does not imply, however, a tight compartMentalization
of ,.either functions or persOnnel, On the contrary, the charactersOf the College
as an organic whole uniting common goals ana interests shown i'n vOiclue-ways..
Under the charter of the College the President:acting with the authority of.

ithe Board of, Trustees, is ultimately responsible for all elements of the College.-/

' The Administration of the College is carried out through three major unitsi
The Administrative Cabinet, The. Administrative Council, and the Budget Committee.

Administrative Cabinet J e
Ce

)
The Administrative Cabinet is "Composed of.tlip President the Dean of the
College, the Director of Fiscal Affairs, the Vice-president for Development
And College Relations, the Dean of atUdents, the Director of Grants and-
Special Projects and the Director of In3ititutional Research and Assistant

.

to the President.

Cabiriet advises th10_:Zesident.regarding admin strdtive matters,'-basing
their judgemen s-upon established Board polici ,...arid establishes a working'

,,,ealendar and age da to assure Coordinatpn of essential college activities
in order to meet crucial 'deadlines,. and serves as a prime communication
source throughout the Coilege.:. The Cabinet is the principal operating
committee of the administration! Major concerns covering all areas of the
College are discussed ,by this group. The Cabinet meets twice each month,
but is subject to call when the need arioes. In the absence of the President,
the Dean .of the College will preside.
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Adrhini.st native Council

3li

The'Administrative_Counpil, in addition:to Cabinet members,.includes
the Director of. the Clarksburg Campus; the Chairperson of th acuity,
the Associate Dean and Registrar; the Director of Admissions, he
Director of Financial Aid, the President of the' Stadeqt GovernMent,.and
the Title III,Coordinator..

4:
The Council serves as a

"

top-leLel communication an coordinatirng Medium
through which Board pericies and guidelines interpreted
tratj.vp purposes. fiy meaits7of-Che Council, concerns Jerom,gi broad area

.the College can be shared )and suggestions for improved operation Can

t
be considered and implemented. The Councill wp.1 meet once a -month.

1

Budget Committee..

ThP Budget COmmitteeiconsists of the President, the Dean of the College,
the Director' of Fiscal Affairs,*the Via77eadent for Development and
College Relations, and-the.Director of InstitutionatResearch and Assistant
to the President.

I

The Budget:tommittee will meet dnce each month or more frequently ifQ
necessary to kec!pa close check on the financial status of the College at
any given point: in time.

V
(W1'1(:ERS '0F THE ADMOSTRATION

. The President as the chit.f executive officer of the CollegeserVea' as the /

)
legally- constituted cha nel for communications with'the Board of Trustees
Ind is oltimately acco table to that Body for the Administration of the
1;n11Pge. Reporting directly to the president are the Dean of the College,
Dietor of Fiscal Affairs, Vice President for Development. and College
Penkions, Director of Grants and Special Projects and Director of Institutional
1p:-;parch and Assistant to the President.

The Dean of the College has authority and Is responsible for the academic
dministration of the institution in Keeping with policies, Objectives and

,:01idelines approved by the Board. The most important operation.of the campus
the academic, for which the Dean of the College provides leadership. The

h.iq7-purpose of academic administration is to provide the actual courses and
programs of study in which aducation. takes place. :The Dean of the College .and
those who work with the Dean are instrumental in creating an atmosphere which
will promOte a harmonious, rational and viable curriculum to meet the needs,
of today's students.'

,

Al minis t rat ors reporting to the Dean of 'the College ar' the Associate Dean

-and Registrar, Dean of Students, Director of Clarksburg Campus, Director of
TZtaclier Education, Director of Library, Director of Upward Bound, Title III
Guorninato, Director of Heritage Arts, Instructional Division Chairpersons
ind Department Chairperson's. (Director of Grants .and Special Projects in
matters relating to academic programs.)*
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111. Hir,clor of Fiscal Affairsis respopsible for the colle*.iin'and
Of till "College funds. The Director of Fiscal Affairs supervises

Aounting functions of these funds. Finantial reports as' required
nr,,pared,by thcvDirector of Fiscal Affairs. All informatioti of a

financial nature isavailablein this office.
,

D17(eror of Fiscal Affairs'is to make recommendationS that will be
holpful' t,n roducingexPerises. or' increasing the income for the College.

is !he, Director's responsibility to notify the ,administration and the
of Trustees about possible financial problemg.

.

The Dtroet or of Ffiscal Affairs, in consultation with the Budget Committee,
f(4r the preparat-ion of the annual operating budget and for

eotatol vf expenditures asset forth in the. approved budget. The
mlieetor of Fiscal-Affairs preparegmonthly budget reportg and submits 1them
Ao-I-KrNopr/priate members of the College staff. In_consmltation with the ,

c.0,up1,4The Director of FisCal Affairs will assist in continuous evaluatilin
II asOects of College operations. Throd0 the cabinet the Director
,Lisign responsibilities as appropriat, and necessary to assure proper

,,,.1in13nanee 'of facilitieseI space utili.zation; operation.ofteeding, housing .1
rontinuat ion of friri benefits for all employees, bookstore,

.111.1 (21 her auxiliary.enterprises. t

I, 'IA the Director of Fiscal Affair's responsibility to furnish the Board
rf

4
Ttustee.i'with an annual audikted financial statement.

.

.,A hint Aralyrs reporling directly to the DiFectbr of Fiscal Affairs are the
4A'Hlant Director of Fisca Affairs\,-Director of Financial Aids, Director
of 'Physical -Plant Maintenance, Purchasing Agent, Director .of Custodial and-

pport.erviees; and Bookstore Manager.

.
Th r,l nt. the,Vice President for DeV4lopaent and College'Aelations is
peineApVly two-pronged. It concerns itself With the needs oE the students C\
tnd faculty internally and serves as the principal liasonawith the public
,xtornallY" r'

1/4

.,
with the President's Office,,the Dean and faculty, the Development,

Oftee assistsin. as.sessin the 'academic needs of the College as they relate
in teaching and encourages faculty involvement in.certain projects that it
1m fell will improirthe quality of instruction. Priorities must be estab-
11,:hod to meet the physical or equipment demands necessary within the resources

it!tilarly, the academic, housing, and extracurricular needs of "the students
1 1,1 t he received and,weighed'periodically.''

. x
) \those projects and matters that are within the framework ot ,. Salem's -goals

.tud objectives and which merit further pursuit are then prepared'and Ore-
;ttted to the proper parties concerned. These may be an individual, a
(oiporation, a foundation, or alumni and public at large.
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qx*tojina the 'responsibility. Of ple Development OffiCe to promote
alrimni adtilifities Plan-the general format of the College public.Relatiqns
programs and disseminate publit-information:. In add4.06on, admisa.ions ',-
fulls under the responObility of the Vice Pgesidet*for_DeVelopment. It

is felt that .the DeveloPMent.Oftice Staff,shOuld serve as the major liason
with the outside public in Community affairs.-

e,

.:rhe principal task of pairameunt import ance, to which -the:DOelopMent Office',

iddresses itself/ is Fund Raising. , Fburimajor means are utiliead; annual
giving, capital -campaigns, deerfq giving, and special appeals:

A(fthinistratora reporting tQ the Vice President for Devglopment and College
Relations are President ,Emeritus, Director of-dmissionatnd Alumni Services,
director'orPublic Information and DirectOt of Publicai.1

12.

laan of .Students has, the authority and responsibility for aal phases of
4rtident life, conduct and welfare. A unique feature of SaletaColles

r0
,dncational.program is directetudent. involvement in campus.affairs:

16,

end out of the classroom., TheDean.of Students and the Dean' of the Ake
../,,rk closely together in coordinatiOn of student life. The Dean of.Audents

I irects all co-curricular activitieg:,
I

RiTi)rtinli, to-the Dean of Students are the following adminAStrators: Associate
c.lh of Students,' Director of Healfh Services, Placement Officer, Counseling,
,R,indolph, Campus Center Board, Pool a d Intramurals, Resident Directore,
!:-.Impus.Fplice, Community Congress,'Itter-Fraternity/Inter-Sfrority council
and Dirtror ofCareer/Life Develop re t.

Career/Life Deveydpment Center

The purpose of the Career/Life Development Center is to expand the
existing counseling prograd by focusing,on careersdevelopment/Ilife- .

lrtyle preparation, and to integreate the advising, testing, counseling,
andailacement functions more with th' total edu9a.tiOnal program of
the ollege.,

Its al are to:

--Worm and clarify Ito students in a realistic way what Salem College
can offer in terms of career development and life-planning.

71-Help student's assess their needs, values, aptitudes, vocational
interests, and career aspira.tions.

--Provide informat-ion to students about current and future career
Oportunities as well as continuing education opportunities,_ (i.e.,
graduate school, professional school, and tn-service education) .!
thtough a comprehensive CAREER RESOURCE LIBRARY.'

-Ald students in formulating tentative careen goals and testing
them against their growing self-concept.

7
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--Assist students in exploring their tentative career goals by.
-.helping them obtain internships in actual work exp'r eiencs.

.
..

. .

own a--AssIst students in examining and exploeing their own nd others
life styles,

)
,

,

. :-AssiSt returning studentSin.acl4eving a smooth-transition from.
fhofr world of experiences, back te former edtieation. :' --

.'

. .

- rsin Care Advisers andr Peer Counselors to:Wonk,yith students
'thin the philOs4Ohy.ofcaretrldevelopment anal fife-pIanni

- -Train students to sell,theMselves (includes SoCialSkills)7through
moc interviews, resume writing, and--plaCemen't assistance. Ultimate

1
res onsiBility for finding a job rests ,with the students.

... --Assist students with personal concerns through individual and
counseling..',

I v .

4

setvicetthrough student self-reportp',tareer Maturity
Invelittvry,'and possibly some measure-of persenal*control:(Le.,

.

Locus of control).
*

.., .,

. .

ThelDirector of Grantated'SpeCial:Projects.is' responsibleAox maintaining
-contaet with. govermtental and funding_agencies. The Direct* of Grants and
Siccial Projectksdevelepseand processes proposali for grantsfthrougli fedOral
,,,, well as,notederal agencies, and fourtilaeion8. ii

II
. .,

rheDirecter of Grants and Special Projects will keep
*

current
4

n all existing
tioni concerning federal %tants and the 'possibility of ding'new-federal
s instituted by the. governing body,. , '.4

` .: '1..
. . .

0 Dire.cior of Grants and Special Projects will have the cooperation efthe
1,1'illCollet community by .reverting directly to the President in grants for'
wierall institutional development and to'the Dean of the CollbRin academic-v-
prOgram grafts.

1.

k

4. ,

.
I ddi aitrono respensibilitiese of position will include completion of the
I. Pd*Davis Building and assistance to
li

the.Director.of Fiscal. Affairs in fur-
k.it Ir developMent, of the physical

2
faclitied-of the campus,..

4
.

.0"--- . 4%

,.......-c"----
I ) i r r c t o e of Institutional Research and PlanWing and Assistant to the President

['his office is respedsible for collecting,levalut:ting add presenting data,
preVaringdbcuments,-establ?Shing with the Presiders' and tpe Dean of the College.

N a platiningsystemand:then coordinating planning by use ofi established systems.o

,fn research efforts, tbe thrust will be to.discomeAlethods of finding answers*
.10 that which we need toltnow ;about the entire college. ,

-. ;

,c_./ . . ,
.

C.
,ln !he plInning process;thisoffice'provides the necessary coordination and

*,

maintaining w::, assure that decisions
.

are. guided by reason based upon research
.data, rather than by chance. An attempt is made to keep all elemenps of the
college involved in the planning process. Together the purpose of research
and ',Fanning is!ra realize the college mission.

i)
i

.- .
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Div sion Chairpersons, are appointed by the Dean' of the .College, -and haye
1hr responsibility for : coordinating and communicating all academic policies
trim the Dean of the College to the.' Department Chairperson; assisting depart-
ineer0 chairpersons plan and 'imPleme9t departmental curriculum; aiding and
iubiport ing department chairpersons in departmental budgetj.ng and 'staffing.

"The Division Chairperson shares in the resporisibiliy for evaluation of all
!aft working within the 'dOision and, report this evaluatiorcto d/he

Dean of the College on a semester basis.. The Division Chairperson wfV1 .

1ms iAt the peanof the College, in the selection of the Departmental
,person within the respective division.

ChairpexAons are appointed by the "Dean of thd Collegef ,Initial.
.1Aoiritaients 'are for two years. After the initial epial pointmenZ, reappyintment
it for an indefinite' period subject to periodic review and evalitatiOn by thet-;an of Elle ,Col lege.

L
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v
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4 'John owerb
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President
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Director og Libraries
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Student Services

IsaacoMaxw011
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paUl Plate

er,
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cal Affairs

4 Flora Capicola

Mary Furr ,

Ruth Kelley
Ralph Floria
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Austin Helmick
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...

Dean'oftStudents
ASsOciate Dean of Students
Director Career/Life
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Director of FisCal-Affairs
Assistant Direct6t of Fiscal
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Bookkkeper
Purchgting Agent
Director of- Food Services.
Director of Student Financial Aid

-- Director of Physical Plant
Director of Custodial and Support
/Services

Bookstore ManagerBonnie Curran

,'
De

1/4
velopment and College. Relations

James C. Kughn; Jr.

Janet A. Williams
Patrick Haun

WA nita Curran
Steven 0 nstein
RoSemary Grady-
RebecC W. Horvath
Anthony izza

Vice Pre dent for Development
and College Reld,tions

- Director of Public Information
- Director pf Admissions, and

Alumni Services
Alumni Secretary
Assiatant Director Admissions
Admissions Counsellor
Admissions Counselor
Admissions Counselor
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DIRECTORY OF FACULTY MEMBERS AND OFFICE ASSIGNMENTS 1975-:/6

HUMANITIES DIVISION 'Melvin Nida, Chairperson-

Art-Department

John Bond,.Chairperson
Johnjtandolph
Elizabeth -Whipple

.Art Building
Art Buidiaig "
Art Bpilding

Communications/Theatre7Arts Department

Venita Zinn, Chairperson
Patrick McHugh
Mark Mills c
Silly Freeland
Jean Christie.
Ralph Allen *

Leone Carstensen

f(
Liberal Studies Department

Robert Florian, Chairperson.
, . Joseph Snider

.

Andre Gschaedler
Edward Spatafore .,
Melvin Nida

-.-

Music Department'

Ruth Rogers, Chairperson
JametJackson,
Glar Kendrick
Lorenz ahlers

SCIENCE AND MATHEMATICS DIVISION
Is

Biology Department

Thomas Pauley, Chairperson
Edward Jarroll
Juanita McCoy
Wayne England

-11 'Chemistry Department

Thomas Bond, Chairperson
Alan Clarke

(Thomas

231
230
230
-239
P
313

Davis Building
Davis Building
Davis Building
Carlson Hall
Carlson Hall

305 Davis Building

214 Carlson Hall
318 Davis:Building
218 Davis Building.
'307 Carlson,Hall
312 Carlson Hall'

.Van Horn Music, Building
Van Horn Music Building
Van Horn Music Builaing
Van Horn-Music Buildirig

Paulex,,Chairperson)`

235 Carlton Hall
233 Carlson Hall

, '217 Carlson Hall
233 Carlson Hall
.

316 Carlson Hall
125 CarlsonHall
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ScienCe. and Mathematics Division. (continued)
/

Mathematics Department.

Marvin ,Sperry, Chairperson
Donald iChristie
John Curran

.

117 Carlson Hail
116 Carlson. Hall
115 Ciirlson Hall,

BiHAVIORAL SCIENCE DIVISION s(gvelyn Johnson, 'Chairperson)
4

'Human Services. Department

Welyd Johnsbni Chairperson
John Craig .-/
Randolph Scott
Michael Wargo
Wayne Hanson.

,Political Science Department

David Lynch, Chairiperson
Michael, Greer
Edward eat

Psychology Department

Kenneth Macurik, Chairperson.
DOnald Perry

' James Kohn

0

NCCATIONAL AND PROFESSIONAL DIVISION (Gary

Administrative Science Department

Alfonso Romagnoli, Chairperson - 118 Carlson, Hall,
Pavle Jankovic 113 Carlea Hall
'Donald Simmons 234 Carlson Hall
Clayton Pinder 114 Carlson Hall

:314
313
319
211

Davis Building
Davis Building'
Davis'Auilding
Carlson Hall

234 Carlson Hall
Adm. Building
213 Carlson Hall''

Carlson "Hall
212 Carlson Hall
'21B Carlson Hall

McAllister: Chairperson)

Education Department

Gary McAllister, Chairperson
Mildreth Compton
Juan Valdez
John Spears
George Lanciane*e
Francis Gilmore

210 Benedum Library
218 Benedum Library
217 Benedum Library
211-Aenedum Library
111 CarlsOn Hap
209 Benedum Library.

I
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Vocational and.ProfesAonal Division (Continu8d)

Industrial Technolo Department

Terry Haggerty, Chairpe&son
o Howard Powell
'Terry Feight
William Kapphan

Nursing Department #

Dolores Floria, Chairperson
Carol Ben Ringer
Marjorie Bdwe±
Janice Cutlip
Betty Lee
Maxine Mason

physicd1 Education Department

N107jaa±lson Hall
1b5 Carlson Hall
INT Building ,)

314 Carlsbn Hail
218 Carlson Hall.
112 Carlson Hall'
218-Carlson Hall
11.2 Carlson Hall
112Carlson Hall.

Harry Hartman, Chairperson 217 Davis Building
Ilichard Bond 111 Davis Building
Joseph,Ault 1,10 Davis. Building
Marvin tinhorns 115 Davis Building
Martha ieveriCks 208 Davis Building
Carla Davis 208 Davis Building
.Larry Blackstone 114 Davis Buildin4



CONSTITUTION FOR THE FACULTY OF SALEM C)LLEGE

.PREAMBLE

We, the meters of the faculty of Salem College, grateful'eo
'

Alm'i!ghty'God for a democtacy which permits self- goverment and for an

1[1;st itution which pfact,iCes acad mic freedoM, and mindfhl of the obligations

,dch freedom entails, do establish this constitution.

(:()11ege

ARTICLE I'

Name

The name of th s organization shall be The-.Faculty o Salem

ARTICLE II
, IP

Purpose
% 1

'`Section 1. To make more effective the_gdmi istration of all_ typesrt-r-. ..e,.. .. - e,,t teaching, to improve the quality of scholarship of students, to refine
.

,,methods and materials of instruction, to,discovek adequate Modes of social

cfunTrol, to-stimulate scholarship, feseatch and educational contributions
. 7

rtum members of the Faculty.

Section To coordinate the teaching progr n,Salem College to

ltiain the above objectives by approved methods giving consideration to the

r_ysuits of educational research and scientific inquiry.

Section 3. To. become familiar with educational methods and practices

.Aol Institutions similar to Salem CoOege that there may be mutual gain through
_

014: e of ideas.

Section 4. To maintain a-close working. relationship with the ad-
a

kinktratibn and Board of Trustees of the College, recognizing-the'authority'

0A in assisting ip the planning and deVelopment of the ahle6.

1'
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4,,

ARTICLE III

Membership .

15

Members.:Of the !aculty of Salem College shall :include all person's..

appointed to academic ranks; together with he President, Dean of 'the College,

Vice-,PresiOent for DeVelopment and College Relations, Director of Fiscal

Affairs, Director .of the Clarksburg Campus, the Dean of StUdent Selqeices,

the Associate Demand Registrar, and other administrative staff personnel

appointed to academic rank.
e.,

ARTICLE Iv

Meetings

A regular meeting ofjhLsyassOcjatiOn shall.. be held each month

(luting the regular academic-year at such a time or place as may be determined

.

hy the Executive Committee.

A'

ARTICLE V

Officers

The ofeicers_of this organization shall be a Chairperson, a Vice -

Chairpersoh,.and a Secretary. 'The terms of office of "all officers shall be

a term of two years. They Phan be elected by a mijority vote at the

last regular business meeting of the official term in office.
.Ze.

ARTICLE VI

Standing Committees

Section 1-.. There shall b4 six Standing Committees as follows:

(()'Executive Commxttee, (2) Committee on Analytical Studies, (3) Committee

iOn CCredeting, (4) Grievance Committee, (5).Teather Education Committee,.

(6) Committee on Academic Ztandards and Honors.
kg

18
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atrMberS:

Section

\16

2. The Executive Committee shall be composed of eleven
11.

,

iThe.ChairpgrsOn, Vice-ChltrpersOp,'and Secretary of the Faculty,
. .

aud ah elected.represontative from each diNi,i.sion, the Associate -Dean and

Registrar, Dean of the College, President, and one student from the Executive.

commit tee of t he Community Congress.
4

Section 3 The Chairperson of the Committee oh AnklytiCal Studies,

and the Chairperson bf the Committee on Accrediting may meet with the Exftutive

Cumfiitled, bUt shalhl not vote gs members of the Committee.,

.v

Section 4. The Committee on,Anaiytical Studies shall consist- of.
/. j

loh Members: 4. Members elected.* the factilty for a two year term, the term

ni 'Lwosexpiring each year, The Chairperson of the Education Depa&m6nf, the

DiTector of 'Institutional Research and four people appointed; by the pres.iden:

Of thelt. fdculty.Membek One should be elect from each division.
.

Section 5, .The Committee on Accrediting shall consist of five

members: two to litiappointed- by the ExecUtive Committee

yi,ars each and three to `be elected-by the facultyfor. a term

the term of'one expiring each year: The Committee each year select one
)'

. .

I

for :terms .of. two

Of three years,

01 thcir members to serve as Chairpe

Section 6. The Grievance Committee shall consist of three Membera_'

eho arc not department or administrativeofficers; each to be elected by the

Fleulty for a term of three years, the term of one expiring each year.'
.

Section 17 The pScher Education Committee shall be composed' of the.

, .

following: The.Facul.ty of the Education Department, a member (who has Wad

public school experience) from each of the other divisions which-prepare teachers,

the Associate Dean 'and Registrar, the Dean' of Student` Servieds,'a member of the

Guidance Committee, and the Dean of the College as ex-officio members. The

Chairperson of the Education Department will serve as Chairperson of the
.

Commit tee.

1F)
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Section S. The Committee on Academic Standards and Honors shall

eonsisl of Seven members: thiee to be appointed by the ExeCutive Committee
*ID

for a term of one year each, three to be elected by the facility for three
. .*

years, iterm of one expiring each year, and one student.

ARTICLE VII

'Amendments'

'
This conatitutibn may be amended by two-thirds (2/3) vote at an

4

regular meeting, providing a aopy.of such amendment has been sent by the

Secretary-to each member of the association at feast thirty,(30)days before

thr meeting date at Mich the vote is to be takelp,

ARTICLE VIII,

Rule's of Order

r.

The gules,of Pariiatheptary Practice comprised in Roberts Rules of

.4.0Order, Newq Revised shall goveft the.deliberations .and: proceedings ofthis

,.xsociation,,subject only to the special rules which have been or may be.

established by this 'constitution or its 'by-laws.

BY-LAWS

.Article -I

Meetings
,-;(1

,

In addition.'.w.the'regular meetings-as set forth in the Constitution,.
G

specie business meetings Shall convene upon the call of thdllhairpersort of the

Parulty, or in his of. her absence the Vice-ChairperSon,, or upon the request to

the'Chairperson of one-sixth (1/6) of bhe members of the faculty.- At special

meetings only thRSe items mentioned in the call shall be considered.

L

2 0
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I rs

'Article II

.A q brum shall consist of a majority of the members-of the

organization.

Articlepl
/Finance

No dues shall .be charged to any member as a basis for membership.
e

Any expenses incurred shall be incurred only upon the assumption of.such
.11

expense, by voldntary contribution.

Article IV
Duties of Off,icers, r

Duties of the Several Officers shall be Such as are usually'

a,.soelated'with their offices;'as.are stated herein; or as 'may be later

a.sn.igned by the Executive Committeeor by'the Organization.

have the

and Ity-Laws

In addition.-to Such customary, duties the Vice-Chairperson shall
.

reqponsibiiity,for seeing that the provisions of the Constitution
. . . 4 .

.

We
observed,;:,

Article V
Duties of Committees a

Section 1. The Executive Committee shall name the appointive

members of the Committee on Academic Standards and Honors and the Committee

on Arpdging. They shall' appoint special committees from time to time as
16

it may deem.desitable and in keeping with the policies and practices of the

these special committees shall be appointed for not more thanpne

Academic year. The Executive Committee shall have the authority to act for

taculty as a whole, reporting their actions at a regularly scheduled '

racully meeting. The Executive Committee will'also Ett as a Committee for

141,,"r(commendation of prombtion and Centre.
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Section

19

The Analytical Studies Committee shall analyze the

the program plani, including curriculum changes of all academic and support

services, and departments Using the followIng criteria:

a.. Responsiveness to institution goals and objectives

111.1P
b. 'Consistency with institutional. policies
c. Economic feasibility
d. Coordination of academic programs

Coordi4 ion of support s-ervice.Plithsith. academia plans.
f. C nseq.e ices of alternative courses-of action..

Section The Committee on Accrediting shall review all material

r(12' Lye to the College'i participation as a member of any accred4girig or-
.

-
odoi/at.ion, such as, the -:North Central AssociatiOn of Schools and Coll

chall recomm end such, changes as may be desirable in the progrEiof the \t...

tsOf
.

t
(10110p,c maintainaIntain the,position of the-College, with relation to such accredi,

b0OieS. .

Aaions or recmmOendations shalrbe-reported to the whole faculty

, tot approval.

Section 4. The Teacher. Education Committee shall screen sophomore
C.'

1,acher Iraining,candidatea, acredn senior practice teaching. candidates, and
-

approve the kinds of reOetcla of t ocher-training put into the psrmauent Edu-

cation Department files. It shall emend' policies and practices for teacher

dueatien within .the framework of overall college policies, reporting such

.00 uccommendations to the Committee on Accrediting, or to the Committee on Analyti-

real s, Or. the Facul as a whole.

ir-
ection 5. the Grievance Committee shall consider andact upon any

Tinatter brought to its attention in. accordance with the following procedure:
1Je, 4v.

if any faculty. member feels &tuae for grievanCe.in any matter other than dis-
,

proceedings - such as salaries!, assignment of teaching duties, assign-

merit space or other facilities,And propriety of conduct - a petition may
Che m.u1e to the elected,fadulty Grievance Committee for redress. The petition-.

',halt set forth in detail the nature of the grievance and shall state against
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20.

why m the grievance is 'directed. It shall contain any.factualjDr.obherdata

X

whic:h the petitioner deems pertinent to the Case, The ComMittee,will'havet
;..

the right to decide whetAr or not the Teets merit a,detailed investigation.

Submission of a petition.will not automatically entail investigation or

destailed consideration thereof. The Committee may seek to, bring about al,
)

ietrlemenyof the ,issue satisfactory to the parties. If in the.opinion of(

the Committee such t settlement is not possible or is not appropriate, the

Committee w.ill repottits findings.anaeecommendations to the petitioner and

to the appropriate administrative offider and faculty body. At the petitioner "s.

tequest- an opportunity will be provided for further presentation of the case.

Section^6. The Committee on Academic Standards and Honors shall
-

determine academic standing of any student, recommend candidates fdr graduation
-

honors including Laudati awards:, review and recommend student requests :eon

ACadeMIC 'policy waivers, in co6jynetion with a committee from the Board of

Trustees recommend candidates'fOr honorary, degrees, represent the faculty

(along with 6 members of Community Congress Executive Committee) to select

:indidates'for Who's Who and the committee shall serve as an appellate body for

went academic grievances. All act ions. or recommendations shall be

o the whole faculty for approval.
.

Section 7. six. major committees'qtall-aach regular meetin

give a report on all acton taken in behAf of the faculty organizatiOn:

,,
Articlg VI
Elections

5

Section 1. The Executive Committee shall, at its first-meeting,

appoint a Nominating Committee compeseA of five members who shall serve for the

cradling year. They shall submit' to the membership at such time as may be
.

ovossary, and not later than the monthly meeting just prior to-the meeting
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tide. election of officers, a:liat of nomineeq, not fewer than two,'nor

A
mere 1 hanHihtee, for'ea0Zof the offices-to be filled. These shall%be.

.,' k,
announced at the regular meetirl-n4f. prOr to the election/meeting, or in

..,

-.- .-* .

:
dfifi-e- of fiAlipg the unexpired term'at'an3, monthly.' meeting prior to.-a date..,.,., .. .

..set for- the election of a,membe.r_a 'unexpired tetra

21

or

J

o ,Sect ion 2. Election of e0iders shall be held .the last regular

110Nin(\ss meeting of .the sChool:year, All bleot ions shall be by ballot wfth

ach member entitled to ,one No abwnted or proxy vote. shall be re-:
A

voived or permitted. In:CasW _. /.
of a tie'vote, trhe:Exec.utive Committee'shall

decide the election by 101t. from the nominees who are in a tie.

Section 3. Any member of the faculty may present napes for, con-

%
;idelOtion to the Nominating committee. Nominations may be made from/Ithe

tloorif the named ofsuCh nothinees -hay& been presented to, the NomiWing
. .

.

Gramtt roe. two.months prior'to the daterset for elections, except that

Hp, Coe ot filling,a vacancy in an unexpired,term a reasonable ,;time limit

fir presentation of such nominees to the Nominating Committee shall be estib-*
1 i,4heaAnd'made,known to the faculty by. that Comthittee.

, _

1 It

Article VII
Appointments '

The Exe6utive Committee shall make its appointments at its first

114ectiug, immediately following the meeting for the election of officers and

.hAll promptly publish and' make. available to all members the appointments

which have been male.

Article VIII
Regulat ons

Except 'where contrary to matters set forth herein, or to, plqicies

eqtablished by the College, matters pertaining to acadethic freedom and tenure
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4

,411/il ]. be conditent ucith:the 194 statement of p inciples on academic'
1

freedom and tenure hy. the American Assoc'ation

22

o UriivdrsItf, Professors

1ty ismiasal proceedingsapd Ofe statement_on procedural stand, r s in fac
C

approved im 1958 brthe'.Adaocigiolon of AmeriCan oltegea *and he
. s

2

Aisotiation of University Professors.'.

Thesesay-LawsMay. e

, .

.members present at any regular
, .

,Arrti fp IX
Ame dments

amended by a

meeting.

two-thirds (2/) vSt of those

./

ft*

C ,
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FACULTY OFFICERS
.

The following, are elected by'ballot to
College Feculty'for a period of'lwo years:

Chairperson - Di..Alit: Clar0 4 Terp. expires lr6
Afica.:,ChaistPstion -. Mrk.johni3ond--,Itrftk txpire6 1976
Sedretary -Aid-6 Etelyn Johlison Ter expires 1976

serve t Salem -

:FACULTY S1ANDINC COMMITTEES
,

Executive Committee:.'

o.

'Duties:- The Exiocutve Committee shall.lieme:the epooin.%
merprs of the ComMittet onrAbademidA!

-.
. s and Honors and of the. Committee on
',AcCrecOing"4. They.shell appoint:OPecial cot.;
mittele&ftom time to time aEo, theltiW.deam
des4reb1, and in keeping:.with the '0611dita end .;
practices- of . the, College; these: spaCiel; Com-
mittees shell be appointed for',0000.-then

.

one academic 'year.

The
.

Ckecutive Committee shall ,have khe,..euther-
itytd act for the faculty et. e
inglheir actions at a regularly-sChedured
fadulty meeting. The ExecutiVe:tpamittee: will
also act es a Committee -for the_,:reqommen-de40

.vof,promotiOq and tenure.

MONbers Of this Committee are:
J,

Elected Members: Dr. Ai.an Clarki9t ChairpersOn, Term
expires 1976
Mi. John Bond, Vice Chairperson, Term.
expires 1976-.
Miss EvelynJohnsonioSecretary :Term
expires 1976

r

Divisional Representatives: -

Dr. David Lynch,. Behavior:el S ance-
Term expires 1977
Mr. bonald Christie, NttUral cience-
Term expires 1977' AP
Miss Elizpbeth Whipple, liumanitieel
Term expires 1978
Dr. John Spears, & VoCational
Studies-term expires

Prof.,
78

,

'26.

0
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Ex-Officio Members:

Analytical,Studies

Dr. Dallas BiAley President of 'the

'Dr. Ronald Champgne4 Dean of the
College
Mr. Doyle Zwiebel, Registrar
'Mr. Greg Shantz, fretident of Com-
munity Congress

College

CoMmittee

The Analytical Studies Committee shall analyze the'pro-
gram, plans, including curriculum 6hanges of all academic
and support services, and departments using,the following
Eriteria: a. Responsiveness to'institution goals and -ob-

jectives
b. Consistency. with institutional policies

Econdmic feasidTlity,
d. Coordination of academic programs
a. Coordination of support service plans with

- academic plans
f. Consequences of alternative courses of action

.

Members of thie. Committee art:.

vMr.,E0ward Jarroil - NatUral Science. - Term expireS 1977
.0r.David- Lynch '- Behavioral Science -.Term expires 1976
Mrs.'Venit&Zidn - Humanities. 'Term expiret 1976 '

Johnohn Spears -- Professiql-046nd Vocational studio!
Term expires 1977

Ar.'Gary.MCAllister. Chairperson Of Education Department--
Mr.'Michael Greer z.Chairpersdn of:Committee k:

Mr. Isaac' Maxwell,,_Mr.'Patrick Haun, Mr. Doyle Zwiebelv.
one vacancy

Committee on A6CrOditin3 ;

4t

Outlast The Committee on
.

Accrediting shall review all
material relative to the College's participation

=as a member of any accrediting organization, -

such as, The NOI-th Central Association of Schools
and Colleges, 4nd shall recommend such changes as

. .maYbe desirable ii, the. orogrdtof the. College to
.

maintain the position o9 the College,- with relation
to suchcrediting bodies. ,

Actiong or recommendations shall be repOrted to
/the whole faculty for approval, / T

Members of this Committee. ore:
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.

Elected, Members: John Curran - Term .expires 1978
% Jean Christie'. Term expires 1977

c
. Term-expires 1976

Appointed Members orTetm 4kpires 1976
Dr, John Spears

, Mrs. DoloresTrotia
, .. i c_ _. ..

Grievance- Committee r

.

1

Duties: The Grievance Committee shall consider and act
upon any matter brought to its attention in ac.
cordancerwith the .following procedure: if any
faculty for grievance in any
matter other than dismissal proceedings - such.
as salaries, assignment Of teaching duties, as.
signment of pace or other ..facilities, and pro-

_ priety of conduct - a petition may be made to
the elected faculty Grievance Com4ittee for re-
dress. the petition shell set forth in detail c-
the-nature of the grievance and shall state
against whom the grievance directed. It shell
contain any fictual or other date which the peti-
tioner.deems pertinent to the case. The Committee
will have the right to decide whether or not
facts merit a detailed investigation. Submission
of a petition will not automatically entail in-

1.1 Oestigation prudetailed consideration thereof.
'The Committee may seek to bring About a settle- V'
bent of the issue satisfactory to the partiei. If
in'the opinion, of the. Committee such a settlement
is not possible or is not appropriate, the. Comr
mittee will report its fihdings and recommendations
to the petitioner and to the appropriate adminis-
trative officer and faculty body. At the peti-

, tioner's request, an opportunity wili.be provided
for further presentation of the case.

Members of this Committee are: John Craig - Term expites 1977
Patrick McHugh - Term expires 1976

- Term expires 1978

Commiitee'on Academic Standards and Honors

Duties: The Committee on Academic Standards and Honors
shall determine academic standing ,of any tudent,
recommend candidates for graduation hono fds inClud..,
ing;Laudati awerds.' review-and recommend student
requests for academic policy waivers, in conjUnc-
tion, with a committee from the Board of Trustees,
recommend candidates for honorary degreesp'repre-
sent the faculty (along with 6 members,of Community,

1_ -

26
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) Congress Executive Committee) to select candi-. dates for Who's Who, and the committee shallserve as'an,appellate body for student academicgrievances. All actions or recommendations. shallbe reported to the,whole faculty for approval.
Members of this Committee are:

.

.
,

. .Elected members--Patrick McHugh - Term ,expires 1978
-.

' Donald Simmons - Termilexpires)1977
,

Dolores Floria - Term expires 1976

Appointed members4
\ John Curran

Jean Christie
Harry Hartman

\Student,Membior -

;

'Teacher Education Committee

I

Duties: The. Tdracher Education Committee shall screensophomore teacher training candidates, screensenior practice teachOg.candidatesp.and approvethe kinds of records of teacher training put into
the,permanent,Educetian Department files. Itshall recOmmeft policies and practices for teachereducation within" the framework of overall collegepolicies, reporting such recommendations to theCommittee on Accrediting, or to the Committee onAnalytical Studies,. or the Faculty asa

. members of this Committee are:
, .

Standing Members--Chairperson of Education Department
Gary McAllister

All members of the Education Departmentdean of, Students - Isaac Maxwell
Registrar - Doyle twiebel

/1Appointed Members
Ruth Rogers -Humanities, Division
Dr. Tom Bond NatOral Science

4.

SPECIAL COrMITTEES

Athletic Committee: Dr. Leone Cerstensen, Chairperson;
Mark Millti Mike Wargo

.tureau of Communications: b1 Nell Bailey, Pat McHugh,
John Craig
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Nomfhatinc Committee: Don Christie; Chairpersohl Carol
c+- Benninger, Martha Devericks, Mike

Greer, John Rs dolph
.

Commencement Committee: President of the Collew, Dr.
Dallai Bailey; Dean of the College --\,

Dr. Ronald Champagne; laco'Oresident
for Development and:College Relations-
JamesJames Kughnf Director of Alumni

. .;

Affairs - Pat. Haun; Senior Class
President; Representative from Dean
of Students' Office;-Ed Spatafore,
Gary Kendrick

C Social Committee: -Jean Christie, John Craig, Dolores Floriii,'
Billy Freeland, Susan Kistl.erv-BillLawson,
Randy Scott

Committee for Condtitutioitel Review and Revisions

Vide Chairperson of the Faculty, Chair-
person - John, Bond

Secretary of the FaCulty, Secretary.
EVelyn Johnson

Appointed Members: Richard. Bend
-Dr. Robert Florian
Gene Sperry

ADMINISTRATIVE COMMITTEES
N"

Library Committee

Chairperson of the Faculty - Dr. Alan Clarke
Chairlferson of the Analytical Studies Committee- Michael

Greer
Faculty Members.- Dr. David Lynch - one vacancy.
Two students elected by the Community Canvass.
Professional Librarian - Sara Graham E'

Dean of the Colle e d or Fac It Executive Committee

O

Library
J,
Committee.

LibraryiDirector
4,

Library Staff

All changes in librarypolicies. must berOprovad by the
Library COmmittee, and if head be by the Dean of the College;
The Library Committee mill consist of the professional librarian,

0
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the Chairperson of the Faculty Executive Committee, the Chair-
person-of the Faculty Committee on Analytical Studies, two,
faculty members elected at large, and two students elected by
the Community Congress.

The Faculty- Student Conduct Committee is responsible for
adjudicating incidents involVing, violation of regulations in w
the Student Code of Conduct. The,Deah of the Congo shall
appoint four faculty members,. plus one alternate member. The
Communiq Congress shell appoint three student. members and..6ne
alternate Namber.

'Members: Randolph Scott - one
)

year
Ken Macurik - two years
Jean Christie -.one-year
Don Simmons - two years
Michael Wargo alternate (appointed yearlr)

Three'students
alternate

The)Committee on Minority onc6rns is appointed.by the'
President, and is concerned with:

1) The quality of CommUnity Life with particula efer-
once to minority concerns.

Investigating charges of discrimination and king
recommendations for alleviating problems.

3)' Making general recommendations, whiCh will lead to
$ improved race" relations, to the "President for Con-
sideration.

Committee: Nellie Jo Brissey
David Lynch4
John Curran
Johana Simmons
Wallace Harvey
Brad Davis
Candy Curtis

t

-t

NOTE: The Dean of the College serves as Ex-officio member
of all committees to which he isAnpt specifically. named.

c.
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,AFFIRMATIVE ACTION

29

Salem College is committed to a program of Equal Employment Opportunity,
which involves the hiring and/or promotion of all individuals; regardless of
race, hex, national origin, orcreed.Thia-means,'that thePCollege,seeks to
brhaden 113 pica of applicants for facYlty and staff positions so women and,

.Minorities can be_congidered for employment along with all other applicants.
However, in accordance with Execut4ve Order No. 11246, as amended the College
is required to hire the test qualified applicant. When a minority applicant' .

has exactly the same qualifications as a non-thifiOrityapplicant, thelminority
app "scant shall, be given preference in hiring. and/or promotion.

To insure that tliere will be a broad pool of a licants, the Coap,.egewill undertake. the following: ,

1. :As pdsitions on-the faculty become vacant; they will be advertised .

in professional, journals, notices sent to institutions which serve
primarily minorities and women, and pfivate and public employment
agencies'. The requirements for each position shall be fully
described. Its the duty of the department chairperson 'to inform
the Dean of vacancies within the department, and to advise the
Dean as to where the vacancies should be advertised,. and to ....

supply thlopean with an appropriate description foilthe position.
All posits will be advertised without regard to sex specification.

.

1. The Dean of the College, department chairperson, and other appropriate
-rsonnel, will review, evaluate, and respond to all applicants.

.

Only when applicantskare deemed equal Will women. anliominorities be
given preference. Whedworn or minorities are passed over for.
appointment or proMbtiov, kitten justification for the decision
must be submitted to the president.

4 9

'-1

3% All records received from Ipplicants will be kept on file for a
minimum of five years.

,
-

4. All evaluations by College faculty members shall be based on the
performance criteria as found in the faculty handbook. This in-
formation shall:be kept on file in the office of the Dean of the
College for viewing by the faculty members.

5. Promotions shall be made from within when possible based on the
criteria fqtrOromotion found in the faculty handbook.

3



ACADEMIC FREEDOM AND TENURkpOLI,CIES

The policy of Ladem.0' freedom and of tenure at Salem College' is-for

the mut ual _good of both the institution and the teacher in the interest of
, .

'Free search for truth and its free exposition." The policy is fundamental"
4

t() "the protect ion of- the rights of the teacher in tea10ching and of the student

to freedom in-learning."

itut ions of higher education are conducted for the common ligbod and.

not to further the interest of either the individual teacher or the institution

as a whol. The common good depends upon the free search for truth and its

tree exposition.

Academic freedom is essential to thele purposes and applies to both

teact.ing and research. ,Freedom in research is fundam ntal to the advancement

of truth. Academic freedom in its teaching aspect i fundamental for the

protect ion of the rights of the teacheJin
;

e in teaching and of the student to

i ro(:dom . / n learning. It carries with it 'duties

c.
correlative with rights.

Tenure. is a means to a certain end ;.,pecif ically: (1) Freedom of teach-

ing and research and of extramural activities and (2) a sufficient degree of

onomic security to,make the profession attractive to men and women of ability.
ttgi*

F I epdom and economic security; hencef: tenure, are indispensable to the,puccess

an institution irl, fulfilling its obligations to its students and to society.

ACADEMIC FREEDOM

(a) The teacher is entitled to, full freedom .in research and in le publi-

c:41 ion of, the results; subject to the adequate performance ofc 9ther academic

dal Let3; bill research, for pecuniary return should be base uptinn understanding

with the authorities of the institution

3
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Academic Freedom (Ccntinued)

(b) The teacher is.entitled to freedom in the cldssroom in discussing

ihe mlbject, but should be careful oot Ca/introduce into the classroom,con-
.

re.,ve.rsia.1 matter which has no.relation'tothe subject.

(c) The college or university leacher is a citizen, a memper f a
'

learnCd profession, and an officer of an educationak_instautiom. h the

.eacher. speaks or writes as a citizen,.ae or. she should be free f

c .f
itmal censorship or discipline, but the special position of a teacher in the.

,,mmunity imposes certain obligations. As an .individual of learning and an

V
.ducational officer, t hats teacher should remember that the public. may judge

e
h. profession and the inst itut ion ty any public statements that may be Fade.

ih.fiee'thqse statements should at all times be accurate, should show appropriate

r4.F;tr'aini and respeqt for the opinions of others-, and bhbuld indicate clea'Fly

thAt they are not institutional views.



I TENURE
32.

I. ApoiAtmsnt of Academic Personnel

/ A. Persons appointed to the faculty of Salem ollege shall be
appointed to faculty poSitions in one of.the following ranks:

1. Profedsor
2. Associate Professor.
3. Assistant Professor
4. InstructOr.

Assistant Instructor
6. Part-time Instructor

B. Other appropriate titles, which mote4dcurately describe the nature
of the position may be used upon-the recommendation of the
President. Persons appoihted to adjunct positions such as Artist-

., in-residence,or ranks below that of instructor sh41-not acdrue
service credit toward satisfying the probationary period for
tenure.

C. Persons rendering full time servide to the College, but assigned
to administrative Or staff duties, either in addition to, or,
temporarily,f.exclusive of adademic.lIuties, may be appointed to,
or may retaiii one of the foregoing faculty ranks in addifion to
any administt4tive or staff titles

D. The President'upon recommendation of the Dean.of the College shall'
make all appointments to all poitions at the institution, subject
to the approval of the/Hoard when approptiate.

E. Every appointment shall be in writing with copies for the
a poin ee and the College. The, terms and conditions of the

ent, including any special provisions must be included
fore the agreement is considered to be final:

F. Procedures related to appointment: .

When vacancies are to be filled, the Dean of the College.will
consult with the Ditrisional Chairperson and the Departmental
Chairperson to develop qualifications or a job description to be
used in evaluating applicants, ay to begin the actual search for-
applicants, ihcluding advertising that the vacancy e?cists.

.1. The DiVisional Chairpel'sOn will be responsible for
developing for each final candidates a-folder containing
his.resumel'letters of reference, transcripts, and
other relevant information.

2. Whenever possible the most desired candidates, having
been.recoMmended by the Divisional Chairperson to the ^
Dean of the College, and the Ptesident, will be invited
to campus to meet with the foregoing and potential 44.

department colleagues. Thq President and the Dean of
the College shall be supplibd with a copy of thc, personnel
folder in advande of .the visit.

rt.-)



1975*76 Tenure ('continued)

3. The finalidegision to offer-a contract will normally
result follbwIng the deliberation of the Divisional
Chairperson (who will reflect his colleagues''opinions),
the Dean of the College and the President.'

.G. With the,exception of special appointments clearly limited to d
-brief association with the College, or reappointments of retired
faculty-members under.special conditions, all full time
appointments shall be of three kinds: (1) Probationary, ('2)
Tenured; or (3) Conditional.

,l. Probationary or non- tenured appointments

33

9

a. Beginning with appointment to the rank of instructor
.or a higher rank, at Salem College, the probationary
period shall be seven years.

b. At the end of five years any non - tenured faculty
member will be given notice in writing of tenure
status, and he should initiate the review procedure
fortenured appointment.

O.
:3

c. During the probationary period a teacher shall
have the academic freedom all other members of the
faculty have.

d. Administrative personnel with less than half-time
academic assignments shall not accrue service 'credit
toward satisfying the Probationary period.'

e. Epployment d> pg summer terms,, in part-time positions,
or during periodipof lep/ps-of-absehce, shall nottbe
credited,toward satisOing the probatiohary period.

f. Miring the probatiipetary period contralts will be
issued on a rear -to -year basil, and appointments may
be =terminated at the end of any contract year.

q. The President shall give writtenhotice to non-
tenured faculty concerning their retention.or non-
retention.as follows:

0

(1) Not later than March 1 of the first 4 years
of employment ,

(2) Not water than December 15 of he 5th. and
subsequent years-of probationary:emPloyment.

h. The Dean of the College shall involve the faculty
in the periodic review of the performance of
academic duties of non-tenured faculty members, and
the faculty member shall be informed of the results

rof such reviews.

3G
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2. Tenured ,appointments. After the 'expiration of a
probationary period, faculty members shall have a
permanent or continuous employment, and their service
should be terminated only for adequate cause,
retirement for age, or because of bona fide financial
exigency.

a. Tenured status applies only to teaching members -46,

vof the faculty, and not to adminiatrative and-
staff personnel. If an administr.4tii'iesor staff
'person also-has faculty rank and has been tenured,
his tenured status applies only,po his teaching
function: i

b. No person holding appointment at ranks below thatt
of agsociate professor. may be tenured.

c. Tepur automatically ceases when'a person reaches
the'a specified for retirement, after which
appoin ent is on an annual basis at the sole i

discr, ion of the College

d. N more than 6'0% of the faculty may hold,tenUred
ppointments,at any time..

ss.

e. ecommendation for tenure: Within the framework
of the principles listed above,. the -Faculty
Executive Committee functidning-A the Committee'
on Promotions and Tenure will make recommendfttiOns

idr regarding tenure. The president will consider
these recommendations in making the final
determination.

(1) The candidate faculty member must-initiate
the process for consideration for tenure.
He shall do this by making a request in
writing accompanied by the necessary
documentation, to the Dean of the College.

(2) The docv.Mentation to support the request
shall include:

41 , --Vita, (complete and up-tp-date).
*efforts during the past, 5 years towards
professional impovement

--cumulative bibliography;
scholarly research & publibations
creative compositions

*)

non-technical writing, book reviews,
critiques.

--unpublished writings (including time, plac
and to what audience presented)

--membership in profeasional associations,
and an indication level of
participation

--description of non-teaching activities

3 "'
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. 35

(3) Upon receipt of the request the Dean shall
place such request before the Faculty
PromotiOnJand Tenure Committee., along with
the supporting documents. In addition, the
Dean shall supply the following information
to the Committee.

(a) Evaluation of teaching effectiveness
by colleagues
a-.1 >Detailed Appraisal;

'--as-a teacher of upperclassmen
--as a teacher of underclassmen
--as a lecturer

0 o --as a discussion/seminar leader
--as a counselor of. majors
--as a laboratory superviBbr
--as a director of redearch/indep-.

endent study.

A.2' General effectiveness as a
teacher

.(b) Evaluation of teaching effectiveness
by...studerits

b.1 supported by results'of survey
evaluation

b.2 frequency of evaluation
--new faculty evaluate first semest
- -non- tenured faculty evaluate
iLevery second semester

-2renured facultyjevaluate every
4th semester

0-

0

) Evaluation of contribution as: (to be
dorie by appropriate administrator)

c.1 Counselor .& advisor to students
c.2 Advisor to student organizations
c.3 theLtber of committees
c.4-''community service

(4) After consideration 'of each request the
committee will recommend' in writing either
(1) that tenure be, granted, (2) that tenure
bewithheld but a contract offered or (3)
that tenure'be withheld and terminal notice

,be given.

(5) Tenure shallnever lie awarded automatically
(-.nor withheld capriciously.

a'S
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if
I :.,

(6) Tendreiit granted, by the President of
..

,t,the` College.with the approval: of the
Board of Trustees, after receiving '

recommendations frOm the Promotion-Tenure
COmmitthe:

(7) At the discretion pf,the President an
an annual contract may be extended to a
faculty'member denied tenure.

3. Conditional a ointmentk. In those rare instances when
a faculty member has completed a seven year probationary
period 'and is not granted tenured appointment, an annual
contract may be extended by the President.

. ,
A a. Conditibnal appointees shall be given written-

,notice by the President of their retention or
non retention not later than December 15 of the
contract year. . "-

..'.? ' ,

b. Conditional,appointees shall have the academic
freedom all other members'' of the faculty have.

) : )-
- -

Dismissal and termination of, employMent Oftenured personnel.
I

A. The dismissal of a faculty member with tenure, or of any faculty
member before the end of a specified period of appai tMent, shall ..

be affected only pursuant to the procedures provided in these-.
policies, and only for any of the,foll;ring causes:

'

. .. ' .

, .

. 1. Demohstrated incompetence or dishonesty in the performance
of professional duties. ,

. - -.
.

.

2. Personal conduct which bstantiallir impairs the"indi-
vidual's fulfillment of in titutionaliespopsibilities.

', - .

J. Insubordination by refusal to abide0Dy legitimAte,
reasonable directions'of the admin4tration.

4. Physical or mental*disdbility making the individuat unable
within a reasonable degree of mediqd.l, certainty and 1y
reasonably determined medical opinion, to perform assigned.
duties.

-N 5. Substantial and manifest neg]ect' of duty.

B A tenured, faculty member's appointment may be terminated becalAs
of bona fide .financial exigency or h'e reduction or elimination .

of-an exIFFing prograM for which no other program. or position
exists requiring equivalent competency, and only after all
reasonable efforts have been made .to meet the'need in other ways.'

I
3 (,)
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a

A c,

iP

1. ` Financial exigency is defined as the crit4. al, pressing e
or ukgent.need on the part of the educationiinstitution
to reordbr its monetary expenditures withlri,the.
institution in such a way as to remedy.and relieve the.
state 9f urgency within said inAtitutfon created by ,`the
inability' of the institution to meet its annual monetary.
expenditures with sufficient revenue to prevent a,

sustained loss of funds.

2. Decisions on these. matters:shall follow Careful, and
meaningful faculty involvement in determining 'the

. reduction or ellmination of instructional pro4ms:
.

. . .... .

,qe-3. Amon4 the- Various considerationt, difficult and competing
.-

that have to be taken into considerationiin deciding..
upon. Particular redactions, the retention, of:a viable 1
program shall necessarily come first.

.

In making personnel reductions because of'condit ons of
financial exigency, tenured status will be a fiat or for
'retention but'longevity will not be the tole criterium.
Of equal.. importance would be qualificatibns based upon
thecredentials held, and .total contribution to the
program and the college basedLupon a continuing

.evaluation , ,, t_. .

5.. If an appointment is.terminated be6Ause of financia),
exigency, or because of the discontinuance of a:program,
the ;released 'facUlty member's position will ndtje filled
by a,repracement within two.yeats, unless the 14§leased
person 'hat been .Offered reappointment and ,given 'a
reasonable time within which to accept or decline

I

In caset.cif,terminotion=because of financial exigency,
Or the discontinuance Of a prograit,'he faculty member ,.f

concerne&hall be given a terminal notice y certified
mail.. -A te.hured Eicuity member shall be- g en at least
12 months notice.

. ,
- .% '.

.
.

7'. -Faculty members tso terminated, if 'they desiremay within --
5,days after'being notified request in writing of the
President a hearing-before'the Appeal Board,

/

6. The ,Appeal Board con'sists of.the chairperson of the
Board,of Trustees, the Co- chairpersons ortht Eau-
cation Policies Cbmmittee -of the Board o Trudtees,.
the Co-chairpersons of the Finance Comilliytee.of the

#
BoardNof Trusteet,, the 'President of the College,,thei
C airpevson4of the Facuity. . - ,, - > re

,

b. our of the 'seven members wifl.qqnstitate a quorum.,'

c. The bean will attend the 41peal Board to represent'
the position -of the College.,

4 (
.
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d, . The hearing wV1 be held within a reasonable etimeneverlOnger than 20 days after requested. At
_ the hearing the faculty membar'may appear, -with anadvisor from within the College to present hiscase against termination.

.00

e. A transdript will be. kept of the proceedings.

As soon-as possible after the hearing the facultymember will be Notified of the decision of°theAppeal Board. _

Dismissal for cause. The President shap. institute proceedingsby giving the faculty member a writtengAismssalpctice bycertified mail, thich dismissal notice dhall4contain:
%

k1.' Full and completeostatements of the charge or charges,relied upon.

2. A copy of rules and regulations governing the fadultymember's procedural rights,

3. A statement that the faculty member has the right to a- hearing .on the matter.

4. Within 20 days from the receipt of the dismissal notice.'the faculty member may, in writing, request a hearing.The kequest must beaccompanied by a written answer tothe charges. If the faculty member fails to file ahe.irinq reqUest within the prescribed time, the noticeof dismissal shall be final.

D. Hearing Committee,: Each.yeer the faculty' shall elect nine facultymembers q-presentative of the various ranks in the institutiori,who shall?be known as the Hearing Panel. __,,Tn'ithe event of avacancy for any cause the faculty shall fill the Racancy.

If the request is for "a hearing before the Hearing Cobmittee:

1.. The President shall furnish the faculty member, in writinga list of 7 of the 9 faculty members of the Hearing Panelas herein set forth, with instructions to strike 2-namesand return the list to the President within 2 working days.-If for any reason'the faculty member fails to strike, the.President shall within 2 working days strike a sufficientnumber to reduce the membeks to five which shall con-stitute the HeaxLI/Committee.

2. The Presidept shall promptly notify, in writing, thefive members of theik selection as the Hea'ring Committee,and of their.need to select from their membership achairperson, and shall designate a time and place fortheir meetings to make such s ection and set a date forhearing the gharge or charges. *

4
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3. The chairperson shall give notice by. certified mall to
the concerned parties of the time and place for hearing
the charge or charges,which time shall be not less than
5 days nor more than 10.days from the date of the noticethereof.

s.

E. Rearing shall ..be conducted as follows:

1. The Committee will.hear/such proof of
deemed prOper and reasonable,and make
and enter such, recommendations as the
and the circumstances may require.

facts as may be'
such investigation
faats justify and'

(
2. The hearing will be condubted with as little delay aspossible.

3. The faculty'member shall have the right ter have an advisor,but such advisor shall not be a person Other than a .member of the faculty.'or staff of the institution, unless
specifically permitted by name by the Committee.

4. Witnesses will be examined under oath in the manner and
form and in the -order designated by the Committee.

5. Formal court r \iles of evidence shall not _apply in such
hearings.

6. Testimony shall be recorded, and a transcript thereof
shall be prepared.

7. A copy of the transcript of the- teStimony together withaopies of the exhibits shall be furnished to the faculty
member, at no charge, upon his request.

£3 As soon as practical after the hearing, the Committee
shall deliver to the President a copy of the record ofthe hearing with the recommendation of the Committee;
and'shall provide a copy-of the recommendation to the
faculty member. The President, shall, within 21 days
after receiving the record and recommendations, issue
a decision in writing to the faculty member by. certified
.mail, and slich decision. Shall be final unless the facility
member institutes an appeal to the Executive Committee of
the Board of Trustees.

0F. Appeal to the Executive Committee of the Board4of Trustees

I. An appeal from the final decision of the President may be
-taken by the faculty member by filing a written notice of
intent to appeal with the Chairperson of the Board of
Trustees within 5 days after receiving the final written
decision of the President.
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Within la ftrs after filing the notice of intent to
appeal', a petition shall be tiled with the Chairpersonof the Board dbntaining a statement:. of the reasons

-,47hy the final decision of the Presideht is in error
'together with a complete record of the proceedings.

3. Within 30 days after receipt of the appeal, the4xecutive
Cothmittee of the. Board .shall consider the appeal on the
record submitted, and may take such action as it deems

. reasonable and proper in all the circumstances and in
answer to.allof its responsibilities under the law.

4., Time is of the_esgence, and in the event the faculty
' member fails to-file the notice of intent to appeal and ,/

, the petition of hppeal as required in'proVisions I and 2
of this section, the decision, 'of the President shall be

/ final.

0

(Adopted by Board of Trustees
OdtOber, 1975)
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FACULTY RANK AND PROMOTION

Ph i phy:

L. Temotion in rank is recognition of success in the teaching
pr'otossion based upon a record.. of. outstandi'ng contributions.

Years of service constitute the time frame in which promotion
may be considered.

2. Faculty functions to be/Valuated:
a. Teaching - cladsroom and non-classroOm functions
b. Research
c. Public Service
d. Additional graduateostudy
e. Service to college other, than teaching

Guidelines for rank in terms of quality:*

1. .Part-time instructor

4 a. This person is hired because of his/her particular skill
oetalent to instruct or assist another faculty member.

b.' This person may or may not hold a degree.
c. Will teach less than half time (7.5 semester hours.)

Will be hired, for a specific course, workshop or seminar
not on a yearly contract.

2. Assistant instructor:
a. Non-degree person employed full time because of his/her

particular talent or skill.
b..- Will be promoted. to instructor if reemployed the year

folloWing completion of degree requirements.

3. Instructor
a. All new faculty holding a bachelors or masters degree

are employed by the institution at the rank.of instructor.
b. A faculty member must serve at least 2 years before promotion.

4. Assistant.Professo,r
a. Has, served at least 2 years as an instructor or be new to

the,institution and holding a terminal degree.
b.. Holds at least a masters' degree.
c. Demonstrate competency in teaching effectively.
d. Have a record of being a responsible member of the College

community.

5. Associate Professor i
g a.- Hits completed 30 hours beyond the masters or holds a terminal

degree.
b. Has been an assistant professor for a minimum o 3 ydars.
c. Demonstrated scholarly ability in advanced achievements

(publications, service to state or national organizations ;)

,

44
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V:willtylRank and Promotion (continued)
I

6. Professor
a. Has a terminal degree or its equivalent.
b. Has taught at the institution for a minimum of 7 years.
c. Has completed scholarly work and published or in some

other reputable manner placed the institution's name
before a larger public.

Promotion to the higher rfrank presumes that the requisites for the preceding
ranks have been achieved and maintained.

o

Annual,ly it is the responsibility of each divisional chairperson to secure
nominations for-Promotion*in rank. from the departmental chairpersons ,in the
division. The department chairperson shall nominate eligible persons from his
dopartment using the form that is available from the ,office of the Dean of .the
College. It is the responsibility of the departmInt chairperson td ee'. that
the required supporting information is tompltie and submitted to theolevisional'
eh4j.rpeeson.

The divisional chairperson shall be responsible for elicitingnominatiOns.
from each departmentm'and transmitting the. nominations to the Dear.of the
GoJlege.

The Dean of the College. shall transmit the nominations with his recommen-
darions to the faculty Committee on Promotions and Tenure.

}
The. Committee On Promotions and Tenure shall make recommendations for

promotion in rank to t President. The President will consider these
recommendUignsift making the. final determinations

a
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kECOMMENDATION FOR PROMOTION IN ACADEMIC GRADE

Date
,

TO: The Dean of the College

We recommend the promotion of

43.

Rank Name

tfl the rank of

(Give complete title at it would appear in College Bulletin, e.g.,
Assistant Professor of Psychology.)

In support of this recommendation; the following information is submitted:

Date of Birth

Month and year of first appointment to present rank at Salem College (and
at other institutions when appropriate.)

1., Degrees
o

Dates University

4. Academic.and Professional Experiences

. Committee and Administrative Service
(List Departmental and College Committees on which candidate has served'
since last promotion. Include counseling assignments.)

6. Membership and Offices in Professional Societies

I. Supporting Statement

(a)Description and evaluation of teaching at undergraduate

4

4
(b)DescriptiokAnd evaluation of research. (If the candidates bibliog-

raphy has ready been submitted, it need not be duplicated here.
However, a description of work in progress and of work.not yet
published should be provided. The Executive Committee desires
especially an evaluation of the quality, originality, and significance
of the candidate's activity. In research.)

(c)Description and evaluation of administrative and other services to
the Department and the College. (Include quotations from other
College tfficials when pertinent.)

4G



I o) )

(d)Into what part of the Department's program would this candidate
fit and what effect would this promotion have upon the balance
of skills reqdired for a well-ordered department?

(e)Summation of grounds on which this promotion is recommended.

Departmental Chairperson

Dean Of the College
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'FACULTY DUTIES ANP RESPONSIBILITIES

Salem College is seeking to provide quality education,Which'necessitates
that most important,segment'of the 'college -- the Faculty provide responsible

1c:adership in the following areas:

1. TEACHING - The teacher should striveto'provide a learning experience
for the students where the concept of student participation is validated.
Teaching being the most important funceion.should..require the maximum'
amount of the employee's time.

2. RESEARCH - Research is an-art in which not everyone can participate;
however, research is an important component of today's society. Faculty
members who possess this ability shall be given support from the college
in order to pursue this activity. Individual, research orclass research
projects must be coordinated with the Office of Institutional Research.
As many research projects are in pr6gress, the proposed study may. be
an unnecessary duplication and will be reviewed for its feasibility.

3. SERVICES TO THE COLLEGE OTHER THAN 'TEACHING - The greatest part of .

'learning may occur outside the classroom. Thus thecollege seeks to
employ faculty who relate well to the students. Faculty members are
expected to take part in counseling on all levels, as Well as to make
themselves available for group discussion with student groups. In
order to have faculty involvement in college planning', it is expected
and required that faculty serve on college committees. Where depart -
ment,s have regular meetings, total department participation is required:

4. PUBLIC SERVICE - Faculty members are free to accept and are encDuraged
to take part in non-college activities, since the college serves to
provide through .its employees, leadership to the community, the state
and the nation; faculty members are free to accept such role §5. The

college requests that the employee provide information to the Admini-
stration about such. activities for proper evaluation.

All materials which come under the nature of.publicity and/or public
relations must be,cleared with the Vice President for Development and
Co lege Relations or the office of Public Information. To accommodate
media deadlines, material for news releases must be submitted, in
writing, to the Public Information office three weeks prior to the
desired date of the news release. If an event or activity is scheduled
which does not allow for the three week period, the Public Information
office will make every effort to ppblicize it.

\,
.

5. OFFICE HOURS - Fadulty members will be expected to keep office hours
through the five-day week. .

7

6. CONVOCATIONS - Attendance at Commencement, Baccalaureate, and other
C611ege Convocations is pdrticularly important and members of the
faculty can be excused only.under extraordinary circumstances. At
those Convocations in which academic attire is required, it will be
made available to those who need it on a rental basis through the
office of the Associate Dean and- Registrar.

46
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Faculty Duties and ReXionsibilitiesb(continued)

7. STUDENT ORGANIZATIONS - Faculty members are expected to volunteer to
sponsor and advAse student organizations, or sponsorships of such
organizations may be assigned.

8. WORK DATA SHEET- Each semester faculty members'shall report to the
Office of the Dean of the College his college related activities on
the forms provided.

*9. ADVISEMENT The Core Advisory System has been established to help the
entering freshman to set some direction to academic life at Salem, and
to help bring to these students individualization -- the meeting of
each student's needs as an individual. person. The.Core Advisors help
their advisees to choose educational experiences that will be relevant
to the student.1 The system has also been established to make available
a person that th4 freshman can see when a problem--social, personal,
or academic--arises. Human contact will help the freshman over this
transition period.

In the Sophomore year, the-advisee is sent to the department in which
Ihe student is majoring. It is the department's responsibility to set
up meetings, group and individual, to handle these students.groe the
Sophomore to the Senior year.

Each professor's contract calls for participation, in the advisement
system in force at Salem College. From the standpoint of'the mechanics
as they relate. to matters academic, an advisory folder originates. in
the Admissidns Office when the student is admitted. This folder contains
all the information about the student received by that time.

.When returned to the Career/Life Development Center, the folder is then
prepared for the advisor by filing within it the papers containing data
of use for academic counseling. (The advisor, no doubt, will be called
upon for personal counseling. In most instances, however, referral
to the, counselor may be in order at this pOint.)

On the day of registration, if not before, the folders are given to the
'respective professors for reference'during ensuing contacts with the
advisee. The file should be maintained by the teacher as long as the
'student is that teacher's advisee. Should the advisee change-A° another
advisor, or leave school, the file should be'returned to the Student
Services Office for further disposition.

The file folder itself has a suggested Outline of,pertinent information.
The advisor is responsible for filling out this outline. As the Studeht
progresses, grades, are sent to the advisor. These grades may be filed
in the folder giving a semester by semester report of academic progress.
Opposite the grade page is space for keeping records of the degree require-
ments. The advisor should keep this outlipe up-to-date.
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CHANGE OF ADVISOR

Ir

For, the most part, a change of major leans a change
of advidicr. OthEir reasons may cause the student to want to
makre tjo another advisor (personality conflict, inahility to
locate advisor, etc., etc.).. The advisor may feel that the
student Could be helped more effectively by,thaking a change.

In order to keep the record straight relative tp the
advisory system, the form below has been devised'to keep all
persons concerned aware of the change.

(-The student or professor obtains.4the form at the
Studept Services Office, has the old advisor sign, and return
all three copies intapt to the Registrar's Office. The in-
formation is processed and one copy of approval is sent to
the student and one copy to the new advisor.

Itvis assumed that the former advisor, i n the act
of signing the release, will delete the student's name from
the list of advisees.

Salem College
Salem, W.Va.

CHANGE OF ADVISOR

Instructions: The student shall sign his name and obtain
.the signatures of the former advisor and the
new advisor.

) .

The signed form shall be given to the Registrar
for final processing.

is hereby released

by. as an advisor

and is accepted by..
(signature of new advisor)

This change has been approvedby the Registrar, on

r

44 .

5

effective date

Registrar
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STUDENT RECORDS. POLICY-c.

1. INTRODUCTION
0

1

A. The major purpose for maintaining student information at Salem College
is based upon the Corlege'S'objective.of.providing for the optimal
oduCational development of its students, Therefore, only the infor-
nation germane to that purpose should be maintained, collected, and
processed: The collection, retention, and dissemination of information
about' individual students should be based on the following two criteria:
.(1) ro enable the College to better serve its objectives, and (2) to
strengthen the efforts to protect students from any damage that might
rcsult from a misuse of the. information.

48 41,14.N
4...r

A

General principles regarding this policy are:

Professional jUdgement, common sense, and a high regard for ethical,
practice, should giiide.the use of student ilFormation by all College
personnel. Demonstrated academic interest baSed upon the "need to

© know" must be the guide to the transfer. of student information..

2. In no way should any provisions of this policy be construed as a
lithitation upon the College's ability to he -Ip or assist the indi-
vidua.1 stUdent or student groups. The abiiitY, to help or assist
stuqunts is the overriding thrust and intent of this document, and
should be the primary impetus in. the implementation of this policy.

3. When mandated by law, court order, or summons, the College will
transmit to court, to goVernmental agencies, or to parents certain
information pertinent:to the student's progress within the College.
In such instances the College shall notify the student of releasing
the information, in advance if time permits.

4. Subsequent ItAte or federal law supersedes the,guidelines and of
this policy.

ti

1l.'DEYINITION OF TERMS

A. For purposes,of this policy, file and records shall be used to indicate
discrete gathering of inilormat ion, relating o an individual which is
stored in a fashion to facilitate recovery of that' information by
reference to the individual.

.

The following fifes or records are deemed official student records and
covered by.this policy:

l. The Official Academic'Record is the "permanent record card" plus
supporting written documents and files maintained by the Office of
Registrar. The Asbociate Dean and Registrar is the official cus-
todian of these recordb and the Registrar or designee, or the
Director of the Clarksburg Campus is the only one legally authorized
to speak for the College regarding them.

r
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OkFINITION OF TEgMS_Leontinued)
. .

, .

2. Advisement Records are the materials maintained in the College and,
academic departmental off ice for the' use only in aVising:and/or
preparing the recommendations for.stale certification. These are
not to be confused with the aforementioned official acadethic record.

..0,
,

3. Discipline Records including preliminary notigication, proceedings,
'results, and action takenas'a result of the office octhe Dean of
Student Service's. The Dean all Student Services is the official
custodian of these records afra the Dean, or designee, is the only
one who is legally authorized to speak for the College regarding
them.

4. Counseling Records include the confidential information retained
about individual students in the Career/Life Development Center.
The Director of the Career/Life Development Center is the official
custodian of these records.

.
_ ,

5. Findheial_Aids Records including application, .parents' confidential
.statement, need analysis form,, promissory note, employment and other
related information, are 'maintained in the Office of Financi 1Aids.
ICThe Director of Financial Aids is the official bustodian of/these
records and the Director, or designee, is the only one who is legally
authorized to speak for theCollege regarding them.; I

.
. .

.

6. Placement Records including applications, resumes,'letter4 of reference,
and related information are maintained in the Office off Career/Life
Revelopment Center, th6 Office of the Resident Director of the American
Humanics-FoundAion and the Office of the Department of Education: The
Director of Career/Life Development Center, the Resident Director of
American Humanics Foundation and the Chairperson.of thg Education De-
partment are the official custodian's of those records and the Directors,
or designee, and ChairperSon or designee, is the only one who is legally
authorized to speak for the College regarding them.

/

7. Health Records including physical examination forms, physician's.notes
and related information are maintained in the Health Clinic. The Dean.
of Student Services is the official custodian of these records.

8. Financial Records are the materials maintained in the Office o Fiscal
Affairs which include all records of student financial.,obligati ns to
theschool. The Director of Fiscall0eairs fs:the official custo ian
of these records, and the Director, or designees the only.one ho
is legally authorized to speak for the College44yarding.them.

III. ACCESS TO RECORDS

A. A student shall have access to his/her own official student records as
described in the "Definition of Terms" portion of this policy. All in-;

formation in the official student records may be reviewed by the student
except for (1) financial records of the parents, and (2) confidential
letters and statements of recommendation which are dated prior to
January 1, 1975.
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:ESS TO ECORDS (continued)
1 ,

R. A student may waive the right of. access to his official student
records, Such waivers may not be required as a condition for
admission to, receipt of financial aid from, or receipt of any
other services or benefits from the College. 4

. /

C. Individual emb.rs.of the academic community may maintain for their
.

personal:refe nce and use information regarding studentb. As long
is this information is not used in a manner which conflicts with

/ this policy, such inforMation need not be subject to Scrutiny..

IV. RELEAA OF INFORMATION

A. All College personnel should be alert to refer promptly to the official
custodian of the appropriaV office any requests for infOrmationi
Faculty members and the various institutional officesshould restrict -

their responses to that information gerMane to their.sphere of.reaponsi-
bility in relationship to"the student, e.g., faculty achilsor, major
professor, acAdet4ic dean. leis noted that government investigative
agencies as1such have no inherent 'legal' right of access to ,student
files or records.

IA B., Information contained in student.records.may be released under the
Conditions outlined-below: ,

. 1. Public Information includes the following data: nettle* ideal address

and phone number,' permanent address and phone number, signature
verification, place and date of birth) citizenship status, race,
class rank,-class schedule, number of academic hours completed,' '

academic major, college full or part-time status, academic andonoQ7
academie honors-, letters of commendation, high schOolikattended,

41 s,cholakship informatiOn and amount, withdraw all record, other
academic institutions attended, degree obtaided and date.conferred,
campus activities, leadership positions, and dates of attendance.

Public information may be disclosed on an unlimited basis by College
personnel in response to oral or written requests.

A current student may petition to havd any part of. the public infor- .

mation restricted by presenting written requests to the Dean of
Students 1,4thin the first seven (7)-days of each academic aemdster.

. A former sudent may`ktition to ,have public information restricted
permanently by presenting a written request to the Associate Dean
and Registrar.

2. -Restricted information ie generally disclosable without student.,
conspny'pn a "need to know" basiS with considerable latitude left
to the!professional judgement of the College. staff meTber involved.
!Thore are two categories of r ,gstricted information:

55
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d.

ResLrieted:InfOrbation (continued)

2. a. Restricted- internal and external use: These data way be
.

disseminated -without prior.student consent to Bourret, external
from-the College- which requests Verne llowever these25..data

are onlyavailable-fordisclosuri at the discretipn'ok.author-,
ize.d$ollege personnel. again with emphasit'. on a. "reed to know"
_basis; ReqUeftt.for-restricted information frordsources- ex-

'IF tegnal to Salem College musttbe preiented by' an identified
representative of a federal", state, or.local agendy, inatitu-
-tion or,emplOydr. If the request is -legitimate:and serves the
basic.purpose of the College's:maintenance of records; imforMation
may be interpreted. to the requester from, the file by aistaff
member Who ia'authorized by the College to proVide such information.

Restricted information for both internal and externaruse-includ6s
the following data: name of parent or guardian, marital statics,
name of spouse, address'of parent origuarditn, and physieml
disabilities.

1 .

b.' Restricted intetral use (externally unavailable):

These data are available only for the dissemination to Other ,
offices within the Col ege community by, authorized ttafilmembers.
Requests fromMembert of the College community acting in their
official capacities willbe considered on a "need to.know"pasis.
If releAse of the requested informAtipn'is-obviously for the''
educational benefit offhe student '- involved or in concert with-i
the general educational mission of the College, data may be ,

released. Each office'maintaining this category of informat,ion
will have a regularemOloyee designated who is authorized' to
detetbine the "need to know" basis. ,'

,

Restricted information for internal use includes the-ollawing
data: identification photograph, academic record;: rade point
average, academicaction to 'include dismissal and p obationary

i'status, college board and other test scores, admissions appli-
cation form, high echool and other college transcripts, student
financial °aids other than' scholarships aWarded,.College.disci-
plinary actions, and narrative Security Office incident reports.

3. Copfidential Information.inc/udes the' following data': counseling'or
referral information and names of personal references.- Personal
reference statements are confidential and provided only to bona fide
prospective employers- or school of application Upon:writtenrequeet
or permisdion'of- the student inkrolved.- Counseling or referral infor-
mation is available for disclosureponly upon written consent of .both
student and the professional Stafrulember.

5t
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Release of formatA (continued)

''.

4. Exceptions to this "release of information"-section include:

.
a.. 'if the studeht.has given consent.
b. to Complete transfer admissionaformsrequested by the

student., Only disciplinary status of Students currently
on Disciplinary Probation or Suspension, or of students
who haVe.been expelled,_shalt be released.

c. if research studies are being conducted in'such'a manner
as:will not permit the personal identification of the
student except'to researcher.

d. if required by accrediting agencies in order to carry out
their -accrediting Tunct ions .

52

e. if required by lawfully issued court order, subpoena or summons.
f. if an emergency situation arises where the information is deemed

necessary to protect the health, safety, or welfare of the stu-
dentdent or other persons.

S. The release oenon-directory information to external parties must be
recorded in thej l iyidual student,file.

s1r

V. "CHALLENGE TO THE CONTENT or" THE RECORDS

If after reviewing his/her official student record a student wishes to
) challenge a .perdeived inacurracy, misleading statement, or other perceived

violation of his/her privacy or other rights, the following procedure is
available:

A. .The student shall be.provided an opportunity for the correctior0 or
deletion of. any such inaccurate, misleading, or otherw.se inappropriate
datk and to insertinto such records a written explanation. A student,

1 may challenge.a grade only bn the ground that it was inaccurately re-
. corded, not that'it was lower,than the instructor ought to have awarded.

B. If the official custodian of the records and the student agree that in-
formation is inaccurate, misleading, or otherwise in violation ofthe
student's rights, the officialscustodian of the records may make tivg
'necessary corrections or remove the information.

mg

C. Upon the request of either the official 'custodian of the records or the
individual student, a hearing may be conducted to settle disputes.

D. The Dean of Student ServiEes will serve as hearing office
hearing officer have a direct interest in the outcome o the
Associate-Dean and Registrar will serve as hearing officer.

5p-

a

Should-the
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The foi1owing
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Challengel to the Content of the Records (continued)

guidelines are to-be followed:

1. The.hear ing shall-be conducted and dedided within a reasonable period
of time following the request for hearing.

2.. The student shallbe'afforded a full. and fair opportunityc,to present
evidence relevant to the issues raised.

. The'decision of the hearing officer shall be in writing to the student,
and inserted into the file within a reasonable period of time after:the
conclusion of the hearing.

VI. EXPUNGING THE CONTENTS OF RECORDS

A. All records will be reviewed annually and
1.4.11 be expunged. Materials that aredate
shall be removed. Only that which is nece
functioning of the College or is in the be
shall he retained.

all extemporaneous items
d, irrelevant, or immaterial
ssary for'the orderly
st interests of the student,

B. The official custodian .of the records shall be responsible for this
operation.

5 G
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Salem College 1975-76

Instructional Salary Scale
(9' Months)

11.

ProfeSso

Gross
Salary

-.Friskige
Benefits

Actual
Compensatiorf

Maxim m $13,856.00-- $ 3,199.35 $17,049.35Minim 10,500.00 2,425.50 12,925.50Average 11,478.00 2,651.42 14,129.42

Associate Rrpfessor

Maximum '13,100.00 3,026.10 16,126.10Minimum 9,500.00 2,194.50 11,694.50Average 11,222.00 2,592.28' 13,814.28

Assistantspspfessor

Maximtp 11,250.00 2,598.75 13,848.75MinfMum 9,400.00 2,171.40 11,571.40Average 9,99'6.00 2,309.08 12,305.0B
I

Instructor

Maximum 170,500.00 2,425.50 12,925.50
Minithum .7,750.00 1,790.25 9,540.25Average 9,207.00

q
2,126.82 11,333.82

Average Salary 10,154,00 2,345.57 12,499.57

Fringe Benefits are computed as follows:

(1') FICA - 5,85% of $14,100
(2) Unemployment Compensation - 1.5% of $4,500
(3) Workmen's Compensation - 0.05% of Gro7
14) TIAA - 5% of Gross
(5) Staff Allowance (average) -/8% of Gross.
(6) Group Insurance (average) - $327.72 per employee
(7) Long term disability insurance coverage - $41.16 per year.

Note: All figures were compiled as of July 16, 1975

5 7



Salary Payments

Employees contracted for nine monthsrplave the option
4

of being paid in nine or twelve equal monthly installments.

Checks will be distributedeon the last working day of
4the month. However, the December and May paychecks will bb

made available to the teacher after all grades have been submitted.
4fr

It is College policy not to give salary advances.,

A

56
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INsmt-JCTI ON

Teaching 1,und

The normal teaching load is fifteen hours.

Class Attendance Policy

56

Lectures; seminars, laboratories, and.other formal teaching methods
Are offered in weekly Class sessions over the period of a semester in a
course of study. Regultr attendance at the appointed classes avail's the
student of 'the guidance given by the instructor in pursuit of the achieve-
ment of knowledge in the discip.Line under study or the attainment of the
skill to be developed. The relevance of consistant class attendance to the

/4level of work done by the student will be reflected in the evaluation of
the student's achievements through the grade reported to the registrar by
the teacher. Each instructor's absence policy will be submitted to the
offices of Dean of Student Services and to the Dean of the College yearly.

Teacher Absence From Classes

-When. a teacher must be absent from classe0,.this absence should be
- reported to the Departmental-Chairperson, who in turn, shall notify the
AssoCiate Dean and Registrar of the absences.

Class Record Books and Grade Reports
'

Class Record Books may be obtained from the Bookstore. The report of
final grades will be turned in to the Registrar at the end of each semester__
to be placed on file in that office for future reference.

DEVIATION FROM PRINTED SCHEDULE

NO DEV TION IN TIME OR PLACE FROM11E PRINTED SCHEDULE SHOULD BE MADE

EXCEPT BY THE REGISTRAR'S APPROVAL. ANY CHANGIPIN FINAL EXAMINATION SCHEDULE

MUST BE APPROVED BY TILE DEAN OF THE COLLEGE.

5G
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REGISTRATION

In the past few years several approaches to course
registration have been tried. At present, the following,pro-
cedure is used.

Prescheduling. Those students in attendance at Salem
have the privilege of setting pp their next semester's schedule
prior to the end of the semester in which they are engaged. For
example,'bx the end of the second semester this year nearly all
returning students,haci:prescheduled theit courses for the first
semester of the next schOolIyear.

The remaining act in their registration will be an
.appearance on 'the assigned registration day, at which time they
take their schedule. request form to the business office rep -
resentative. Needless to say, this relieIes the. advisor of
many-hourp,Of tedious-scheduling under the pressure of time.

For the fall of 1975-76 an attempt has been made to
preschedule new students by .m it during the summer months.
Forms, along with suggested s ules for the respective majors,
were mailed to .thdse new students who had 'Aid the deposit fee.
Over fifty percent,of those students contacted took advantage
of this procedure.- Several made personal appointments with the
Registrar to, complete the process.

Scheduling.- New students who arrive on the day oa
registration have been notified of the specific time they are
to meet with their assigned advisor. Registration takes place
in the Administration Building. After the schedule is finalized
the student fills out the NCR Schedule Request Form.. This form
is presented to the'Registrar's table for approval. Other regis-
tration forms (HEW student nationality report, etc.) are com-
pleted. Zhese forms.are then collected by the last checker after
review of the schedule. and other forms by a representative of
the Registrar's office. The student proceeds with the NCR
Schedule Request form only to the Fiscal Affatts table to be
receipted and given one copy of the schedule. The next step is
to start classes, presenting his copy of the approved 'schedule
to each prfessor as an entrance permit, if so requested. 1

Professional Responsibility. It appears that to .effectively
advise students concerning the courses to be scheduled an ad-s
visor should be acquainted with:

(1) latest Bulletin,
(2) teachercertifiCation regulations, obtainable from

Education Department,
(3) general education requirements for both the liberal

arts'student and the teacher program,
(4) course prerequisites,
(5) how to schedule correct courses allowing for an

a even distribution of glasswork throughout five
days, making provision each day fot a noon

'eating geriod.
GO
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TUTORED COURSES

Occasionally a request is made by a student to have a specific course
tutored by -'a professor. Such a request dictates the necessity of (1) the

-student's agreement to pay r-rutOrial fee of $35.00 per semester hour
'in addition to the regular uition rate; .(2) a professor's willingness
to undert extra work involved with the tutoring situatt6n;
wrkiien pilaton of the Associate.Dean

The student begins the reqqest procedure by obtaining from the Registrar's
Office a copy of k,he proper form. After filling in and signing the request
stateMent; the student proceeds to have the tutor and the Associate Dean
of the College sign the agreement. Finally, the form is left with the
Registrar, who notifies the Director of Fiscal Affairs and the professor
of the approval. The student and the professor work out the tutoring
situation according to the guidelines listed below, after which the pro-
fessor reports the grade upon the gracle card pent to him by the Registrar.
The Office of Fiscal Affairs collects the tutor's fee from the student
and forwards it to the professor.

Guidelines for Tutored Coursework:

1. The course in question is not otherwise schetkulable prior
'to graduation.

2. The course should not be in addition to a full-time load of
regular coursework..

3. All work completed by the student toward the evaluation for
the grade is to be turned in to the office of the Dean of the
College at the time the final grade is reported to the Registrar.

4. The course taken must be one listed in the current College Bulletin.

5. A professor who is teaching a normal load should be restricted to
one-student tutoring situation in a semester.

6. A professor who is not teaching in a five weeks summer term should
be restricted to no more than.three different tutored courses in
a five weeks germ.

# 7. It is expected that in conducting a tutored course a miiimum of
forty-five contact hours be maintained. The faculty member and
the student must each file in the office of the Dean of the College
a record of time'spent in the tutoring situation.

6
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COLLEGIATE-LEVEL EXAMINATION PROGRAM (CLEP)

.0 Credit based on the CLEP Subject Examinations is

granted to individuals who score the same as o
A
r above the\

mean of the CLEP national norms.

I

/MAKEUP EXAMINATION

59

gb

Wheneverja student fails to take an examination a

the Scheduled 'time beCaUse of illness or other legitimate

reason, a professor may desire to give that student a makeup

examination. Students are charged a fee of $5.00 for this
$

privilege. Ibis must be paid at the Office of Fiscal Affairs

in advanCe of the makeup examination. The student surrenders'

his receipt for this fee to the professor at 'the time of the ,

makeup test. The professor, in turn, receives $2.50 by bringing

the receipt to the Office of Fiscal Affairs.
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REPORTING INCOMPLETES

It ie understood that the Incomplete is given only in extreme cases, such
as illness, etc. The grade gives no quality points, but it is, included
in grade point computation. A student who registers must complete the
work within the semester or summer session ensuing. Otherwise, the grade
remains incomplete for two years before it is changed to an F.

Below is a facsimile of the incomplete report form. The professor, aftqr
filling out the form; files one copy and returns the remaining two copies
to the registrar. One copy is forwarded by the registrar to the student.
The4instructor should sign the form .in the lower right hand corner. Keep
in alind,-also, that the incomplete grade must be reported on the grade
catdrand the Teacher Gr e Report form.

INCOMPLETE REPORT FORM

SALEM COLLEGE
SALEM, W.VA. SEMESTER ENDING

,

TO: The Registrar

STUDENT'S NAME HAS RECEIVED A GRADE

OF INCOMPLETE IN FOR THE REASON OR

REASONS STATED BELOW

'TH S GRADE- MAY BE REMOVED BY

CURRENT DATE

DISPOSITION: Two copies Of.thiE4 form, properly filled °A and signed,
should be submitted to the Regis rar At titsilend of the
semester with the regular class hard for e ry student
whose grade is I (Incomplete)

Ty instructor. should file the 3rd copy.

GrO
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REMONOG INCOMPLETES

When the necessary requiremnks have been completed to the teacher's
satisfaction,'an.incomplete.grade must be removed formally to clear the
student's record and up-date his or her cumulative average. The removal
of an incomplete during the process of a semester does not influence a
student's academic standing. That is, if a student who has been placed
on probation at the end of the first semester, completes the incomplete
work midway in the second semester, that student is not removed from
probation at that time.

61

4

The three-part NCR. form illustrated below should be'filed with the
registrar when the instructor:, is ready to clear the incompleke. (The
sooner the better:) Note that the instructor retains one copy on file as /
proof of the clearance. The remaining two copies are sent to the registrar,
who records the grade on the permanent record card. A copy is sent to the
student shbwing the grade received for the course.

. ,

'tD4 REMOVAL OF INCOMPLETE

OFFICE OF THE REGISTRAR
SALEM COLLEGE
SALEM, WV

HAS COMPLETED

Date

..0

DEPARTMENT

TAKEN IN
COUlst NO. TITLE

WITH A GRADE OF .

SEMESTER

INSTRUCTOR'S SIGNATURE

'DISPOSITION: Two copies of this form, properly filled out and signed,
should be submitted to the registrar at the time the in-
complete work is terms sted. The instructor should file
the 3rd copy.

it6 t
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PLANNING SYSTEM

.Department-level units.of the institution are requested to prepare

five-year plans and budgets. These are reviewed by the planning team and
411(

the analytical studies team, and eventually are incorporated into a long-

range plan which becomes the starting point for the next Annual cycle. The

62

A
NACUBO system has been adapted to fit our institutional idiosyncracies. This

system includes certain cardinal features orelements which include: 1. the

use of a planning and budgeting calendar of events; 2. two separate groups-

the analytical studies team. and the planning team; 3. wide participation by

most if not all constituencies; and 4. an annually uPdattd five-year plan:

Using a calendar insures no hidden,, agendas; it acts as a built-in ex-

pediter to make things happen, and presents a clear overview of the system
14

to all those involved in planning:

The use of the analytical studies team (operating independently of the

planning team) is another vital element of the system. In a manner not un-

related to the golprnmental principle of separation of powers, this committee

offers a free forum for faculty part'icipation and questidns. A properlyA 1,

functioning analytical studies team allows an increased sense on the part of

facul that input to the system can be made; it provides its members with an

intimate knowledge of how the institution actually functions, and requires

their direct support of the plan4ng retswpmendations ratified or originated

by them.

The analytical studies , which reports to the planning team, acts in

an advisory capacity - a role that is important tecaye of its location in the

system, the charge given to it, and its constituency. This role carries a

65
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Planning System (continued)

63

sense of obligation; perhaps no other agency in the institution, out 'de of

the president's office itself, has the obligation to review the total in-

stitution its pro,blems, and its. strengthd.

The planning team, presided over by the president, has final authority

and responsibility for drawingtp plans and bUdgets for the Board of Trustees

approval.

6G
.0
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RETIREMENT

Retirement for faculty member is mandatorug age 65. The Col le`

may employ retirees. over:the age of 65 on an annual basis as inS-ti-

tutional needs may require until the retiree, resehes_dge'70-at which

time complete retirement shall be honored by both the College and

'.the faculty member.

44%

I

(Adopted by Board of Trustees
De ember 14, 1970)

a.

4.-
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FACULTY BENEFITS

The following are some of the specific benefits available tofaculty Members:

1. A facultychosen retirement program with the Teachers Inliturance and
'Anndnity Association'(TIAA(ks;nd College Retirement Equities Fund (C.
-711v1.s benefit doe0not apply o part-time faculty membert, Fhpulty
members between the ages of thirty and fifty Must sign fot this. after,
two years of service at Salem College. Application to Participate .

in TIAA-CREF is made'at the Office of Fiscal Affairs.
114

2. Federal old Age Benefits under theFederal Social Security, Act, West
Virginia Workmen's CompenSation Insurance, and West Virginia Unemploy--
ment Compensation.

WOrkmen'sConi'pensation Insurance-ftovides coverage for injuries
sustained on the job or occupational illnesses.° These benefits
aptly to'both full4ime.and part-time faculty members.

Unemployment Compensation covers both full-time and part-time
flaculty member.

3. A group medical and hospitalization plan ircluding life insurance
subsidized bythelCollege is available to those full-time faculty
members desiring such a 'plan. For further` information, faculty
members are advised to confer with the Office of Fiscal.Affairs.

C

4. College fully subsidizes. a TULA-long term total, disacility income
protection plan for all full-time employees. All'full-time employees
who were at work at the plan's inception on February 1, 1973, are )
covered. All full-time employees hired after FebruAry 1, 1973, must
be. employed one full year before they are automatically covered by..
thiAplan. Any turn-time employee covered under this plan who, has.
a pre - existing condition must be covered one full year before'being
eligible for benefits as .a result of this pre - existing 'condition.
This benefit applies to full-time employees only.

5. A ytivate salary insurance protection plan is available' to the full-
time faculty members on a reduced premium plan. An agent is on campus
'periodically to contact new faculty members. This benefit does not
apply to part-tiMe faculty members.

6. Staff Tuition Allowance.
(a) Staff tuition allowance is available to the employee, spouse,

and/or dePendent children of regular, contracted' r monthly
employees of. Salem College. Dependent child is defined as a
son or daughter claimed on the employee'A...federel income ,06'.
return.

)) If a regular contracted or monthly employee who has been employed
by Salem College fOr'seven (7) or more years'dies while in the
employ of Salem College the staff tuition allowance will be allowed
to all dependent children at the time of, the employee's death for
a period of four (4) consecutive academic years after that child
graduates from.high AEhool.

a S
* 66
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Faculty Benefits (continued)

t Stafft.Jeition allowance shall be limited to the total charge_
for each :credit hour when the student is registered for less
than the number of hours normally considered to be a full time
student load and to the total normally charged for a full time
student load when the student is registered as such.

.?"
.

(d) Retistration fees, Community Congress fees, lab fees, private
music fees, etc; are not covered by staff tuition allowance.

,

(e) The maximum staff tuition alloWance for any year Will be limited
to the published tuition Charge-for that year. In 1975 -76 the

,tuition charge is $1,800.

(f) Staff tuition allowance does not cover extra charges for hours
carried in exceas of the me)iimum established for alk students
nor,does.it cover the cost of tutoring service.

(g) Staff tuition allowance will be prorated.according to a part-.
-time contracted or monthly employee's workload'compared to a
full-time contracted or monthly employee's workload. For
example,:tuitiOn,allowence will be used to complete the financial
eid'packege after all other- sources of financial aid have been'
utilized.

7. A faculty member is given a 20% discount on most items purctiesed at
the Bookstore, except text books.

8. A limited ntimber of resident,houses owned by the College are avail-
able to full-time faculty members for rent. Information-may be
obtained from_ the Office of Fiscal Affairs.

9. The Office of Fiscal Affairs helps_ the faculty, and staff. members
in purchasing consumer products so that they may enjoy discounts and
wholesale prices. This benefit applies td both full-time and part-
time-faculty and staff members, who Obtain formg1 purchase ordegs
.fromthe Office, of Fiscal Affairs before such purchases are made.
You must reimburse' the College in full as soon as the invace is
'received. Some companies that give the'College discounts are:

I

Sherwin-Williams Company
Trim-n-Tree
Clarksburg FUrniture Wholesale Company
Denser Hardware & Supp/y Company

10. 'A'faculty-member and spouse receive free tickets annually to all
ethletic'events. This benefit does not apply td part-time faculty
members.

11. Faculty members and their spouses are privileged to attend all
Academic Convocations free of admission charges.,

6D
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.'Faculty Benefits (continued)

12.i. Each faculty member fs allowed 14 working, days sick leave per year
,with full pay. A- substitute teacher will be paid from the faculty.
. ,

member , s-c.onttact in.oade of absence because of sickness beyond the
14 day. limit. Frequently, when serious illness has. occurred, other
staff members have volunteered to teach, gratis, the ill members
courses in order that` the ill members-may.continue to. receive full
salary. At such times the College does not initiatesuch arrange-
ments,'but will try to accommodate them.

13. Membership in the North Central W,. Va. 'Blood Donor's Club, Inc.
(sponsored'by the Harrison County Labor. Federation) Is available.
Information can be obtained fram the Office of Fiscal Affaira.

ti

4

14. The Office of Fiscal :Affairs details in connection With
fringe benefits for all employees:- retirement (TIAA-CREF) as well
as health, accident and other insurance Programp. It is responsible
for the various types of College -wide insurance coverage. -.

15. Leave of Absence:
(a) A leave of ab4inceswIthout compensation may be granted to a

faculty member for tle.follong reasons,: travel, atudy, or
,- active military service. ,

(b) -Application for a leave of, absence shall be madettr. the Dean of
the College no later than the end of the fall semester preceding
-thekoposed start"of the leave.

(c) Time incurred during a leaveiof absence shall.not'be -credited
toward satisfying the probationary period prior to, the granting
of tenure.

(d) A leave of absence is normally for,one academic year.
,

,(e) Hospitalization and retirement annuity benefits may be:continued.,
during the leave-with_theexcdptIOno64:ctive military -service.
if the faculty member makes proper arrangements -with the Office,
of Fiscal Affair4, The-employee must'bear the full-expense of
such continuation of benefita..

16. Maternity. Leave. - --
(a) A full time regular'employeeshall be,granted a maternity leave

upon submitting to the Dean. of the College a Written request and,.
a physiciaeb statement of verification. A Maternity leitivelis
a leave without compensation, with the exteptiok:E44t any unused
sick leave may-beapplied to a Maternity. leave.

(b) The College does not dictate the date, that an .employee's leave
must start. .A phyPiciarOPWrittenTatatement of the last safe 7
working day before leave will' be, required.'--

70
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.Faculty Benefits (continued)

68

,(c) If the -employee has not returned to work by 90 days following
the termination of pregnancy; employment by the,College shall
be considered terminated.

(d) Following termination of pregnancy, put subject to parag4aph (c)4-
above, the College agreesto reinstate the employee to the same,.

or to a similar position providing-that the employee is in
satisfactory physical and mental condition as attested to in
writing by a ,physician.

n(e) llospitalization and retirement annuity benefits may continue
during the leave if the employee makes proper arrangements with
the Office of Fiscal Affairs. The employee must bear the full

Is expense of such continuation, of benefits.

el

se
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RETIRED TEACHERS AND ADMINISTRATORS BENEFITS
.

Conditions for retirement benefits:

4
At least seven years emplOyment at Salem College.

Age 62-65 years.

:Or
Early or diaiWility_retirement

.10
benefits subject to negotiation.

of

Benefits:
0.

I. Unrestricted use of library fadilities.,

Z. Free tuition for audit classes.

3. Admission to all _entertainment aetivities'which are free to
employed faculty. (Athletic contests, musicals, etc.)

4.. Faculty discount, on Bookstore purchases.

-69

5. Use of Saleni Colllge diScount on merchandise at any eStablish-
ment with whom Salem College has such an'arrangement (Procedure
the same as for employees.%)

Use of ,DUplicat/ion Center to prepareMaterial. Masters and paper
must be-purchased'byretiree.

7. Continued membership in AFL - CIO-Blood Bank. .

R. CanOr Insurance policy can be retained_bycontinuing the payments.

9. Hospitalization as a medicare supplement can.be retained by.assUbning
the full cost of the policy'. (Supplemental insurance has a reduced
rate.),.

q.
10. Rights to use the Edu ator Magazine Magazine subscription specials.

7



1975-76

0

LIBRARY

HOURS:
Fall and Winter Semesters:

70

Monday-Thursday 7:30 A.M. to 10:00 P.M.
Friday 7:30 A.M. to 5:00 P.M.
Saturday 1:00 P.M. to 4:00 P.M.
Sunday 1:00 P.M. to 10:00 P.M.

Summer Sessions:
Monday-Thursday 7:30 A.M. tb 9:00 P.M.
Friday 7:30 A.M. to,5:00 P.M.
Saturday 1:00 P.M. to 4:00 P.M.
Sunday 1:00 P.M. to 4:00 P.M.

Between SeMesters:
Monday-Frida
Saturday
Sunday

8:00 A.M. to 5:00 1R.M. /
Closed
Closed

'CLARKSBURG CAMPUS

day-Thursday 6:00 P.M. to 10:00 P.M.

AIy, changes'in hours will be posted outside the front door
of the Library.

if

ARRANGEMENT: 4'

The libriary book stacks are located on the first floor with
the card catalog and general reference books. An open stack policy
is followedo Library offices and processing departments are also
On the ground level. Periodicals and their indexes are housed on
the second floor with a closed stack situation existing except for
some current issues arid daily newspapers. Pamphlets on current
issues are A a vertical file in this location. Audio visual
materials are obtainable fromLan office on the second floor.

44 BORROWING PRIVILEGES:

Faculty members are not restricted in the number of books
borrowed. Books will be dated for the end of each semester to
facilitate record keeping. If books borrowed by the faculty are
needed for research or reserve, the library may call for their
return. General reference works are not to be taken from the
library.
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I"

INTERLIBRARY LOAN*

71

Fyulty, members may borrow from other librarjesoby
.

means of interlibrary using a toll free telephone exchange

with the W. Va. Library Commission in Charleston. This service

is free' except for photo copies. for which most libraries make a

chaxge,of 10 cents a page.

RESERVE BOOKS:

Any /faculty member who wishes to place material on re-

serve for his or her students should present either the`list or

the items themselves to. the attendant at the Circulation Desk.

This should always be done before the assignments are made and

the library should be notified when the use of the reserve books

has been completed. At the end of each semester all reserve books

are removed by the library.

ORDERING:

Any faculty member reqUesting books for the library must

file.with the Order Librarian a book-order card, approved by the

department chairperson. These cards are obtainable in the Order

Department. These will be processed as quickly as possible.

Periodicals are ordered only once a year in early spring.

Additions may be made later in the case of new faculty. members.

Monthly mimeographed lists of newly catalogued books are

sent to department heads and are available in the Library for

anyone who wants them.

A faculty member finding difficulty in obtaining needed

material should feel free to request assistance.

7
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CAFETERIA

The Cafeteria is located on the second floor of the Randolph
Campus Center Building.

Hours - Monday through Friday:

Breakfast: 7:00 a.m. - 8:45 a.m.
(Cafeteria closed 8:45 a.m. - 11:00.a.m.)

Lunch: 11:00 a.m.)L 1:00 p.m.
(Cafeteria closed 1:00 p.mi - 4:00 p.m.)

Dinner: 4:00 p.m: - 6:00,p.m.

Hours - Saturday:

Brunch: 10:00 a.m. 12:30 p.m.

Dinner: . 4:00 p.m. 6:00 p.m.
.0*

Hours - 1Sunday:

Brunch 10:00-aLm. - 12:30 p.m.

Dinner:/ 4:00 p.m. 6:00 p.m.

Faculty members apd their fiends are invited to use the service
of the Cafeteria at any time. The Cafeteria usually closes
during regularly scheduled vacation-periods.

7 3
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BOOKSTORE

73

Teletbook and desk copy orders.

A. Blanks through which textbooks are to be ordered originate

from the College Bookstoie and are sent t6 teaching faculty

through campus mail. Instructors should -plan well ahead of

time, since orders will/be requested approximately one term in

B. The Brookstare provides a,special blank thrdugh whiCh

instructors should theliselves order desk copies. It is suggested

that,one desk copy should be requested for each 25 students in

advance.

the class.

thA

C. Textbook Shortages. Alm6St inevitably there will be some,

in some classes. To take care of this possible problem:

1. As.an instructor, take inventory of the situation

within the first several days of class meetings%

Determine if there is a textbook shortage, and how

many students are in need of copies.

. Call the Bookstore Manager, reporting the text or

texts short, and how many copies need to be supplied.

.3../7As soon as the Bookstore Manager receives an

accurate picture of the situation, she will call

the supplier by telephone, requesting immediate

service.

7G
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PURCHASING PROCE5URE

74

All purchase requisitions must be placed through the

office of Fiscal Affairs; otherwise they are not the respon-

sibility of.the College and will be ,charged to the person making

the purchase. I

To place an order:

1. pbtain a purchase requisition from the Chairperson
of the Department

a)

2. This requisition completed in triplicate is to be
returned to the Chairperson of the Department for
approval.

3. The Chairperson of the Department will then place
the proper budget code on the requisition and send
two copies (the whilte origingl and the"pink carbon
copy) to the Director of Fiscal Affairs for approval,
subjectto the College, budget. The Director of
Fiscal Affairs will then issue a formal purchase
order. :Fhe second copy of the requisition (pink)
will be returned to the person making the request
indicating the purchase order number. After the
merchandise has been received, this second copy
should be signed and dated at the bottom and returned
to the Director of Fiscal Affairs:

APPROVAL OF INVOICES

1. Charges against the budget will be made, only after
invoices are properly Approved:

2. When you receive an invoice for which the gbods or
services indicated have been received, indicate your approval
of payment by signing and dating, the original copy of .the
invoice,

3. Send all approved invoices with any attachments to
the Office of Fiscal Affb.irs.

"IX

CHECK OSHING

,-, The Office of Fiscal Affairs will cash personal checks.
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CUSTODIAL SERVICE

Each College building is staffed with custodians.
All requests for other than routine custodial service should
be directed to the Director of Custodial and Support Services.
Telephone extension 325 and 341.

DUPLICATING SERVICE '44

A duplicating service is located on the first floor
of Randolph Campus *Centery near the College bookstore.

For reproduction, all that is needed is a clear
original copy of the item you want duplicated 4nd automatically
the machine will make a master and rRproduce the material. 0

Please-allow ample time for duplication
For extensive wtork, such as office forms or brochures, make
early arrangements so that deadlines can be met.

Fours for Duplicating Service .

1

Monday through Thursday:

Friday:

MAIL SERVICE AND POST OFFICE

8:00 a.m. to 12:00 noon
1:00 p.m. to 4:00 p.m.

4
8:00 to 12:00 noon
closed afternoon for
machine maintenance

Each faculty member is assigned a mailbox located in
the CaMpus Post Office, Room 13, first floor of the Randolph
Campus Center. -

Hours for Post Office

Monday through Friday: 8:00 a.m. to 4:00 p.m.

Saturday during the regular
school year 11:00 #.m. to 1:00 p,m.

Incoming off campus mail is sorted by the mail clerks
and placed in faculty boxes usually by 10:30 a.m. Monday through
Friday, and inter-campus mail as soon as received.

All official outgoing mail should be in the Campus Post
Office by 3:00 p.m. so that it can b0 processed for the after-
noon pickup by the U. S. Post Office.

Stamps for persona use are on sale at the Campus
Post Office.

76
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COLLEGE KEYS

76

-A key request must be signed by the departmental
chairperson for general keyb, or theDean of the College Tar
master keys. This request is then taken or sent'to the

110 Physical Plant office. To insure availability of keys,
advance notice of one day should be given to the Physical
Plant office. All keys areto be picked up by the person
to receive the key. Each person is required to sign
personally for each key. All lost keys should be reported
to the Physical Plant office immediately.

Clearance of keys with the Physical.Plant is one
of the requirements Ar people leaving the College. All
keys which are no longer needed are to'be returned to the
Physical Plant Office.

GENERAL MAINTENANCE AND EPAIR SERVICE

The Physical Plant will provide general maintenance
and repair for buildings and facilities on campus. The needs
for such services are to be reported to-the Physical Plant
office. The following information is required: building,
room number, -depi.xtment, person reporting, description of work
or nature of problem. Examples of genetal maintenance and
repair are: replace light bulbs, correct general plumbing and
electrical problems, repair locks, repair door closures, and
replace broken windows.

MAJOR ALTERATIONS AND IMPROVEMENTS

Requests. should be forwarded to the chairperson of the
department in writing. The request must include a complete
description of work being requested and reasons for the request.
Examples of major alteratidhs and improvements are as follows:
remodeling rooms, installing fixtures, lowering ceilings.

Once a project has been approved by the chairperson it
must be forwarded to the Dean of the College for approval and
to the Director of Physical Plant and Maintenance for cost
estimates and final specifications.

I)
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MEDIA SERVICES

Media Services provides.purchasing, maintenance, repair,
and cirdulation'of all media related equipment.

This equipment includes movie projectors, filmstrip
.projeCtors, slide projectors, tape .recorders, cassette recorArs,
phonograph. players, videotaping equipment,, overhead projectors,
opaque projectors, and public address Systems.

Media Services also provides a limited production service,
which includes making transparencies slides, tape recordings,etc.'

If a particular item of equipment is needed in a class by
a professor, a request sjould.be made several days Ahead to
facilitate its delivery. No guarantee is implied that equipment
will be available on the specified date, so plan for alternate
dates. See John Sowers 4Ext; 293 or 219) for more information. .

MEDIA CENTER

The. Media Center, located on the second floor of the
Library, contains machines for viewing alms, filmstrips, micro-
film, microfiche, video tape, afid for listening to tapes and
recordv. The software for these machines is located behind the
periodicals desk. Software can be ordered on a free, rental, or
purchase basis if we do not have what you neeq_. For more information
see John Sowers, Extension 293 or 219.

SCHOOL PUBLICATIONS
y.

The Green and White (College newspaper) the'Salem
Coj.lege Bulletin (Alurrini newspaper) are distributed to the faculty
fthalof,charge.

1

The Dirigo (College yearbook) is available to the'faculty
members at student cost. Faculty pictures for the book are made
free of charge. The faculty is encouraged to cooperate with the
staff in preparing the book.

Bootstraps is an Alumni publication and, ikvailable at an
annual subscription rate of $12.00.

ACTIVITIES AND EVENTS CALENDAR

The master calendar of all College events .is
kept iry the

Office of the Dean'of Students. Changes or additions to the

dk

calendar are to be approved by the advisor to the Inter - Organizational
Council. All scheduled events will be pla ed on the calendar by the
Office Manager only. An all-campus calen ar is furnished to faculty

, members. Faculty members desiring to schedule events should schedule
them through that office. The activities calendar is published in
the Green and White, and is periodically up-dated by announcements
in the Intercom.
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INTERNAL COMMUNiCATIONS

The Intercom (medium for faculty) will be 'issued from

the Office of the Dean of the College as warranted. News

"items will be received by the Associate Dean, telephone .44X-

tensius 297 or 304.

USE OF CAMPUS FACIUTIES."

Anyone (faculty or student) desiring use of rooms on

/campus for something other than regularly scheduled classes

should clear the date and time with the appropriate authority,

in most cases, the AssoCiate Dean, and Registrar. Facilities

in the.Campus Life Center or Pub should.be cleared through the

office of the Dean of Students. Those in Underwood Armory
,

should be cleared with the Director of Fiscal Affakrs. The

'Gymnasium or pool should be scheduled with the Intramurals and

Pool .Director.


