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FACULTY HANDBOOK

SAN DIEGO STATE UNIVERSITY

A. INTRODUCTION TO THE UNIVERSITY

.1. Introductory

This Faculty Handbook is intended to serve as an'index or stmmary map to
the University, to help new faculty members to find their way around and
to serve as a reference forisahers.

.The law lider which The California State Uqiversit? and Colleges operateth
is known as Title 5 of the California Administrative Code). The powers
are vested in theBoard of Trustees, which establishes policies and,
governs through a Chancellor and his office: By action of the Truitges,
the President of 4 State University. or College.is responsible to the
Chancellor and to the Trustees for carrying out their policies in
the operation of the institution. Although by the Administrative Code
(Title 5) a President is required to consult with his faculty on a
number of matters, he is solely responsible for decisions made at.the
university. At San Diego State, the Senate--a body of some 70 members,
most of them elected by the faculty--plays a .major part in establishing
policies within,the concern of the,facultY. Actions by the Senate,are
recorded in the Minutes of the Senate and when ratified by the. President
are codified in the Policy File (P.F.). The Faculty Handbook-draws
upon Title,5, upon Executive Orders of the Chancellor, on the Policy
File, dnd on the Department Chairman's Handbook.

The. primary function of the University is the provision of'educational
services to the community. San Diego State prides itself on its repu-
tation as q university dedicated to good teaching. To be a good
teacher a,aculty member`must not only be effective in the classroom
cbutmust also continually grow in professional expefience and understanding.
Th4.teadher-scholar must be involved in -the search for nets knowledge,
the critical evaluation of present knowlgdge, experimental projeCts or
consultancies within his discipline, or creative.worlOm the arts. In
addition, service to the University and the comtunity is A part of
every successful professor's experience.

2. Signing in

." Every new employee must sign^in at the Payroll Office.(AD-3rd floor), take
a loyalty oath, and be fingerprinted (P.F. II J-5) before the first day
of classes so that, the first pay check will not,be delayed and so that

'a faculty identification card may be issued.
4

3. Parking

Faculty memberb may buy-permits to park in faculty and staff parking
areas, before the deadline each semester and summer session, at the
University Cashiers' Office (Room 8, CLS). Anyone parking in a designated
parking lot without a permitor in undesignated areas with or without a
permit will be subject to citation.



4. Mail, telephone.

INCOMING-MAIL:- Because the 1-leavy volume of incoming mail, faculty
members thould have a y official.business communications sent to their
University addre , which must include department, school, or other
applicable ids tification. OthdrwiseL 4uch mail will, delayed or
returned tO.sender. Student mail is not accepted for distribution on
campus.

OUTGOING MAIL; Only official mail will he accepted for payment of
postage--mail, that is, which 'has primary advantage to the University,
rather than to the correspondent. Each envelope must be identified by
department or administrative unit in the upper left hand corner.

t CAMPUS MAIL: Mail goiRg to another person or office on campus should,
be sent in an "Inter-Departmental Mailing Envelope," available in your
departmental office.

For detaOsd instructions see memo: MAIL REGULATIONS AND INFORMATION,
available in your departmental office.

TELEPHONE: Personal toll calls must be placed through pay telephones
on campus or charged to your home telephone number. Use of leased lines
and placement o1 long distance calls through office telephones are autho-
rized only for the official business of the University. Authdrieation
must be obtained in advance from your department chairman (for in-state
calls) or your dean (for out -of- state calls).

S. Keys

The Plant Operations Department issues keys upon proper authorization.
Faculty members mustnot lend keys to any student or any other unauthorized
person and must not permit'any,key to be duplicated. filhen it is necessary
fora student assistant to have a room Rey, the Plant Operations Depart-

.

ment will issue such a key upon written request from the professor,
approved by the department chairman.

6. Pav checks
C

A

Faculty payroll chbcks are,distributed by courier from the4Payroll Office
to'schools, ,colleges, and departmentsfor Individual distribution to
faculty members. Checks not picked up on payday are returned by courier
to the Payroll Office, where they may be individually claimed.

7. Office hours A

Each faculty member, full-tithe or part-tiMe; is expected .to have for each
course at least one office hou at a time convenient for that class. Each
.faculty.member is required to Yost his .schedule of office hours adjacent
to his office door and with his 'department. (P.F: J-9)



Teaching load

The basic teaching load for the faculty of The California State University.
and Colleges is 15 hours, but three hoursIbf'credit is given as recognition
for such duties as student advising, participating in the personnel,
decisions of the department, attendance at department meetings, membership
on departmental' and University committees. The remaining 12 t4Ching
units'are in fact the normal teaching load of each faculty member and may
be reduced only in conformity with the policies of The California State ,

University and Colleges and of this University. Schedules of teaching
and office hours must be submitted to the Vice President for Academic
Affairs each semester.

/ A
9; Library

The faculty loan period is one semester (ending one week-before-the end
Of the semester), but a book charged out to a faculty member may be
recalled after one week. If not then returned within five days, a
$25.00 penalty is assessed, charged against the department's book fund.

B. PERSONNEL: APPOINTMENT, TENURE, PROMOTION, etc,

4
1 Appointment

In*Dider tb make an appointment, a department must request and receive
the following from the Dean of the School or College: (1) authorization
of a position (full- or part -- time), and (2) authorizationto recruit. j.

Pepartments don't "ofb" positions. These are distributed
with the need& of the entire University in mind.. Hence in
some instances even replacements for faculty members on
temporary leave of absence may not be authorized.

"Affirmative Action" policy requires that minority and women applicants
11 be aftiiliply sought and, if qualified, given equal consideration. The

best Oa24fied candidate for each position must be appointed without
regard for race, color, or sex. See Affirmative Action Policy, available,
in departmental offices.

The department may have a recruitment committee, but the chairman Is
responsible for, action at the departmental level. (P.F. II A-2,
sect. 1, 2) '

Nepotism: Accademic appointments are based on merit alone; appointment
of near relatives of faculty members may therefore be made when approved
through normal appointment processes, with final approval by the President.
A faculty member rust not initiate or participate in discussions or vote
in any personnel matter involving a close ielative. (P.F. II A-5)

.%

After a department has come to a'decision to recommend that a candidate
be o;ferq appointment, documents are sent to the Dean of the College
or School fox his endorsement, then to the Vice President for Academic
Affairs. After final approval, the letter of appointment is signed by
the Dean.'

a 4



NO OFFER of a job, no promise of preciSe salary,<no'.
Promise of tenure or promotion can b made by ANY'member of
a department (including the Chairmadror anyone except the
Dean, after consultation with the Vice President foAcademisc-,
Affairs br his rOprb4entative. Conversely, appointments
once approved and offered cannot be canceled by departments:

Under some ciftcumstances, State funds are available eor partial repayment
of moving expenses for'specified newly appointed faculty members appointed
to probationary (tenure - track) positions, Such funds are not available
to thoSe appointed to temporary positions as full- or part -time lecturers.
Recipients must serve at least two year's or repay some fund on a pro-
rated basis.- For details, ask at the office of the Vice President for
Academic Affairs. ,(See also P.F. II H-1)

2. Reappointment and Tenure 0

The tenured members of your department Must.decide each year whether to
,-rewmmend-reappointment,.termination, or tenure for each nontenared
member who is on a probationary (tenure-track) appointment. These
recommendations pasts through the School or college to a University
Tenure Reyiew Committee, which makes final recommendations to the
Vice Presi,dent'for Academic Affairs. Lecturers, who have temporary
ful.1- or part-time appointments of specified duration for one semester
or one yeas, are not elisibleafo this consideration. Depending upon the
Reeds of the URiversity and the performance of the individual, full-time
lecturers may be reappointed to a total of no more than two years of
full-time service. Part-time lecturer are part of a pool of candidates
for. part-time positions from which appointments are made anew, each
semester or each year.

b

Probationary faculty are notified of decisions by the office of the .

Vice Presidopt for Academic Affairs according to the f9llowing schedule:

March 1-of FIRST year: termination at the end of the first
academic year or reappointment fOr second year:

Dec. IS of SECOND year: termination at the end of the
second year or reevaluation in spring of second year
with.notificati5on by June 1 regarding the nature of
the third-year appointment..

June 1 of SECOND year (for those reevaluated): probationary
or terminal. third year.

June 1 of THIRD AND FOLLOWING years: additional pr,Oationary
year, terminal year, or reappointment with tenure (usually
after four probationary years).

.1

The granting of tenure normally comes after four years of good probationary
service, but a fifth or sixth probationary year may he required. In rare
and exceptional case's where it would be of special benefit to the University,'
tenure may/be grantdd,before the end of the normal four-year probationary
period. (P.F: II A-2)

1
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',Tenure is a status earned by superior performance, not a right granted
or promised with initial appointment. ..

x

Each probationary faculty member is entitled to i written annual eval-
'uation of performance,' 'including both favorable and unfavorable comments
agreed to by a majority of the tenured members of the' department.

9 4
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'.%PromotiOn

Each year the departmental committee on promotions considers all eligible
members, ranks those whom it recommends for promotion, and sends its
recommendations along with those of the department chairman to the college
or school committee: That committee forwards its recommendations,-along
with those of the dean, the department chairman, and the departmental
committee, to the University Promotions Committee, The University
Committee sends its recommendations and all previous recommendations
to the VicePresident for ACadepic Affairs. Final responsibility rests N..
with the President. Eligibility for considerationloes not insure pro-
motion; promotion is grantedto the most meritorious among those eligible.
To be eligible for consideration, a faculty member"must be at the top
step-of.a rank or have 'Completed two ears in thatralik and must have
tenure (unless tenure is granted siffultaneously with promotion).
(P.F. II B-I),

4. Retirement; death benefits

Faculty members arerrequired to participate in the California public
Employees Retirement System. Deductions for retirement'become effective
on the first of the month following the month in'which appointed. In

addition to retirement contributions, payroll deductions will also be
made for OASDI(Social Security). Faculty members with previous member-
ship in MRS should inform the personnel office at the time of appointment.

Deqth-benefits: Under the -Public Employees Retirement System, if an
employee dies where in service, the beneficiary is paid one month's
salary for each year of service:up to six years. In addition, there
is a $5,000..00 life suranCe policy on the life df each full-time
employee.

S. Service areasolay-off procedures

Upon appointment each faculty member is assigned to a-teaching service
area which is usually the same as his'department. If lack of funds or
falling enrollment requires a reduction in force, (procedures are followed
as prescribed in Title 3, section 43200-43206. In general, these specify
that within s service area lay -off shall'ocCur in the order which best -

fits the needs of the University for non-tenured-faculty in inverse order
of length of service for tenured faculty.

4,



C, PERSONNEL:. OTHER

e

1. Professional responsibility

Most faculty Member's know that they are expected to be response le
members of the University community and to conduct their dutie in a
responsible and-orderly manner: to meet classeg as scheduled, to be

.,grompt, to keep good 'records, to hold examinations .at the officially

.anhounced times, to give suitable assignments, to teach classes in
multiple-sectioned courses in consonance with the othersections, .

'to providejn a class,.im both substance and method, what th0 course,.
4escription calls for, and so forth. (See also specific items below
And "kStatement of Professional ReSponsibility," P.F. II A-2,' Appendix A.)

2. Teaching effectivdtess

. A prima \-y qualification for'retention, tenure, and promotion in Tank
.

...-
. .

is excellence of instruction at the undergraduate or graduate level.
The teaching ability of the faculty member is measured by his command
of the subject, hisskill in organizing and presenting his mateyial,

;,e)./.ith force and logig, his intellectual Integrity, his enthusia*,, ..

(P.F. II file Sen4te policy requires regular student evaluation of
teaching. 't -, ,11

.

.7

3. Professiolial gro4h
r ,A

Regular'growth idprofessional experience and expertness is essential
to the Aevelopmt of a faculty member. Professional growth may take
different forms*ithin different disciplines but alwayS'requires eimi-
tinuing scholarSkip and active participation in the life of the pro.- .

fessional discipfline. Retention, tenure, andromotion depend partly
upon demonstiA*1,professiona2 growth, which may be measured in various
.ways Such as publications) public lectures, colloquia, professional
consultation andlor#ctice, and so On. Your department should, give

. 1

t

you. a clear understanding of the kinds of professional development
expected of you.- .

.....,

1 oi :., . i

4 Service to the

.

Uliier,Sity community
r -

, .

Aery faculty mfmbe is expected to dwhis "faj,r,share" of such depart-
mental chores A4 adVising serving on committees, and assisting-in the
activities of thtdeparttent. In-addition, he must be available for
school or college and University committee service and,may wish also to
volunteer for sim114r service in the community.

5. Outside activitie's

Giving full servigeto one's students", one's University, and one's.pro-
fession requires a very full,work-week of the faculty member. Outside .

activities, whetter.paid or unpaid, which interfere with University
duties cannot'be,permitted.. Many such activities, however, when properly
limited may enhance professional experience and complement campus
activities. Professional" consul)ancies, outside professional practice,
extension teaching, and similar activities are encouraged when they do
not interfere with campus duties. Department chairmen, should be kept
.informed of such activities; in general, they'should not exceed the
equivalent of atwenty percent overload (one three-unit class).

9



6. Absence: Sick leave r

Faculty on full-time appointment.earnsick leave credit at the rate of
,or

one...day per month of service_for a total of twelve days per year, which
may accumulate from year ro year. Unused ,ick leave may be counted at
the time of retirement toward years of-service for computing retirement
entitlements% 'Sick leave credit may not. be transferred from one faculty
member to another.' New appointees cannot use sick leave until they
hay.e worked six months.

FacUlty members who miss classes because of illness must nbtify the
department before'the time of the class, if possible: On return-to
duty they must notify their departmehts immediately and fill'out Form.
643, Absence Request, obtainable at the department office.., Sic leave ,

is charged from the first-day-of absence to the day_of return,i ncluding
campus working, days on which the sick faculty member has no as igned
classes,

Sick leave may also be used in limited amounts for such'emer ncies
asra death or serious illness in the immediate family which equires
the pr4'sence of the faculty member. For details, call the 13 rpnnel
Office:

1 7. Absence: Otherleaves, with or without pay

Absences (limited-in number and length) for bfficiafly.,:4ppr
fessional activities of value tothe University may be gran
pay, for a brief period, usually no more than five days. A
private business or personal reasons (other than a death o
illness in the immediate family) must be without'pay.- Such
without pay may he granted if essential to the well-being

'

member, if 'the period-of absence is short, and if the disr
clasS work is. not too great. All absences, with or withpu
an Absence Request, a professionally ,competentsubstitute,
approval in advance.

8. Unauthorized absence

veal pro -'

ed 1 with

sences for
serious,

leaves
Cthe:faculty
tlion to

y; require
specific

Faculty members-who leave Without the required approval in
suffer loss of.pay for,all days on which they are absent w
leave... They .are aliso subject to disciplinary action. `If s
abSenye for a period of more than five days,, the faculty
considei/ed to have resigned, his position. To protect. both
job, get official approval before an.absence for any reason
sudden illnes4.

/,
9. Sabbatical leave

4

Af3er six .years of service, a faculty member is eLigible'to
for sabbatical leave. 4fhe deadline for requestS is the firs
November. Sabbatical leaves are -ranted on merit and length

dvancaawila
hoUt Offiodal
ch Unauthorized
member may he
alary and
other than

4

e considered
Monday in

of service
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':'within limited allocations each year; not all who, are eligible for

.

consideration and submit app-rovedproposals in any one par can expect
tp be granted,leave. For details, see P.F. 'II C.

.

8

10. Travel
*

Travel and other absence from the campus during scheduled duties re-
quires, official permission, even though the faculty member has, made
arrangements' for classes to'be met and expects to forego pay for the
period of absencL Travel and absences for approved professional
reasons may be with pay, and often with expenses paid.',.Permissior in '

advance is important for both An-state"and,out-of-state travel, whether,
or not pay and expenses are requested Get requisite forms at tie
department office. In-state travel must be approved by the School or
College Dean;4sot-of-state travel requires approval of the office of
the Vice PresiTent for Academic Affairs.

11. State cars

For use of State cars, see Regulations, available at the department
office. Vehicles must be thecked out from the Office of Physical
Facilities. Drivers must have completed the "def sive driver" train-
ing:course.

.. 4- .

.

12. Secrttariallielp; duplicating seryce
16. . ,,

'

,

.

Limited secretarial help for work pertaining to University. duties is
available through the department office.' The-time which you should allqw-

ries from department to department; check-with the secretary.

lth insurance' o l
..

.--...

7
The state contributfs to health benefit insurance, effe ive.with the
date of enrallment'in the insurance program. .Enrofill*e t must occur
within 60 days of beginning employment. All new faculty members are
urged to take advantage of this benefit. . Inquire at the Personnel Office.

14. Grievances;-- Disciplinary Action ,

Summary is,unwise because detdils are important. See GrievanOe Procedures
-t for Academic Per'sonnel (Exec. Order No. 201) and Disciplinary Action

Procedures for Academic Personhel (Exec. Order'No. 113) and related
Senate actions. (P.F. II.I)

A acudty member who has a grievance, e-r against whom a grievance is
alleged, need's .good advice and plenty of help. 'Note that deadlines
are of the utmost importance., Your department c1iairman and"senior,
mefters of your department can...te-af-gruat-hetp.-wwit"hr---eolinsel, sane

advi.e, firm support when appropriate. Most faculty organizations
'will ovide vice to any faculty member. Often, by proMpt and
effective aCti , a small problem,can be satisfied/Or'contained, where
it might otherwise become large, difficult; and troublesome. Don't
ignore warning signals; keep good records.
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15. Personnel i les i,
. ' ,

S

1 4, ii:P (Personnel files are cxnfidentialVand acces ZO, the s c osely. .

restricted. See the Tolicy,on Faculty Files establ'isite , August -30, 1974,
pn file in, deprtmental offices. ,

7.-

D. CLASSES / 'STUDENTS .

Claiss Schedules
#

1 . I.

A class schedule is pdbli-shed for each. semester and41muner session.
In it appears much useful infol-mation, including the officiall? des- _

ignated time .for meeting and for final, examinations in each class. Time
and place of meetings and` examinations must flat be 'changed withoUt
official approval in4dvance. See your department *chairman.

-,. - 9 -, f
. * a. i . .

2. Vultiple Sections
/. .% .

. , .. /When multiple sections of ,a . course are offered,
v

it is imp,erative that..
all instructors meet the objectives of the course as indicated in' the
General Catalog, each in ,his own particular way. Thus, each sVdent ,

is assured that he will, have -had,-the.opPortunity for preparation equal
to his counterpart in another .class. This is a rig-ht, of the. S61,dent
and .cannot be viokated. 4

1.4

3. UnoffiCial withdrawal 'from class., .
.

r,-A faculty member has the responsilcility to give a ,gratle for each name
appearing, on the'grade sheet. If n 'F' is given for any other than
academic reasons, the circumstanc s should be specified ,in the 'Comment
column,. as for instance, 'Neveia tended class:. or 'Absebt after [date].'
A faculty member whiling, to grint a student withdrawal without penalty

wishing to- have a student 'ss appeal for' a change in grade to 'W'
granted without consultationconsultatn should add, 'gee: IV'. (P:F.,-- III C7.2)

I .. '' .
4. Student Grievance Code; Student Disciplinary PrOcedures

A . .

The Student' Grievance Code provides remedies for students who believe
theyhave a grievance' against a member of, the' faculty, 'administration,
or staff. You should' be familiar with the Provisions of this Code,
not only` 19 your on interests-, but also to be of possible help to

...students.
\\..

'

Executive Order N .148, Student -Disciplinary Procedures, pf-ovides
for disCiplinary ac ''n against a student, undel. Title. 5, section 41305.
Penalties range from reprimand-to ixpulsion. Faculty memb rs should
discuss problems with department chainen and deans: before filing

I

charges.

S. Majors

Every Upperldivision. student is expected have adeclar-dthajor,
*richt may, however, be: changed at the rogue* of the student. The,
,catalog in effect at the time of a change in major, including a Aangq .
f;om '.Undec10,red' tb a -specific majozLgoverns, the requirements th
(effect at thb time of his gradUatien.

inti

-
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''''--)

Students wishing to change majors ihto_any subjec area whibh has
limited admission Tiotas may do so only with writ en permission from"

. , the departmeAt, School,or program Concerned. Su h transfers shall%
be counted toward Ole quota established for the's bject a Concerndd.

: t--
ri

t 7.
6. Examinations

10

(

.:.

. II, , Final examlnationOmay not be held during the LeaSweek of claeses;f7
.

all final examinations must be held at the*time and place desIgnated
in the.Fing1 Examinativn Schedule listed IS the Class Schedule each.

\semester.
'7-

,?'"" . A . ;

The examination periods are-5art of.the regular school year, when-5art

faculty members are'considered to/be on duty."A faculty member's
Obligaion are not fulfilled until all course 'work has been evaluated,
and'gradereports filldat the Reg.istrar's Office, arid any other duties

'. have Been, completed.:

Handicappedstudents;' Faculty .members shall give ;students
with v,iSual qr other disabling physicai handicaps 'sufficient
time With eximinations to make it possible for them to compete

e- "% on an'4ssentially.equal basis"with the other students, p '

(P:F.:III G-1)

A .
4eGrOupexaminations may be arranged for courses, wit ultiple sections;
See your department chairman.

,7: Grading; change'of grades
v-.

. ! .
.

All courses'are'graded on a 4oint grade scale,. A through Fi unless
depattures from,this standard are authorizeth For exceptionsi,notably

.

the regulations covering Cr /No grading, see P:F.: III C4-
The member's grading practices are expected to meet the ... .

highest. professItonal gtandards.of objectivity, fairness,. and accuracy.
Grade distributions in individual classes are not expected ebreflect:a
prescribed normal distribution or curVe, but the assignment of gradeS
is-an important profesSionaljesponj_bility -?If the faculty and,. there-,
fore, afacOltymember may be expected to provide a profesSionally
defensible explanation when grades, in. any clasS depart markedly of ,,'
persistently from statistically predictable patterns for. courses on a
university level. Adequate records must be kept for five years:.
Fatuity members leaving the university must deposit their recent grade
books with their chairman.

.

,
v'.

. .

( -

Change's of grades: Course grades are'the responsibility of the
-1 instructor and, except as provided in the Student GrieVance Code, may

.
be, changed only by his written instructions to the Registrar and)with
the approval of the Vice President for Abademic AffairsleWhen an error
occurs, correction should be made as promptly,ps possible.

w.

8. Auditing of classes

With the Consent pf the instructor, a student may audit a class. An
auditor must meet all admissions requirements and pay the same fees
required of students enrolled for credit, but is not held for examina-
tions' and does of receive credit or ,a-final grade in the course. No
change from regUlar registration to audit or from audit to regular
registration is permitted during, the semester:

r:)



a

9. Field trips
. ,

Whenever field t rips are necessary, arrangements 'should be made well'in
advance' through the- department aV college or school channels. Field
work is encouraged, but legal responsibilities require that specific -

steps be taken before the trip. See youndepartment chairman well.in
advance. PI

Repders-and student assistants

Funds for readers and student 'assistants are .assigned through departments;'
unused funds cannovbe carried OVOT frcp one year to the next: Before
starting work, a student. must receive clearance from the payrolI,office
f,Or 'student-Assisiants,CL-10a. Readers must not be al wed to prepare
examifttions or to assign course grades; they may not ,grade papers 'for
classes in which,they.are enrolled. SO far as possible,..readers and
student assistants should be graduate students and have'a grade point-
average for the previous semester - of at least 2.5;' if graduate students"
are not available, selected upper division students may berused as
readers or- student assistants iji lower division classeS.

'

11. Textbooks

Textbooks and instructional materials for classes must be ordered from
thebookstore. Faculty metbers 'Till be given forms and notified'of
deadlines by the bookstore. Failure: to meet deadlines unfairly penalizes
students. It is a basic,responsibility;,df each faculty member to make-
tithely arrapg ments for the materials required in his classes.

41.

12. Audio-Visual S rvices

77.
The Audio-Visual Nnter'provides a wide variety of services and'equip-
ment and assistance in preparing and using materials. Many departments
also have special, collections materials. Check in your departmental
office.

13. Continuing Education: Continuing Education, Summer Session Study Tours
. .

Faculty members wishing to teach Continuing Education coup should
consult with their.departmentchairman and should submit the Dean of
Continuing Education completed propoal forms, with authorization
signatures from the department chairman and Deans of the College or
Schdol., -,

.
....

Summer session teaching assignmeqS'are made by the department chair-
man, usually during the month of October, when the summer session
program,for the following summer is planned.

Faculty members wishing to participate in study tours involvirig University
credit s1ou1d consult the Gulden es for Slimier Study Tours (P.R. IV A-4).
Note thaf planning for-a study t must begin a year before the tour.,
is scheduled'to start.



. MISCELLANEOUS

I..- Alcoholic b"everages . \
'Pei!Mission for use of wine and beer at specia#3ccasions'muAt be requested
not less than five days prior to the event. For details, see 'University
Policy Rgarding the Use of Alcoholic. Beverages on Campus.')

. Smoking
7

Smoking is not permitted_in the eampus.buildd.ngs except in(the.offices
ithe Commons, and the conference rooms. Because a considerable, number of

students are allergic to tobacco smoke, facultrmembers must insure that
no,smoking takes place in classrooms., Each student has a right to be
protected against smoke irk the classrooM,without-having tQ identify and
defend himself. -

3. University bulletin
',"

.
,

, .

..

"This Week," the University bulletin-, is itsued weekly during the
\school year; deadline forematerials, tthe President's Office, is
Monday at 12:00 noon.

4. University catall

a
The General Catalog and Announcement of Courses is, in effect, a kind
of contract with students,'.: or each student4s"entitled to receive a.
degree or credential upon-completing the requirements specified in the
catalog in effect at,the time he enters that program. .( A change in
major puts, the student under the catalog in effect at that time.)

The Bulletin of the Graduate Division summarizes University xegulations
and procedures' for all advanced degree programs.

t
The course description in the catalog is.the'Univetsity's contract with
the student and instructors are obligated to insure that each course
meets the catalog description.

Classified research

Although research in all disciplines is strongly encouraged in the
University (see item 7, below), classified research is, in general,
against University policy. See P.F. III L-1.

OR

Commencement
4W

BY,-Vi'liversity policy, each department shall be well represented at the
CoMIllencement exercises. Ten days prior to Commencement, your"department
Chairman is'expedted to send to the Commencement Committee the names of
',those who will attend from your department. It is an obligation of
each faculty member to atteind hid share of Commencement exercises,
according. to a "schedule to be decided by the department.

isk
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-San tit& State gni ity Foundation,

Funded research infall,acadeMic areas and projects such as federal educa-
tional contracts and institutes and other pi.ojects relAted.t0 community
and national goals.is carried on through the auspices of the*San Diego
Stake UniversityFoundation, a nonprofit educational corporation related

ut not a part of the University and -not operatqd by State fund4..

13 '

I.

8. Faculty associations

Various faculty associations, both national and state, are active at'
this institution. Dues may be paid hrough payroll deductions.

. 9. EMERGENCIES .

,
..' .

for any campus emergency, day or night, call the Campus Police, 6886.
I case i,f sudden illness or injury, call the Health Services;5281;

no answer, call the Campus Police.: .
.

1G
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