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A.

. ' FACULTY HANDBOOK L : _
r ' * ‘ . ’ ) . H N ‘\4\’
SAN DIEGO STATE UNIVERSITY : N o

IS . . I

INTRODUCTION TO THE UNIVERSITY . -  _

Introductory . N ,
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 forjaehers.
]

. The law under which The California State. University .and Colleges operates

is known as Title 5 of the California Administrative Codes The powers
are vested in the Board of Trustees, which establishes policies and
governs through a Chancellor and his office. By action of the Trustees,
the President of 3 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 splely 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 Poli’y
File, and on the Department Chairman's Handbook

The,primary function of the University is the provision of ‘educational

.Signing in,

services to the community. San Diego State prides itself on its repu-
tation as university dedicated to good teaching. To be a good

teacher a. §aculty member ‘\must not only be effective in the classroom.

Ut must also continually grow in professional experience and understanding...
ThQ teacher-scholar must be involved in- the search for new knowledge,

the critical evaluation of present knowledge experimental projects or
consultancies within his discipline, or creative, work in the.arts. 1In
addition, service to the University and the comtunity is 4 part of-

every successful professor s experience.

. 7

) ¥

~ . o

. Every new employee must sign-in at the Payroll Office. (AD—Brd floor) take ~
-a loyalty oath and be fingerprinted (P.F. IT J-5) before the first day

of classes so that the first pay check will not, be delayed and so that
a faculty identificafion card may be issued. -
. L]

Parking

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

? L
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4. Mail, telephone

INCOMING "MAIL: " Because pf the heavy volume of incoming mail, faculty
. membershould havé wly official. business communications sent to their
. _‘ University address] which must include department, school; or other
_applicable iderntification. Othérwise, #uch mail w111 be delayed or
returned t6. sender. Student mail is not accepted for distribution on
- campus. = - ot .

OUTCOING MAIL: Only official mail will be accepted for payment of :
postage--mall 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.

.} CAMPUS MAIL: Mail going to another person or office on campus should
be sent in an ¥Inter-Departmental Mailing Envelope " avallable in your
departmental office.
. 3
For detaiked instructions see memo: MAIL REGULATIONS AND INFORMATION,
avallable in your departmental office. : 5.
N ’
/' TELEPHONE: Personal toll calls must be placed through pay telephones
.on campus or charged to your home. telephone number. Use of leased lines
. ~ and placenent of long distance calls through office telephones are aytho-
' rized only for the official business of the University. Authorization
. must be obtained in advance from: your department chairman (for in-state -
o calls) or your dean (for out-of- state calls). . .

® 5. Keys ’ ~ . A

- The Plant Operations Department issues keys upon proper authorization.
Faculty members must not lend keys to any student or any other unauthorized
person and muSt’not'permlt‘anz;ley to be duplicated. When it is necessary
for a sfudent assistant to have a room key, the Plant Operatlons Depart-
ment will issue such a key upon written request from the professor,
approved by the department chalrman

;o

6. [az checks : .-A_~;’/{

-Eaculty'payrqll cheécks are:distributed by courier from the’Payroll Office
to”schools, colleges, and departments: for 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 " s . ’
Edch faculty member, full-time or part-time, is expected to have for each

R course at least, one office houy at a time convenient for that class. Each
faculty.member is required to post his schedule of office hours adjacent
to his office door and with h15 department (P.F. IT J-9)

”
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Teaching Ioad , . :

The basic teaching load for the faculty of The California State University‘
and Colleges is 15 hours, but three hours ®f credit is given as recognltlon
for such duties as student adv151ng, participating in the personnel. o~
decisions of the department, attendance at department meetlngs, membership
on departmental and University committees. The remalnlng 12 tekching

~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 Academlc
Affairs each semester. : . _ ‘

A R - J a
Library X ) &
The faculty loan perlod is one semester (endlng 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..

1.

4

>

Appocintment

-

In*order to 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) authorization'to recruit.
. A

Pepartments don't "ofd" positions. These are distributed

with the needs. 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
be actiyely sought and, if qualified, given equal consideration. The -
best quaNfied candldate for each position must be appointed without
regard for race, color, or sex. See Affirmative Action Policy, available:
in departmental offices. : e

The department may have a recruitment committée but the chairman 4s
responsible for action at the departmental 1eve1 (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 must not initiate or participate in discussions or vote
in any personnel matter involving a close relative. (P.F. II A- §)

~ - 4
After a department has come to a'decision to recommend that a candidate
be - of ferei appointment, documents are sent to the Dean of the College
or School”for his endorsement, then to the Vice President for Academic
Affairs. After final approval, the letter of appointment is signed by
the Dean. ’ .

.
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N.B.: NO OFFER of a job, no promise of precise salary, no . .
promise of tenure or promotion can bgamade by ANY’ member of. ’
a department (including the chairmaﬂg.br anyone except the .
Dean, after consultatisn with the Vice President fO)\'Academrm
Affairs or his representative. Conversely, appointments

once approved and offered cannot be canceled by departments. ,

Under some circumstances, State funds are available for partial repayment

of moving expenses' for Spec1f1ed newly app01nted 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.
Recipiénts must serve at least two years 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) . 1

Reappointment and Tenure °

The tenured members of your department must.decide each year'whether to

.- regommend reapp01ntment .termination, or tenure for each nontenured

member who is on a probationary (tenure track) appointment.  These

-recommendations pass through the School or college to a University

Tenure Review Committee, which makes. final recommendations to the
Vice Presigent’ for Academic Affairs. Lecturers, who have temporary
full- or part-time appointments of specified duration for one-.semester
or one year, are not eligibleafor this consideration. Depending upon the
needs of the University 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 €rom which appointments are made anew each
semester or each year. N ° ' ,
Probationary faculty are notified of decisions by the office of the"
Vice Presidept for Academic Affairs according to the following schedule: -
N 2 . ] .
March 1-of FIRST year: termination at the end of the first
academic year or reappointment for second year.

Dec. 15 of SECOND year: termination at the end of the
second year or reevaluation in spring of second year -
with.notification by June 1 regarding the nature of
the third-year appointment..

. < . 3
June 1 af SECOND year (for those reevaluated): probationary !
, or terminal third year.
~June 1 of THIRD AND FOLLOWING years: additional prd@atlonary
year, terminal year, or reappointment with tenure (u5ua11y
after four probationary years).

The granting of ‘tenure normally cgomes after four years of good probationary
service, but a fifth or sixth probationary year may be required. In rare

and exceptlonal case’s where it would be of special benef£it to the University, °
tenure may be grantéd before the end of the normal four-year probationary
period. (P.F.- II A-2)

L
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*Tenure is a status earned by superlor performance, not a right granted
, or promlsed with inigial appointment. - ‘ \
Y, Each probationary faculty member is entitled to a‘written.annual eval-
“uation of performance, including both favorable and unfavorable comments
agreed to by a majority of the tenured members of the department

s v o ‘ . <
. & L
» @ - Promotion . ' .

AN : REEEN

Each year the departmental committee on promotions considers all eligible
* members, ranks those whom it recommends for promotion, and sends its
rebommendatlons 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 Un1versity Promotions Commattee. The University
. \ Ccommittee sends.its recommendations and all previous recommendations
R . ‘to the Vice'President for Academlc Affairs. Final respon51b111ty rests \
seoo \ with the President, Eligibility for considerationtdoes not insure pro- - v .
. motion; promotion is granted to the most metitorious, among those elggible.
’ , To be e11g1b1e for conélderatlon a faculty member ‘must be at the top
step*of.a rank or have tompleted twﬁ(@ears in that rank and must have
terture (unless tenure is granted sifiultaneously with Jromotion).
(P.F. II B-1). ‘ - w

s

4. Retirement; death benefits

Faculty members arefrequired to participate in the California Lubllc ot

. Emplovees Retirement System. Dedsctions for retlrement become effectlve
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-
'shlp in PERS should inform the personnel offlce at the time of appointment.

Death -benefits: Under the Public Employees Ret1rement System if an

, employee dies whille in service, the beneficiary is paid one month's
. saldary for each year of servicé, up to six years. In hddition, there * ‘
is a $5,000..00 lifi/;x%uranCe p011cy on the life 6f each full-time :
- employee.: ' .
5. Service areas;tlay-off procedures ~ :
4

j ' Upon app01ntment each faculty member 1s a551gned 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 5 section’ 43200- 43206. In general, these spec1fy

- ) that withir. a 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. . : -

. )
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. C. PERSONNEL:' OTHER . ‘ . ' NG
i . \ ,
1. Professional respon51b111fy : I T .

. Most faculty members know that they are expetted to be responaﬁ?le

members of the University community and to conduct their duties in a
fesponsible and- brderly manner: to meet classe$ as scheduled, to be

. prompt, to keep -good 'records, to hdld examinations ‘at the off1c1a11y ' -

_\announced times, to give su1tab1e assignments, to teach classes in
mu1t1p1e sect1oned courses in consonance with the other-sections, , -
to provide. in a class, im both substance and ‘method, what thg course,.

escr1pt1on calls for, and so forth. (See” al'so Spec1f1c items. below 5
dnd "A Statement of Professlonal Respons1b111ty," P.F. 11 A 2, Appendix A. )

-

T%ach1ng effectivemess : : . ~

A pr;:z& qua11f1cat1on for'retention, ‘tenure, and promotion in rTank

is excellence of instruction at the undergraduate or graduate, level

The teaching ab111ty of the faculty member is measured by his %ommand .-
of the subject, his‘skill in organizing and presenting h1s matérial .
?wath force and logic, his intellectual integrity, his enthus1asm% -

(P.F. LI}34) Senéte policy requires regular student evaluat1on of
teaching. 4 -
Py .
Profess1oﬁa1 growt% : ' ' - ) ' ' -
, .

Regular! growth 1 "' professional exper1ence and expertness is eSSént1a1
to the developmeﬁt of a faculty member. Professional growth may take
different forms“aithin different disciplines but always requires ¢on-

" tinuing scholarship and active participation in the life of the pro-

fessional disgipfline. - Retention, tenure, and promotion depend partly
upon demonstrateg professional growth thCh may be measured in various .
‘ways such as pubiidaglons, public lectures, colloquia, profe551ona1 .
consultation and” pract1ce and so on, Your department should give <
yoi. a clear understandlng of the kinds of professional development
expected of you.. v § ! ot

. 4 . ) *" ;‘ y

Service to the Uﬁ&%ers1ty community

Every faculty member is expected to de his ”fa;r share' of such depart-

_mental chores as ad%1s1qu serv1ng on committees, and assisting-in the

activities of tht department. In’addition, he must be available for
school or college atd Un1vers1ty committee sérvice and ymay wish also to -
volunteer for s1m%1ar service in the community.

o

-

| L - —

-

Outside activities . &

§

-

Giving full service to one's students, one's Un1vers1ty, and one's pro-
fession requires a very full'work-week of the faculty member. Outside .
“activVities, whetﬁer paid or unpaid, which interfere with University
duties cannot’'ber permitted. . Many such activitié's, however, when properly
limited may enhance profess1ona1 experience and complement campus
activities. Professional consilfancies, outside professional practice,
extension teaéhlng, and similar act1v1t1es 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 a-twenty percent overload (one three-unit class).
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>
9.

‘;écuity on full-time appointment. earnsick leave credit at the rate of

"the time of retirement toward years of " sérv1ce for computing retlrement
'have worked six months. , : L : ///‘

‘campus worklng-days on which the sick faculty member has no asngned

- the présence of the faculty member. For details, call the 3

" Absences (11m1ted-in number and length) for off1c1a11y éppr»ved pro-

.epay, for a brief period, usually no more than five days.

Ahsence: Sick leave - "‘ ‘ . .

one.day per month of service_ for a total of twelve days per year, which
may accumulate from year to year. Unused sick leave may be counted at -
entitlements. ‘Sick leave credit may not.be transferred from one faculty =
member to another.” New appointees tannot use sick leave until they

i

Faculty members who miss classes because of 111ness must nOtlfy t o
department before ‘the time of the class, if possible. On return to .
duty they must notify their departments immediately and fill'out/Form
643, Absence Request, obtainable at the department office. ,SicK leave |,
is charged from the first-day -of absence to the day.of return, fincluding

i

classsgs, : S
. ¥ : : {
Sick leave may also be used in limited amounts for such’ emeru“nc1es
as(a death or serieus illness in the immediate family which :equlres

Offlce

Absence: Other‘leaves ,» with or without pay .

1]

ed' with '
ssences for-
serious,
eaves -
Athe\ faculfy ,‘ .

fessional activities of value to-the University may be gran
A
private business or personal reasons (other thap a death o
illness in the immediate family) must be without’ pay. - Sueq
without pay may be granted if essential to the well-being o
member, if 'the period of absence is short, and if the disruption to

class work is not too great. All absences with or~withpuq p%y, require

an Absence Request ~a professionally @ompetent-substitute, ingd specific
approval in advance. < . - T .
Unauthqrized absence . ’ ' . P

Faculty members-who leave without the required approval in pdvancg will
suffer loss of .pay for .all days gn which they are absent without offisial
leave., They are allso subject to dlsc1p11nary action. Mf s ch unauthorized
absen;e is for a period of more than five days the faculty{lmember may be
consldefed to have resigned his position. ‘To protect both alary and ..
job, get official apptoval before an.absence for any reasonllother than
sudden 111nesé v : :

' : /\ : ' ’ ' . X
babbatlcal }eave ' . L . ‘ i
After six years of sérvice, a faculty member is eljgible to jpe considered
foT sabbatical lcalVe. **he deadline for requests is the first Monday in
November., Sabbatical leaves are'ﬁ?ahted on merit and lengtw of servige

- . v ‘.
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" ?within limited allocat1ons each year; not ‘all who are eligible for
consideration and submlt approved prOposals in any one‘yEar c¢an expect
‘ to bé granted  leave. For details, see P.F. -II C. :

’ - ) ’ ) L4 ﬂ
- - 10. Travel '\x .

EN B . -
' & . . . - -

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 absencé. Travél and absences for approved profess1ona1
reasons may be with pay, and often w1th expenses paid. ,.Perm1ss1on‘in
advance is important for both .in-state and out-of-state travel, whether
, OT not pay and expenses are requested. Get requisite forms at the ' . -
department office. In-state travel must be approved by the School or '
College Dean;.gut-of-state travel requires approval of the office of .
the Vice Presignt for Academlc Affalrs. . \ A
'l . v . :

11. State cars . : v N : SR E _ .

>

!

For use of State cars, see Regulatlons, ava11ab1e at the department
. office. Véhicles must be checked out From the Office of Physical
. L. Facilities. Drivers must haVe completed the n"defensive driver'" train-
. ing-course. , . - “
12, Secretar1a14he1p, duplicating ser$;ce ’ _ ’ .
k; ' - ' . >-
L1m1ted secretarxal help for work pertaining to University .duties 1s ‘
"avallable through the department office.’ The" time which you should allgw~
ries from department to department; check with the secretary. Ce !

-4

'
.

13. ‘He¥lth insurance " A T R - : ﬁn .
, ] —_
. The state contributfs to health benefit insurance, eff ive with the
- date of enrallment‘in the insurance program. Enrof@he&fxmust occur . )
‘ within 60 days of beginﬁing employment. All new faculty members are ) = ’
urged to take advantage of this benefit. -Inquire at the Personnel Office.
. 14, Grievancesy Disciplinary Action
Summdry is unwise because details are important. See Grievanée Procedures
4 for Academlc Per'sonnel (Exec. Order No. 201) and Disciplinary Action
X Procedures for Academic Personhel (Exec. Order® No. 113) and related

, Senate actfons. (P.F. II.I) k\\‘\\ -

A facuity member who has a grievance, er against whom a grievance is

, alleged, needs good advice and plenty of help. ~ Note that deadlines '

. v are of the utmost importance.. Your department chairman and “senior g -

.. mehbers of your departmgnt can:be—of—greaezhe&pzwlthseopnsel sane 3.

S advige, firm support when appropriate. Most faculty organizations \
- “will provide advice to any faculty member. Often, by prompt and L.
. effective aét?gs, a small problem, can be sat1sf1ed oTr conta1ned where
it might otherwise become Iarge, difficult; and troublesome. Don't

ignore warning signals; keep good records.
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o 3 - f'( Ty . " . S . ‘

15. Persgnnel iles 'Q - » L . S .
Pexsonnel‘files are %Snfldentlal?and access Lo thema;&_%gosely -
restricted. See the Policy .on Faculty Flies establlshb August 30, 1974,
pn file in, departmental offices. ‘ coe . :

" » o . . . ' — N

CLASSES / STUDENTS i ' T . R vl .-

) . . - (‘ - . f

. /r.‘ C14Ss Schedules o * S . - Sve -
e TN T o ’ P
- A class schedule is published for each .Semester ‘and “Summér se551on. : -

In it appears much useful information, including the officially des- _
1gnated time .for meeting and for f1nal examinations in each class. Timg
and place of meetings and examinrations must not be ‘changed without ’
official approval in 3dvancc. See your department chairman.
’ .. | \/. .- '? ~ “ o . - o . .
Multiple.Sections ’ o B - . R

. - c ) /E B S

» d - -

When mu1t1p1e sections of a course are offered, it is 1mperat1ve that., /
all instrugtors meet the objectives of the course as indicated in the

General Catalog, each in his own partjcular way. wJhug, eaqh student

is ‘assured that he will have-had,the.opportunity for preparation equal -\
.to his counterpart in another class. Thls is a rlght of- the stgdent
“and .cannot be v10}ated. " : ‘ L
Unoff1c1a1 w1thdrawal from c1ass o N <.

A faculty member has the reSponsihllitylto g1ve a grade for _eatch nane

academic reasons, the circumstancgs should be specified in the 'Comment"~

" appearing on the ‘grade sheet. Iféan 'E' is given for any other than

- Student Grievance Code‘-Student bisciplinary'Prdcedures'

column,. as for instance, 'Never 'attcnded classd or 'Absept after [date].'

A facylty member wildling, to, glikt a student withdrawal without penalt
S

and wishing to-have a student appeal for' a change in grade to 'W'’
granted without further consultation should add, 'Rec. W' (PoF.~ III C -2)

1 . .- . -

P

The Student” Grievance Code provides remedles for students who believe

~

they have a grlevance against a member of the faculty, adm1nlstrat19n, 5
or staff. You should  be familiar with the provisions of this Code,
not only ip Your own interestss, but also to be of possible help to =~
students. tow - .

. AN : . L. f

Execcutive Ordér NO, <148, Student -Disciplinary Procedures, ptov1de5'

for disciplinary actiqQn against a student undér Title 5, section 41305.
Penalties range from reprimand-to éxpulsion. Faculty members should
discuss problems with department cha;?men and deans beforef filing

o

charges. - : . L
S . . ‘
.. . . ' . LT \
MaJors , . e ] . ‘ -
" N . - . S . . o
‘Every upper-d1v151on.student is expected to have a .declared-major, - .~ :

‘whlch may, however, be changad at the request of the student. The,

. ;atalog in effect atr the time of a change in major, 1nc1ud1ng aé})an.ge .

from 'Undeclared' tb a-specific malﬁ\\_governs the requirements
offect at the time of his graduathn. . ) - _ v .

) o . - :l:Q., -

.ol PS o . B .
LA “ ].23 . ‘ T ©




., the department school, or program concerned Su‘h transfers shall-, R : .

[

- ‘be counted toward the quota establlshed for the s'bJect an‘g boncerned , o
- c_ _ A ( R . [ . .. “ )
6. uxamlnat1on$ »f3 ~ s oo ;“ P ‘
v . S ’E . - ‘. i . ! . . _“\ PR N
A F1nal exam1nat1onsﬁmay not be ‘held dur1ng the LaSt week of clagses,'”3 ’
AalI final examlnatlons must be held at the time and place designated S e .
in the Findl Examlnatlon Schedple l1sted fn§the Class Schedule each .
semester, . f_ C : i S AR

: 53 C A

The exam1nat10n per1ods are part of ,the regular school year, when

all faculty members are’ considered to’be on- dury A faculty member's
ebl1gat1ons are not fulf1lled until all course work has been evaluated -
. and’ graée reports fllEd at the Regastrar s Offrce annd any other duties
. have Been compieted : ) » T e ’ :

- ‘..

. ).. - ' . ’ .__' -

- -~

s

Handlcapped students ;o Faculty members shall g1ve students
with visual qr other disabling physical handicaps sufficient

= '_14 time with ex?rlnatlons to make it possible for them to compete T,

- ‘.on an’ essentlally equal ba51s 'with the other students. v e
(P F. III G- l) o . . . - } -\ e

, ;fGroup‘examlnat1ons may’ be arranged for c0urses w1thkmult1ple sect1ons,

 see your department cha1rman.r. :

Te - Grad1ng, change of grades S :j'_.*’ ’ S .

t. S S L e
" All c0urses'are’graded on a q'p01nt grade scale A through F, unless _ RIS
.- depattures from this ‘'standard"are authorized. For exceptions, notably - v ¢
. the regulations cgvering Crgdmt/No credit grad1ng, see P.F. III C-4., ST ’
‘Thé’ faculty member' s grading pract1ces are expected to meet the ~'ﬁ” v
highest. professronal $tandards of objectivity, fairness, and accuragy. -
. Grade d15tr1but1ons in individual classes are not expected to-reflect a’ .
preScrlbed normal distribution or curve,. but the~a551gnment of gradesv"' '
is.an 1mportant profe551onaléﬁespons;b111ty'Bf the faculty and, there-,f .
fore, a faculty member may be expected to provide a profe551onally % e
.+ .defensible explanation when grades in any class depart markedly or* , VAR
: per51stently from stat15t1cally pred1ctable patterns for. courses on a K
* university level. . Adequate records must be kept for five years, - | .
-~ . Factulty members leav1ng the un1ver51ty must dep051t their recent grade

books with- their chairman. . . L _ . - : ;
R { ’ . / . - s,
,Changes‘of grades: Course grades are the rasponsibility of tK2 - BRI

"/ instructor and, except as provided in the Student Grievance Code, may ? . .

‘ be changed only by his written instructions to the Registrar and, with

¢he approval of the Vice President for Atademic Affairs: «* When an error -

occurs, correction should bé made as promptly as p0551ble W = e
.. _ ' .

-8, 'Aud1t1ng of classes

.- S -
W1th the ‘consent of the 1nstructor a student may aud1t 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- o
tions apd doesgnot receive credit or a-f1nal grade in the course. No '
change fromaregglar registration to aust or from audit to regular
registration-is perm1tted durlng the}semester."' :

| . -t 10 a -i'

Pl



9.

10,.

. 11,

*

12.

13.

g advance : - U

\Qo\e tha plann1ng For .a study t
scheduled to start.

.Field”trips-

Whenever field trips are necessary, arrangements should be made well'in -
advance‘through the department apd college or school channels. Field

- work is encouraged, but legal responsibilities require that specific . -
steps be taken before the trip. . See your. ~department chairman well in

¢

Readers-and student aséistants- o '

Y - - >

" Funds for readers and student ass1stants are ass1gned through departments
unused funds cannot-be carried over frqm one year to the next. Before
starting work, a student must receive-tlearance from the ayroll office

_ for student- Ass1stants .CL-108. Readers must not be alYowed to prepare

" examiffations or to assign course grades, ‘they may not grade papers “for
classes in which, they.are enrolled. So far as poss1ble, readers and -
student ass1stants should be graduate students and have'a gradé point -
average for the previous semestér. of at least 2.5; if graduate students’
are not available, selected upper division students may bel used as
readers or- student ass1stants ip lower d1V1s1on classes.

Yo » -

Textbooksgk, o . o I ) -
Textbooks .and 1nstruct1onal materials for classes must be ordered ffom
“the bookstore. Faculty members will be given forms and notified of
deadlines by the bookstore. Failure:to meet deadlines unfairly penalizes
studengs. It is a basiciresponsibility &f each faculty member to make:

v t1mely arrangczents for the mater1als requ1re& in h1s classes,

Aud1o-V1sual.S rvices | = ' —:f

“The Audio- Vlsual Center prov1des a wide variety of services and~equip-
ment and assistance in preparing and using materidls. Many departments .
also have spec1al collections of materials. Check in your departmental
off1ce. Lo b T . ;e

- -

Continuing Education: éonginuing Education, Summer Session Study Tours
Faculty members wishing to teach Continuing Education cou should |
consult with their department-chairman and should submit the Dean of
Continuing Education completed propd%al forms, with authorization
s1gnatures from the department chairman and Deangof the College or
School T , SN . o - :

A
-~

Summer session teach1ng ass1gnments ‘aré made by ‘the department chair-
"man, usually during the month of October, when the summer session-
program for the follow1ng summer -is planned. | . S
~ L) . .
Faculty members w1sh1ng to part1c1pate in study tours involving Un1vers1ty
credit s%ould consult the Guidelipes for Summer Study Tours (P.H. IV A-4).
must begin a year before the tour
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E. MISCELLANEOUS —_— o . < . .
. c ., PR o - e D
. 1.- Alcoholic.beverages ' L _xg . - L.
/.‘ s ) "Permission for use of wine and beer at speclay’occaslons must be requested
not less. than five days prior to the event. For detalls see 'Uniyersity
- Policy R?gardlng the Use of A1coh011c Beverages on Campus. )
. . . - . ,‘4 ) . 3 I * . .
R G2, Smoklng e L ' . e '

- . . & . . s

T ’ - - - B

Smoking is not permltted in the campus, bu11d1ngs except in he offlces} ]
S ‘the Commons, - and the conference rooms. Because a cons&dera hle number of
students are allergic to tobacco smoke, faculty members must insure that’
no, smoking takes place in classrooms., Each student has a right to be ’

. . protected aga1nst smoke ip’ the c1assreom w1thout hav1ng tQ 1dent1fy and
-defend ‘himself, o _ . -
3._.Un1ver51ty bulletin = . * i I

’ f -~ . ° -~ .

’ ”Thls Week," the Un1verslty bulletin, is issued ‘weekly during the
\school year dead11ne fon»materlals atithe President's Office, is
Monday at 12:00 noon. o : »

-

o

4, University Catalog

S The General Catalog and Announcement of Courses is, in effect, a kind
of contract with students, for each student is entitled to receive a
. degree or credential upon -completing the requirements specified in the
v 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.)

[y

"The Bulletln of the Graduate Division summarizes Un1vers1ty xegulatlons

y and procedures for a11 advanced degree programs.
.o ' e
The .course descrlptlon in the catalog is. the~Un1verslty s contract with
the student and anstructors ar# ob11gated to ingure that each course
LI meets the catalog description. - . A~ ST
. -

- 5. C1assified research o o ) T

Although research in a11 disciplines is strongly encouraged in the

\ Un1verslty (see item 7, below), classified research is, in general,
against Unlver51ty pollcy See P.F. III L-1, '
. ' ‘ -

[ .- - ’.' .
Commencement

s . ‘ '

6

«

. ) ,
é}‘University policy, each department shall be well represented at the
Commencement exercises. Ten days prior to Commencement, your department

_ chairman is‘expected to send to the Commencement Committee the names_of

“those who -will attend from your department It is an obllgatlon of .
each faculty member to attenmd hi§ share of Commencement exercises, [
according.to a schedule to be dec1ded by the department.
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75 San nlegb State Un1€3$51ty Foundation. .

. Funded research in- aIl academlc areas and projects such as federal educa—
~ tional contracts and institutes and other projects relgted 'to community
. and national goals is carried on through the auspices of the“San Diego

a nonprofit educational corporation related’

T

| :Sg:ie University  Foundation,

'Faculty assoc1at10ns

Various faculty associations,

.~ this institutjon.

.-

EMERGENCIES

Sow

ut not a part of the Un1vers1ty and not operated by State fund;

-

LIPS . . - -

. , {

both national ahdAstate, are éctive at” -
Dues may be pa??r;hrough payroll deductions,

ao ¢ ~
. a8

Pl

For any campus emergency, day or nlght

i

-

cay1 the Campus Police, 6886.

case f sudden illness or injury, call the Health Serv1ces, 5281;

no answer,

call the Campus Pollce.:

%

S




‘Absences C6, 7, 8

Academic D15c1p11nary Action (Cl4 =

Act1v1t1es, outside * C5
Affirmative Action- Bl
Alcoholic beVerages EL
'Appoqntment, academic Bl
Assignments Cl -~ -+

.- Assistants, student ‘D10
Audio-Visual Services DI13.
Auditing of classes, D8
Campus mail A4 _
Catalog, University E4

- Charige of grades D7 '
‘Change of major ,D5 7
Class schedules D] N
Classified research ES5
Commencement “E6

Continuing. E&ucatlon D13~
‘Course descrlptlons Cl, E4
Credit/No credit gradlng D7¢
Death benefits B4

Death in family, leave for C6
Departmental chores C(4

- Disciplinary action, academic
Discipline, student D4 -
Buplicating service C12

- EMERGENICES: E9

Examinations- CING.D6

Faculty asséciations E8.
Faculty Disciplinary Action Cl4
Faculty grievances Cl14 g
Field trips D9

Fingerprinting new employees A2
Grading D7

Grievances,  faculty Cl4
Grievances, student D4 -

Group examinations D6 '
Handicapped students D6

Health insurance C13

Insurance C13, B4

Keys A5

Lay-off procedures B5

Leave without pay C7

L1brary faculty loans A9

. Long distance “telephone calls- A4
Loyalty oath, required A2 .
@ail A4

.

1

L3

C14

>

INDEX

Multiple-sectioned kourses
Nepotism Bl
“0ffice hours
© Outside act1v1t1es

£

MaJors D5 |

Movikg expenses Bl :
Cl, D2,6
A7

C5-

L Parking A3

Payroll chaécks A6 !
Personnel files C15

(Polloy File) Al . ’
P}ofe551ona1 ‘consulting” C5

‘_ Professional growth C3

- ReSponslblllty, professional Cl
. Sabbatical leave C9

Professional responsibility C1
Promotion B3 -,

Publication encouraged C3

Readers . D1 ' ®
Reappointment B2

Research ES5, 7

B 3

SDSU Foundation E7

. Schedules, class D1

Secretarial help .Cl2 ¢
Service .areas 'BS '

- Service to University communlty C4

Signing in AZ . . . .

Sick leave C6 -

Smoking ‘-E2 - - ,°

State cars Cl1 , .
Student assistants D10
Student Disciplinary Procedures. D4
Student Grievance.Cgfe D4 '

" Study Tours D13

Summer Session D13

Teagﬁfng effectiveness C2
Teaghing load A8 -
Telephone A4

Tenure B2 = . o
Textboeks D11

"This Week' E3 . -

Title § Calif, Administrative Code Al
Travel C10

Unauthorized absence C8 4
University Bulletin E3 N
University Catalog E4

* University, primary function of Al

Unofficial withdrawal from class D3
Withdrawas from class, unofficial D3,.

, N\ [ 3

«

r ’-

v




