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. & 1002 -INS:I’I'l‘UTlONKL PURPOSES I :
s RE ~ / ' 0
. . Eastern Montana College is a comprehenswe state college., ’
e offer academic programs in general education, liberal arts amd sciences, _ .
. www . under -graduates and graduate teacher education, and profess1onal and

PR . voeational preparatlon. Quality instruction of ‘students as well as prolnoﬂon ‘
) = "of scholarly interest of both students and. faculty are pr1mary purpd’ses of

A

! ‘ Eastern Montana College. . . o

-

The underlying prmc1ple of the msti‘cunon is a comm1tment to the.”
e yalue of lifelong learning. A The continuing education program gives the

' " student an opportunity to learn the newest developments in his field of
study and explore newly: emergmg areas of interest and concern., In

, add1t1on to education for necessary employment skills, the College fosters

S~ limitations. \
. ~ - » ‘ N -~ - 'A

the: study i)f mank.md his dreams, abilities, values, environment, and

. } - . . . . . - "r‘
- Eastern Montana College introduces students to the wisdom and
gkills of man's cultures and helps students create culture beyond what.

~  already exists: The College aims for flexibility in programs and learning °

« ° ' experiences which have been derived through communication among

) " students, faculy and admlmstranon. All members of the campus community -
. .~ are encouraged to provide pubhc service through responsxble, creative
Lo ' application of scholarshlp and knowledge to society's affa1rs and problems.

v

.
v . o . N L
N “
. » - .
.
. . . . .

1003 - ACCREDITATION ~ ' o -

A y ) Esstern Montana College is accredited by the Northwest
Association of Secondary and Higher Schools, and by the‘National
Council for the Accreditation of Teacher Edueation.

e . . . A
o g : ) e
A ' ) M “ ” .
. . )

Ve
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1004 - GENERAL ADMINISTRATION OF THE. COLLEGE . - 2
N A ’ . e
_ . The Board of Regents of -d—lighé‘f“ Education is vested with go%ern-" .
" ment andcontrol of the Montana University System by Article X, Section 9
(2) of the Montana Constitution.. The Regents have . . . full power, .
respon’b'ibiliuy ‘and authority to supervise, coordinate, manage and con-
trol the Montana Univ‘érSity System and shall supervise and co- \ ’ B
ordipate other:public educational institutions assigned by law. " - R

\ \ X " . “ - ’
.In addition to its constitutional mandate, the Bodrd of Regents has™"
specific statutory power’s and duties which are enumerated by Sectiony” -

.74-8501, 75-8503 and 75-8504, Revised Codes of Montana, 1947.
N : T .o
B Iri_discharging its conspitutional and stautQry obligations to . . -
govern the Montana University System; the Board of Regents issues '
rules and regulations- in the form of policy items.

These policy statements-are the operative guidelines which direct’

and Gontrol operatjons of the institutions within' the Montana Univepsity : .
- System, - o ’ . : ’
4 y N
4
' !
/ ¢ / 4
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: 1005 = A BILL O‘F RIGHTS AND RESPONSIBILITIES FbR MEMBERS OF THE ‘

) = INSTITUTION: FACULTY, STUDENTS, ADMINISTRATORS AND STAFF .

i ? . . . , . . ‘ . ) . . T } . B
L Preamble : : ‘ -8 _ BN

EN / *

~ ier Members of the campus have an oblfgatlon to fulfill the responsibilities .
incumbent upox, all citizens, as well as the responsibilities. of their :
particular roles within the academic community. All members share . -

the obligation to respeot |
: AP

The fundamental rights of,otﬁers as citizens.

The rights of others based upon the.nature of the educational process. x
The rights of the institution. ®
, ‘
- The rights of members.to fair and equltable procedures for determmmg
when and upon whom penaltles for violation of campus regulatlons should
| be imposed. . ,

l. _As citizens, members of the campus enjoy the same basic rights and {
are bound by the same respons1b111t1es to respect the rlghts of others,

as are all citizens. : v ‘ , N

. . Among the bas1c rights are freedom of speech; freedom of press;
freedom of peaceful assembly and assoc1at10n, freedom of political ,
R beliefs; and freedom from persqnal force and violence, threats of
violence, and personal abuse. - :

-t

Freedom of prgss implies the right to freedom from censorsh1p in
campus newspapers and other media, and the concomitant obhgatlon
\ . to adhere to the canons of responsible journalism.
- * S . ,
: It should be made clear in wrmngs or broadcasts that editorial o }
" opinions are not mecessarily those of the mstltutlon 7ts members.
N >

A The ‘campus is not a sanctuary from the general law.
The campus does not stand in loco parentis for its members. e
S .

s Each member &f the campus has the right. fo organize his or her own .-
personal lifé and behavior, so long as it does not violate the. law or
agreements voluntarily entered into, and does not interfere with the
q i rights of others or the educational process. .

Admission to, employment by, and promotion within the campus shall
accord with the provisions against \dlsjmmatlon in the general law.

16 .
- ) _ : \J
- . . . /




(1005 - continued, p.2) . T p o .

- N N . )
- . . >

All members of the campus have other responsibilities and rights
based upon the nature of tite educational proce s® and the require-
ments of the search for truth and its free presentation. These .
rights ¢ and responsibilities include:

Obligation to respect the freedom to teach, to learn, and to conduct ~
research and publiSh findings in the spirit of free inquiry. - .

[n@titutional cenéorship and individual or group mtolera.nce of the ™

opinions of others are inconsistent w1th this freedom. - . s ”\

Freedom to te and to learn implies that the teacher has the ’ ' (
right to deterrpine the specific content of his coyrse, within the .-
established colir se ‘definition, and the responsibility not to. depart .
mgmﬁcantly} from his area of compet.)ence or to divert significant

time material extraneous to the subject matter of his course. )

ree mqui,ry lmplies that ( except uncig‘r conditions of national » . .
emergency ) no research, the results of which are secret, is to- ‘
be conducted on, a campus. : : .

»
-

Obligation not to interfere with the freedom of members of a
campus to pursue normal academic and ‘administrative activities,
including freedom of movement. . o "

,/

Obligation not to, infr ge upon the right of all members of a

campus to privacy in offices, laboratories, and dormitory rooms

and in the keepmg of personal papers, confidential récords and Y
effects, subject only to the general law and to conditions voluntarily

entered into. : '

Campus records on its Inernbers, or former members, should -
contain only information which is reasonably related to the ed-
ucational purposes or safety of the campus and may not be re- oo .
leased to anyone except with the prior written.consent of the . & ¥

individual involved: . ’ o .

t3

-

Obligation not to interfere with any member's freedom to hear
and to study unpopular and controversml views on intellectual
and pubhc issues. o .

Right to identify oneself as a member of the campus and.a con-
current obligation aot to speak or act on behalf of the institution
without authorization. ,

Right to hold public meetings in Whlch members paC.rtimpate, to
post notices, and to/engage in peaceful, orderly demonstrations.

16
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. . ' 1 N .
Reasonable and impartially applied rules desig@d to reflect the ed- ‘
ucational purposes of the institution and to protect the safety of the
campus shall bé established regulating time; place, and manner of

such activities a.nd‘a_llocatmg the use of facilities. y

Right to recourse if another membjer of the campﬁs is negligent or
irresponsible in performance of hig or her responsibilities or if
. another member of the cathpus represents the work: of others as
‘his or her own. - - . - o ' o ‘
- . bt W . . . )
_ Right to be heard and considered at appropriate levéls_of the decision- .
. making' process aboxyt basic matters of direct concern. . :

-

B N A
~ Members of the campus who haye a continuing association withthe >
.. ipstitutien. and who have substantial authority and security.-have an~ ;
~ - especially strong obligation to maintain an environment conducive to
réspect for the rights of others &4 fulfillment of academic responsibilities. ., .
Tenured faculty should maintain the highest standards in performance '
- §f their academic responsibilities. ' ) . ’ ) S
¥ P - . -8
*3,  The institution, and any division or agency which exercises direct or
delegated authority for the institution, has rights and responsibilities
of its own. ' The rights and responsibilities of the institution includ%al

R'ight- and-obligation to provide an open forum for members of the cam-
pus to present and debate public issues.

i
\

Right to prohibit. individuals and groups who are not members of the
campus from using its name,. itg finances, and its physical and
operating facilities for commercial or political activities. '

e

RiEht': and abligation to provide for members of the campus the use of
meeting rooms under the rules of the campus, including use for political
purposes such as meetings of political clubs; to prohibit use of its rooms
on a regular or prolonged basis by individual members or’groups of mem -
bers as free headquarters for political campaigns; and to prohibit use of
its name, its finances, and its office equipment and supplies for any
political purpose at any time.

[ e |
Right and abligation not to take position, as an institution, in electoral |
4 po'litics or on public issues, except on those issues which directly affect
its autonomy, the freedom of-its members, its financial support, and
its academic functions. :
Right and obligation to protect the members of the campus and visitors to
it from physical harm, threats of harm, or abuse; its property from
. 17 -
" ‘ . )
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' . ‘ - A ‘
damage ang unauthorized use, and its academic and administrative
processes from interruption. '

Right to require that persons on the ¢ampus be willing to identify
* themselves by name and address,. and state what connection, if any,
they have with the campus. ' '~ J

o

~
Right to set reasonalale standards of conduct in order to safegugrd
‘the educational process ahd to provide for the safety of members of .
the campus and the institution's property

nght to deny péy and academic credit to members of the campus who
are on strike, and conébmitant obligation to accept legal strikes ,
legally conducted without recourse to dismissal of participants. ‘
. ‘ 2 &
4. All members of the cdmpus ha}e a right to fair and equitable pro-
' cedures which shall determihe the val1d1ty of charges of violation
of campus regulatlon&

~
* ’

The procedures shall be structured S0 as to facilitate a reliable

determination of the truth or falsity of charges, to provide funda -.

mental fairness to the pa_rtles, and to be an effecuve instrument

for the maintenance of order. . " ) .
; ' ‘ [T

All members of the campus have a right to know in advance the

range of penaltles for violations of campus regulation. Definition

of adequate cause for separation from the tampus should be clearly

formulated and made pubhc. N S ' p

Charges of minor infractions of regulatlons, penalized by small :
fines or reprimands which do not become part of permanent records,
may be handled expedmously by the appropriate i_ndlvidual or com -
mittee. Persons so penalized have the right to appeal.
In the case of charges of "infractions of regulatlons which may lead

" to notation in permanent records, or to more serious penalties
such as suspension or expulsion, members of the campus have a
right to formal procedu(es with adequate due process, including
the right of appeal. - . .

Members of the campus convicted of violations under general law -

may be subject to campus sanctions for the same conduct, in accord

with campus policies gnd procedures, when the conduct is in viola-

tion of a campus rule essential to the continuing protection of other ' ®
members of the carnpus\or to the safeguarding of the educational

process. | .

o ' .15 L




1006 - EQUAL OPPOR'TUNITY POLICY
A o .

Eastern Montana College is committed to equal opportunity for all
persons. This institution has<always supported a general policy of non -

~discrimination. Today it is our responsibjlity to take positive steps to

agsure equality of opportunity, representation, and achievement to all
persons in admissions, employment, and advancement commensurate
with their abilities, desires, and potentials. This institution shall accord
with the provisions against discrimination as provided by law.

Affirmative Action Program .o

In ‘furtherance of our etjual opportumty goals the followmg e
Affirmative Action Program has been developed.

. An Affirmative Action Program Coordinator shall serve as a con-
tinuing member of the President’s staff. The Affirmative Action Program ™
Coordinator will be responsible for developing and 1mplement1ng a viable

affirm at1ve action program.

. .
. An Affirmative Action plan has beex; prepared and will serve asa ..
guide for programs to advance equal opportunity within the Eastern .
Montana College community. A self-analysis of EMC is essential in
identifying and analyzing problem areas for women and minorities. Self-
evaluation efforts will be continuous so that we may be readily awa,i‘e of
areas for improvement. - : L
. Strenuous efforts will be made to ensure that personnel actions
will be free from any discrimination based on non -merit factors such as
race, colo*f religion, sex, age or national or1g1n. Such’actions include
employment, promotion, demotion, fransfer, layoff or termination; :
recruitmert advertlsmg, rates of pay or other forms of compensation.
To meet this abjective, (1) no new appointments to any position on campus
shall be made without concerted and conscientious efforts to secure
applicé.nts or candidates from groups inadequately represented in the
vatious departments, such as women and minorities; (2) no new appoint -

‘ments will berapproved by the President's Office without accompanying

documentation that adequate search for qualified 1nd1v1duals has been . .
conducted. . -

. All students and prospectlve students shall receive cons1derat10n
in all(relations with the institution without fegard to their race, color,
religion, sex, age or national origin except insofar as a c0n51derat10n of
these factors may assist rather than 1mpede corﬁpletlon of their academic

' programs.
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2001 - RESPONSIBILITIES OF THE PRESIDENT _ .
. .. F

The .President of Eastern Montana College shall be the exeoutive
head of the instfuctional and administrative program in all its departments. .
The President shall have authorify; subject to the Regents, to give geheral :
direction to these programs, and shall serve as the profesgsional adviser
to the Regents. The President is responsible to the Regents for the
- administration and - enforcement of all regulations or policies adopted
or. approved py them. ' -
The President, with such advice as he deems necessary-and subject
to approval of the Rege'flts,~ shall determine from time to time the internal
and functional organization ef the College.
The President shall be responsibl‘e for the appointment and function-
ing of all committees; councils and boards necessary for the operation of *
_ &nthe College program. The President shall be’an ex officio member of all .
" such College committees, councils and boards. The President may Z
delegate to other College administrators, faculty and staff such duties as
he deems*necessary in the interests of the College. ‘ .
> : The President shall have the right to veto any legislation or . . . ;
‘recommendations of the faculty or the Acaderhic Council, provided, how- '
ever, that any issue so vetoed must be referred to the Regents for con-
sideration upon a referendum vote of three -fourths of the faculty or of R
the Academit Council. ' ' T

2002 - RESPONSIBILITIES DE’LEGATED TO THE COLLEGE FACULTY

While the final authority for the government of Eastern Montana College
is vested in the Board of Regents of Higher Education, {t is recognized that
the Faculty should participate in the formation of its academic policy. From
time to time the areas of faculty interest and participation will be delineated
and procedures under which the faculty shall function as a body be
established. ' .
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2003 - OFFICIALS TO ACT IN PLACE OF THE PRESIDENT

In case, of the unavailability of the President-of Eastern Montana
College, the following persons may be designated to act in place of such
President tn the following order: :

The Academic -Vice President and Dean of

Faculfy CT Ve

The Dean of Educatioh AT
The Dean of LiberAl Arts ‘ . '
. The Dean of Students

The Business Manager anchController

QEQWN e
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2004 - RESPONSIBILITIES OF THE ACADEMIC VICEPRESIDEN'T a0 - " |
DEAN OF FACULTY ) i

The fungior;s of the Academic Vice President and Dean of Facuify
at Eastern Montana College are combined in one odgﬁice_ and person. This N
person is appointeq by the Board of Regents upon the recommendation of
the President of the College. As‘the Academic Vice President, this
person 1§ charged with the general implementation of the educational
program of the Cduege and; in the absence of the President, shall serve
as Acting President. As the Dean of %acylty, this p'::%? accountable
for the proper functioning of the academic program thr‘ough responsi-
bility for and to the faculty.

i The Academic Vice President and Dean of Faéulty,,(u;der the
direction of the President of the College,\ shall adininister the eé—
ucational policies established by the Pre@ uch official bodies k
as the Academic Council. In this capacity all fasylty members will '
have complete freedom to discuss college ‘affairs (with the Academic -
Vice Presidént and Dean of Faculty although they will first generally
take up such mattérs with their department heads, divisional chairper-- -
son, and / or the Dean of their respective gchool. . All members of
the faculty, in addition, shall have the privilegé of direct access and

appeal to the President. v

After consulting the Dean of the School of Education, and / or
the Dean of the School of Liberal Arts, the roll of the college faculty
shall be prepared. The Academic Vice President and Dean of Faculty.

. shall recommend their rank according to the findings of the Faculty
Committee on Rank and ‘Tenure and their salary and terms of

'y XN . : "
27 S
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appointment to the President.,
. o -

- Through the Deans of the Schools of Education and Liberal Arts,
‘this person shall be charged with the supervision and coordination of
curriculd, courses, and'methods of instruction. " Through the Librarian/

‘Director of Instructional Media, this’person shall be responsible for
the learning cen;er of the College. Through the Registrar and the B
* Director of Admissions, he shall administer the College policies on )
) admissions and scholastic requirements. Consultation shall occur
. with the administrators concerned in the preparation of that part of the
College budget request which is related to academic aﬁfairs. ‘

The Academic Vice President and Dean of Fac,ulty shall serve ‘
as the coordinating officer among the schools, d1v1s1ons,’ departments X
and special academlc areas of the{ollege and work dlrecﬂy with
personnel involved. " In this capacity, such meetings of the/faculty as
‘may be necessary for the discussion of common problems E;hall be called.

Thé Academic V1ce Presu}ent and Dean of Faculty shall make
_ perlodlc reports to the Pre31dent concerning the academic status of )
; the College. . , ¢ T

2005 - RESPONSIBILITIES OF ACADEMIC DEANS

L4

Each school of the College shall be administered by a Dean
.appointed by the Regents upon the recommendation of the President.
The Dean shall act as the immediate administrative officer in charge
of his school and shall be under the supervisipn of the President and
diregtly responsible to the Academic Vice President-'and Dean of Faculty.

The Dean shall be responsible for asgigning, supervising, and
coordinating the work of all instructional and service departments or
agencies in his school; such duties including the assignment of teaching
responsmilitles and periodic review of the mstructmnal prog'ram of the
school.

The Dean shall assume responsibility for the execution of N
institutional policy where those policies and regulations are applicable |
within the operation of the school, and may inititate by recommendation




" gtated; and, may specifically designate said department head or

-
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to the Academic Vice President or appropriate committees-such pro-
posals as'may alter constituted policy or establish new policy affect- ™
ing said school. )

. - . | 1

The Dean shall be responsible for the supervision, ‘coordination,
and evaluation of curriculum and shall carry on such study and revision
of the various curricula in the school ag seem advisable.

-~ i
. The Dean ‘shalllbe?rcsponsvible fot screening, selection, and
recommendation -for-appointment of all ﬁ'fofessional and -non-pro-
fessional staff and faculty to serve within the school.
.. - R »

13

~ The-Dean shall prepare and forward to the Academic Vice - \
President and Dean of Faculty all recommendationgspertinent.to
employment, dismissal, retention, promotion, salary, and tenure
‘of his faculty and staff; and such periodic evaluations of per sonnel
as requested by, the Dean of Faculty. . ' ¢ -
The Dean shall provjdefor the orientation and instruction of
new faculty in matters of college, school, and departmental policy M ] .
and shall inform all continuing faculty and stafﬁ of appropriate . 4
modifications in policy. and procédural matters related to the eff-
ective pursuit of their assig‘ned duties. A ) -
The Dean shall be responsible for the preparation and re-
porting of st\ch budgetary information as is requested by admin-
istrative officers.
The Dean shall prepare'any informational reports requested
by the administration relative to the operation bf his school. R

-
The Dean shall be responsible for the registration and advise- . oL
ment of all students enrolied in his school and shall retain such _
records as necessary. 0 ) , f /
The Dean shall’call meetings of faculty and staff within: the \_/
school to transact. assigned institutional business. ot 7

‘ The Dean shall involve divisional chairperson, department heads
and agendy; coordinators assigned to the school in the implementa-
tion of any and all of the preceding responsibilities and duties here

agency coordinator as directly J;esf)onsible to the Dean for the com-
pletion of any assignment. .However, in no instance shall the Dean
be relieved of full responsfbility to the administration for any duty
or activity within the recognized province of the school.

-]

-

2z
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2006"- RESPONSiBiLIT,IES OF DIVISIONAL CHAIRPERSONS

The divisional chalrperson shall be responsible to the Academlc‘
Dean for the entire operation of the academic d1v181on and shall report S
~ directly to the Dean. * The division chairperson will be able to delegate -
many duties to the department heads and will consuItuwnh them on matters ., i
" of policy ard routine. The department heads, however, are directly
, responsible to the divisfbn chairperson. Within this- structure the duties
. of both are dehneated ag indicated below. _ . o . .
*  The division chairperson has'the following responsibili\t'ies to:
ol a) Inform the Acadermc Dean at all times of any matters W1thm the
: '+ divisions which transcend: routine and consult with the Dean about
« suchsaffairs.
.. C- e
_ .. b) Call meetings of the divisjonal faculty,.advising the Academic
v ) Dean of time and place so that the Dean may attend any of'them. . ) ~
c) Prepare budget requests for the d1v151on to submit to the Academic '
Dean. Allocate the divisional budget and supervise its. admm-
istration. Sign all requisitions against divisional funds and main-
‘tain necessary information on the ‘Budget.
—~ v .
"d) Submit salary, ‘rank, promotion and tenure recommendations for
' divisional faculty members and recommend to the Academic Dean
~any needed changes in divisional personnel, in uding new
\ appointments, dismissals and terminations after recommendations
' from, or after consultation with, department heads. ‘.
. W
e) Monitor the work loads of divisional faculty and staff to assure
that departments maintain ds fair an adjustmeﬁ::. of teaching.loads
and ather responsibllities between_ individuals and between de- ¢
partments as possible. - o
- f) Assist in the decision of departmental controversies and consult
with the Academic Dean on such matters. ' ‘ :

g) Recommend divisional faculty members fo serve on comrittees,
to act as advisers to student’ groups, or to assume other duties
outside the classroom.

~h) Review and approve teaching and class schedules, and room and
office assignments -after department heads have prepared such
schedules and assignments for the approval ¥f the Academic Deap

befor&the schedules and assignments are mitted to the Registrar.

\)4 ] . . . - ,#2;) ;"
P .
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A * /_ ' .
.i) Direct-the formulation of divisional poligy__r_ecommendations, i
for the approval of the Academic Dean. : o
. ’ 4 Y

1) Direct the formulation of divisional recomm'énd_agi'ons to 'suct\
bodies as the Teachek Education Committee Or the Academic.
Council. -

\ .

< ) R
k) Evadluate the transcripts of transfer students intending to take
© a major or a minor in the division, or ‘agsign such evalua-
tiox? to the appropriate department head.

D "A;dmihi'ster p{g-registration and regi.s%ration procedures.

|~ ’ ‘-'; N _,' . Y : :
“m) Approve applications for graduatiom >
. ) . ° . g b

n) Handle all divisional correspoxfd’ence and sign all Toutine
instrughents. . S ’ d

o) Serveg on committees to which he/ she is appointed or elected
' Delegate responsibilities td department heads.
Attend such professional meetings as a budget will al{l'ow

and encourage the faculty members to. attend whenever
possible. ’ T

Perform such other fasks as may be assigned by the
administragion. ‘

»

Assist in securing new faculty per sonnel.

-

t) Supefvisp interdisciplinary interc}epartmental programss

u) Teach courses\whenever feasible. }

v) Monitor the éupervision of gecretarial and clerioal staff

within the Division. 3

~ w) Supervide the use of such facilities and equipmént as may
be assigned by-the administtation to the Division. ™

Al
3
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2007 - RESPONSfBILITIES OF DEPARTMENT HEADS

. N . The primary role of the Department Head is to foster a quality
~educational program for students by creating an admrmstratwe climate in
- - which the faculty member is able to teach and“perform well. More ‘épecrfr-
L cally, the Department Head's roles and duties include careful atten-

tion to'such associated' stident services as academic adv1sement concerned

representation of the department's opinions and problems, -and conscientious
~ admrmstratlon of internal departmental principles, policizs, and procedures
* as well as responsiveness to directives from the admmrs ration.

<

@

» v, e

o The Department Head has the following responsibilities to: | T +

a) Supervrse the selection and recommendat;on of new faculty accord-
. ing to procedures determined by the'department.
- b) Make faculty evaluations as}lecess&ry for"tran‘smittal to the Dean.
. . ,

: . . \
c )- Attempt to solve problems between faculty.

- ’ hd
.

d) Recominend faculty for college committee assignments after con-
sultation with faculty members
B e) Recommend faculty. salaries to the Dean accogding to procedures e
- to be determ1ned by the department oL e
f). Prepare atd sﬁbmrt to the Dean budget reqcuests, including Summer
School requests, after departmental approval . v, . .
g) Deterrrune budget allocatrons, 1nclud1ng travel funds, within the
department according to procedures to be determined by the de-
partment.

. h) Preparé and submit‘dccaslonal expenditure reports as necessary.

' . . -
- - 'i) Propose changes in curriculum, degree requirements, and non-
curricular programs affer approv’al by the department-. . . e

. j) Insure coordmamon of curr1cula within the d°epartment and w1th
’ other departments . .
¢ } . ‘ [
k) Detezrmrne yearly cSurse offerrngs and Summer School offer1ngs .
' after consultatlon with the department faculty

«

3

" © 1) Determine class time schedules after consultation with the depar12>z
e ‘ ment faculty.” - - -




\ m) Assign courses to faculty for both the academic year and Summer

« 1

- L . o Revision
‘ September,
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School after consultation with the department faculty. .

n) Approve faculty asssignments to extension.and continuing educa-

tion teaching.
) ) < " - . *
. 0) Administer departmental regﬁgé;;i\

- W R rd
p) Attempt to solve problems between students and faculty; ,

q) Assign student advisees to faculty :iccording to procedures to"
be determinéd by the department and approved by the Dean.

r) Evaluate transcripts_for transfer students in cooperation_witfi
the Office.of Admissions. '
s) Review and approve records for graduation submitted by faculty
advisers. '
o o ’ .
~ »
t) Supervise departmental routine office mattersy including revi~
b sion of catalog entries and departmental brochures.
\ R . ]
u)t_ Conduct departmental meetings.
- v) Represent the department at meetings of CHAD and other appro- .
priate committees. : LN
w) Act as departmental liaison with other departments and other ad-
. * ministrators. o T, : T
_ 4 b . -/
x) Set a professional example for faculty members.’
‘ " - - -
y) Promote and encourage the obtaining of grants, attendance-at pro-
- .. 7 fessional meetings, research and other stholarly activities, pub-
lication, performance, and other creatiye production among depart-

mental faculty. -

z) Teach on a reduced load basis as commensurate witz}) administra~
tive load and approved by the Dean. .
Such other administrative duties as required by department needs
or assigned by the Dean.

¢ . . Y
£

Assistance in pl acement of graduating students is the primary func-
tion of the Placement Office, but this is an area of concern to each depart-
ment, whose Head and staff shall render whatév?r assistance is possible.

i o
. ‘D
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D

) ¥ ° ot
 The internal structure of departments shall be determined by the
departments concerned and approved by the Department Head and the

\)Dean. Each department reserves the right to establish its internal principles, -

policies, and procedures compatible with the roles and duties of the Depart-
ment Head. ' )

Selection of Department Heads

-

.

a) The criteria ‘to be considered by departments and the college admin-

“+ ' jstration in selecting a Department Head shall be left to the
discretion of thg department and administrators involved in the
process. . )

b) Thé‘procedures fgr'it;he sel®ction of a Department Head shall -

originate with a recommendation of such appointfnent by.the depart-

ment involved.  » ’ .

1

2
-

3

Terms 6f Rete'nt%lon for Departipent Heads

a) The term of office of a‘Department Head shall be determined
" in each case by the kkapartment involved.

b) The position of Department 'Heagl shal{ be filled throughout ,
; the academic year and summer session as needed. Each depart-
ment shall insure that someone fill the position at all these times.

\

. c) The Departn}ent Head shall receive an adminisprétive salary
b increment both during the academic year and during the Summer
School session. Whenever a Department Head is absent from
his duties for an extended time (one month or more), he shall relin-
quish his administrative salary increment except when the purpose
< \" is sick leave; and an acting Head shall be designated from the
department, who shall receive a pro-rated administrative salary
increment for the time of his service. The Department Head
shall relinquish his administrative salary increment when he vacates
the department head posiéion, but without loss of accrued faculty
salary increases. A

d) The Department Head position shall be granted a special
travel allowance in addition to the regular faculty allowance, in

ordgr to enable the Department Head to e?end mectings of primary im-
portance to the department. ' ‘

" Evaluation of Department Heads -

a) Every two years the Dean of the Schod\fhall survey the faculty
within the department with a br.iqf\, unifdrm, anonymous

- 29 ' | 3
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.questionnaire at mid- irear, to obtain a measure of their satisfac-
tion with the performance of the Department Head. The

results of thi# biannual evaluation shall be summarized for the
Head asa tool for him to improve his performance

. b) If'a majority of the responses from the departmental' faculty are
«  negative, the Dean shall arrange a meeting with the department,
- imrthe absence of the Departmert. Head, to informally assess
A * the exact nature and degree of the dissatisfaction.
c¢) The Dean shall then inforin the Departipent Head of the nature
of the dissatisfaction and seek to resolve the difficulty without fur-
thér executive action. )
“d) In the event that administrative change seems necessary, the Dean
shall .reéommend apprqpriate action to.the college administration
after due process procedures have been observed with all parties
-concerned.

2008 - RESPONSIBILITIES OF THE LIBR,QRIAN/DIRECTOR OF INSTRUCTIONAL
MEDIA

1

The L1brar1an/D1rector of Instructional Medla is directly responsible.
to the Academic Vice President and Dean of Faculty and shall have the following
duties: *

[

a) ‘To plan the development of quality library resources and services,
including audio-visual resources and services, adequate to meet the
- instructional and special needs of students and facuity.

b) To formulate and administer policies promoting effective utilization
of library and audio-visual resources and services by students, faculty
and other members of the college community.

c) To bear respon31b111ty for the satisfactory admmistratlon of the
library and audio-visual services.

2

Y




Replacement:
Sepfember, 1975

2008 - continued, p. 2) L
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d) To prepare and execute the annual budgets for the’ o&ztion
‘ of the library and audio-visual services.
' -
re) To participate both as a member and as an officer in the
activities of the Library Committee.
. »
f) - -To recommend the appointment, pron%otion and termination
of appointment of all library and audfo-visual personnel and
to supervise the work of such personnel

" To prepare reports, surveys, studies -and analyses of
Librfaxy and audio-visual services. ..

©

To represent the college library to its users, the general
public, and in educational and library groups.

To assist in sec%ts f_'b'r the library.
[} .

To cooperate with other libraries and librarians in fostering

library development in the community, state and region. <
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L 2009 - RESPONSIBILITIES OF THE REGISTRAR

{ \

The Registrar is directly responsible to the Academic Vice Pres--

ident and Dean of Faculty and shall have the follpwing dut1es

’a) Maintain an accurate and" current college catalog followmg
2 _ . the standards &f the %orthwest" Association of Secondary and

7 - \ligher Schools.

-

A

b) Coordinate and plblish the Yeari}} Time Schedule of classes.

c¢) . Publish the Summer Session Bulletin and Summer Time Schedule.

. d) Direct the activities and superyise the work of an office of
records”designated to serve the student s, ‘the faculty and the

~ public.

e) Direct the registrdtion_ of students with the advice and counsel
of the Committee on Registration and Orientation.

E? Organize statistical information for use by various divisions
and departments as well as the administration.

i g) Submit reports concerning the offical standing of students {o
the students and appropriate academig_officers and faculty.

h) Provide transcripts of students’' records, subject to such .
limitations as necessary, for appropriate purposes.

i) Recommend the appointment, promotion and term}nation of
all personnel in the Office of the Registrar and suipervise
, the work/of all such personnel,

j) + Analyze thé effectivene®s and adequacy‘of procedures in his .
office and recommend guidelines for the future.
)

f

g

. k) Act as a informed consultant to the President and other admin-

¢ ;
1}  Serve on the following standing committees of the college.
1. Administrative Council
2. Admissions Committee.
T 3. Athletic Committee
4. Commencement Committee
- 5. Computer Utilization Committee
o 6. Continuing Education Committee
o 3

| " istrative officers on matters of student enrollments, academic
regulations; and all other such matters.

s
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7. Registration and Orientation Committee
8. Scholarship Requirements Committee

m) . Determine official eligibility of students who partivciéate
in inter -collegiate athletics.

%

_ - . /7 2010 - RESPONSIBILITIES OF THE BUSINESS MANAGER

Under the genéral supervision of the President, the Business
Manager shall be charged with the financial and business management
of the College as approved by the President and the Board of Regents

and shall:
. N

a) .Evaluate and approve or disappréve the recommendations
of the Controller relative to the operation of the Business
Office and campus support activities.

A} B
' g ™

b) Correlate the material for proposed budgets, prepare
such budgets and submit them with recommendations to
the President for review or revision prior to the pres-
entation to the Board of Regents.

c) Have custody of all contracts, insurance policies, leases,

N _
deeds, and other legal dopuments. )

d) Implement and maintaip a personnel management system
and a related salary s¢hedule for all personnel who do not
receive a contract from the Board of Regents. '

roo
e) Be present at, or conduct laboi' negotiating sessions with

-

employee organizations who have been duly certified to
represent the various employee groups of the College.

f) * Evaluate and approve or disdpprove the recommendations
of the Director of the Physical Plant relative to the oper-
-ation of the physical plant, anfl for the construction, re-

rfé} . modeling or other alteration of the buildings of the College.
. , S

g) Evaluate and approve or disapprove the recommendations

of the Diréctor.of Gomputer Services relative to the

operation of the Computing Center. ad

Lo T 35
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B

1 -
h) Evaluate and approve or disapprove the recommendatlons of the
- Bookstore Manager relative to the operation of the Bookstore.

, iy Evaluéte and appr‘ove or disapprove the recommendations of the
- Directors of_the various auxiliary enterprises relative to the
financial responsibility of each enterprise.

. j) Be the liaison officer of the College with the contract Food
Service relative to the financial aIrangements.

.. k) Such other duties as may be assig'ned trom time to time by
‘ " the President.

g / @
3 2011 - RESPONSIBILITIES OF THE CONTROLLER’
' . Under tﬁe direction of the Business Manager, the Controller is
generally responsible for the accounting and financial reporting of the
- funds of the College. Spec1f1cally, the Controller shall:
Y
a) Maintain the College's books of account.
b)  Account for all funds of the College. |
o) | Prepare necessary fiscal reports for College officials,
' ' governing boards, governmental agencies, and others in -
accordance with applicable laws and regylations. !
d)  Monitor the budgets of all funds and provide budget reports
to the appropriate’administrators.
-~ ‘ - 4 ..
e) - Receive, depoéit, invest, and process féxpenditu’res of all
s " College funds. : ' '
K4
f) Supervise personnel in the Business fo;lce and campus

- h) 'Perfo,rm such other duties as may be required from time to
time by the Business Manager. ¢ - . (ép
L ’ - - ‘ l
- 34

support agtivities. bt
g) Implement adequate internal control procedures for the feceipt
) and disbursement of funds, including an internal audit program.) =
E




2012 - RESPONSIBILITIES OF THE DIRECTOR OF COMPUTER SERVICES

The Director of Computer Serwces is responsible to the Business
Manager and shall plan, organize and conttol overall activities of data
processing including systems, programming, and operations through
managing subordinates or by direct supervision. Specifically, the
Director of Computer Services shall:

a) Serve as the Chairperson of the Computer Utilization Com -
mittee and take necessary actions to implement the recom-
& . mendations developed by the Committee for the academic

J and administrative usage of the Computer Center.
o 1

»

Coordinate all data processing activities and establish lia-
ison channels with those departments or other agenc1es
directly or indirectly involved with data processing functions. o

c) * ' Provide asgistance in the development and implementation ' (/
". of computer supported instruction and services within )
the academic areas.

7 '
d) Direct the development,. implementati d documenta-
\ tion of integrated administratiy Tlﬁ“orm tion and manage -
ment systems. A

e) Coordinate in-service training programs for faculty and /
' staff and direct orientation tours for studeiats

f) Review computer and peripheral equipment atilization
statistics to determine and control budget requirements, - -
and plan operating changes within the Computer Ceriter.

g) Make continual studies in order to determine the College
corﬁ\puting requirements and efficiency level of the
Computer Center, and recommend required improvements.

h) Perform such other duties as rinay be required from time
‘to time by the Business Manager.
L] ~ .

- . &




2013 - RESPONSIBILITIES OF THE DIRECTOR OF THE PHYSICAL PLANT

Under the general supervision of the Busineds Manager, the Direc_:tbi“ _
of Physical Plant is charged with the responsibility fqr operating and main- '

taining the campus buildings
function's of the department include:

d grounds in a safe, fficient manner. “The

[+~ ]
4

Pla.nning program development for new\buildings, preparing

. a)
loan and grant applications for new congtruction, providing
construction supervision, preparing confract documents
(project under $10, 000), maintaining complete facilities v
- records, implementing preventive mamtienance and routine
- maintenance programs. ‘1
b) Responsibility for the construction, repaikr and maintenance of
_ buildings, equipment and machinery. ’ .
e c) Usual pollce -duties as well as mstltutmg safet,y, fire pre-
' ve)-mon, civil defense”and traffic control programs.
> dy General housekeeping and maintenance'of the campus ‘ .
/ buildings and furnishings. . ] _ -
e Landsca‘ping_and main;enanée of the grounds, including-
campus greenery, sidewalks and parking lots. '
" f) Mamtammg a fleet of vehicles, both trucks and automobiles,
' for the use of the College personnel. .
L <}
g)  Other duties that may be assigned from time t:o time by the
. Business Manager. : 4
L4
. [ -
/’\ T ' / .
2014 - RE§PONSIBiLITIES OF THE DEAN OF STUDENTS ® ¢
™~
B The Dean of Studénts has general supervision of all organized student
activities not under the immediate supervision of academic departments. In
this pexson is vested responsibility for the coordination of the student person-
"_nel services, through the offices as'the Assistant Dean of Students, Admissions,
\ $ Housing, Student Union, Health Services, F/mancial Aid, Placement Services()

~
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AY

Student Development Center, Special Services, Upward, Bound Program,

and Ve’terg{'s Upward Bound Program.’ . - ' . ' .
The Dean of Students is the main office of the college rega.réing

inappropriéte student behavior. With the aid of such advisory groups

as-he may desire,. the Dean is responsible for the presentation of all

serious behavior prablems to the President. - J oo . L -

I

The Dean of Students shall: N
. a) Coordinate the supervision of all social activitiesyof the
_student body and the housing of on-campus students
through the appropriate persons responsible for these
areas.

7

) ‘D‘evelop‘a communication line with students, particu- Co
larly the leadexs of the student body. S J' -

L]

c). Assist the faculty and other administratjve officers of
the college by facilitating the free exchange of opinion
and information among the students, the faculty and the
administration and shall also interpret and communicate ’
the attitudes and policies of these groups as they are of
mutual concern. / ’

.d) Maintain financial records and have general supervisian
of the budget allotted to all student personnel offices. The f
immediate responsibility for the administration of these ' C
budgets may be delegated to the appropriate officers. ' S

e) Do everything within: the Dean's power to huild yp high
student morale “$hd exemplary student spirit.




2015 - RESPONSIBILITIES OF THE DIRECTOR .OF ADMISSIONS

The Director of Adm1ssr,ons is directly respons:ble to the Dean of '
Students with the following areas of responsibilities:
a) Implement and enforce the policies for admissions as established
by the Montana State Board of Regents.
b) Management of the Office of Admissions: -
1. Hiring and superv131on of staff
“ 2. Supervise office practice and routine to insure efﬁciency
and confldentlalgtyéf information
3. Process all appllcatlons for admission to the college -
freshmen, re-admission, transf¢r and graduate
4. Code all appllcatlons%fo'r data p oce‘%sfhg of registration
' packets ™
. '5. Evaluate transfetr credits on all transfer applicants
6. Maintain admissions budget and deposit of admissions fees
o 7. Maintain efficient processing of all mail .
8. Distribute Admissions appllcations and other prmted material
‘., "to drop-ins and mail 1nqu1r1es .
9. “’Evaluate written communications to maintain accuracy and
current information
10. Prepare periodic reports for both on and off campus use;
1l. Inservice trdjning of staff to’keep them' informed of the campus
, programs, regulations, costs, etc. ~

c¢) Liaison : e
1. Assist all office drop -ins - parents, students, counselors,.
educators, faculty and administrators
2. Counsel-with freshmen to assist them with their educational
objectives :
< 3. Assist transfer students with the)r program of sfudies *
evaluation of credits, selection of courses, etc.
_ 4. Answer all letters of\inquiry and maintain follow -up
N v \’\5. Keep secondary counselors and principals informed of the
' : - programs available L
6. Participate in secondary school functions, such as College
Night, Career Day, etc. = - . |
7. Regular visitations to Montana high schools \ ‘
8. Quarterly visitations to Montana and Wyoming junior colleges
to assist transfer students !
9. Arramge campus visitations for singles or groups
10. Organize and implement student ambassador programns .-
1l. Write alPmaterial to be released from the Office ofAdmissions
12. Write and design admfissions brochures

o ©. 38
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Q
v

a - _ ,
v - 13. Write and develop newsletters pertaining to admissions_ ; .
. _ 14. Maintain effective working relationships with campus N
students, faculty and administrators
d) Evaluation of Admission Procedures ‘ i
l. Do follow-up studies on students
2. Analyze data to identfy trénds or needs . . .
’ 3. " Develop objectives for all areas of admissions, staff, ’
‘ publications, advertising and means of reaching abjectives -
" 4. Maintain an awareness of state and national trends in :

enrollments, admissions, etc. . L

-

»

o /- 3
. 2016 - RESPONSIBILITIES OF THE DIRECTOR OF THE STUDENT UNION
. & STUDENT ACTIVITIES® . -

L)
. The Director of the Student Union and Student Activities is
- responsible to the Dean of Students for -the promotion and coordination )
of student activities, and the-total activity of the Union and igs staff. A -
This person coordinates and interprets all staff, students andgllege
 effort - both educational and business - to realize educational objectivey

of the Union. The Director shall. consylt with the Dean of Students, - A
when necessary, in such matter’s as the budgeting of student mronies s N
and the development and implementatign of student pevrsenrrel policies - N

related to student activities. The Digector* shall consult with gme Dean ° "
of Students in matters of budgeting, purcPIasing, sales and general T

Union management. TheDirector shall account to the Business Manager
and Controller for Union funds and audit of Union account. ™

SRR

’
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2017 - RESPONSIBILITIES OF THE DIRECTOR OF HOUSING

~ - 1

" The Du:ector of Housmg shall be respons1ble ﬁo the Dean of Students
for the administration and supervxslon of policy relatmg to student housing
both on the carhpus and off.’ To the Business Manager and Controller, the
Director is responsible for the collection, dxsbursement and accountmg
of housing and food service income-and p&{gdlc review of financial matters. S h
With the advice of the Dean of Students,_the Director shall be responsible
for the development of detailed operatjng policies and procédures designed ©
to insure effective use of the residencephalls and housing faeilities. The
‘Director shali-be involved it the administration of a general maintenance
and the physical operation of the residence halls, and shall coordinate
planning with the Business Manager and Comtroller and the Director of
the Physxcal Plant. To the extent that adequate assistance is available,
the Dirgctor of Housing shall coordinate and. supervisé off-campus housing.
The DLrectbr\ shall be responsible for preparing and administering budgets

~with the department of housing. The Director is responsible to the Dean
of StudcRts ard the Busingss Manager and Controller for enbmitting periodic
reports concernmg the functlomng of the housmg program.

-

0 /

Tk
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2018 - RESPONSIBILITIES OF THE DIRECTOR OF THE PLACEMENT OF FIé-E
The Dlreétor of Placement is directly responsible to the Dean of o |
S'mdents The Director of Placement is responsible for the following:

an . e S 7 .
® a) Compiling files for graduating seniors - '1_; . " Lo /
. e : ' . oo o .
b) Maintaining and agsisting ‘alumpi .in keeping- files up-to-date. e
e cy Notlfylng graduating, senlor and alumni of employmeént opportunitiesf I3
. . £ . -’ / o . o B , . ; i
s v-d)" Providing prospective employers with copies of credentialg
e) Arranging lntervieWs. witl‘}‘prospect‘ive Employers . ) )
- 'f) Comxhunlcatlng with prospective employers concerning employ-. 2
.*ment opportumtles , . o . ' .
' & . A @‘ ‘

g)- Provldmg‘.department heads of the College w1th lnformatlon con- & .
: cerning employment " opportunities L - . :

[3

i

. h), Admlnister Placemeatbudget o . ¢ . .
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.. 2019 - . RESPONSIBILITIES OF THE DIRECTOR OF THE STUDENT -
R DEVELOPMENT CENTER .

-

’ - -,

The Director of the Student Development Center is responsible
to the Dean of Students for the plan.nmg developing and coordinating
of guidance and counseling services. Duties .include vocational, ed-
ucational, and personal counseling, and admuustratlon of the counsel-
1ng and testing program.

-The Director administers the standardized testing.program for
the College, aids in the training of personnel involved in au‘xiliary
counseling/ services, and develops and implements referral services.
The Director maintains liai sonl)w1th non-college organizations which
’are&nvolv d in counseling, ing or research for educational and/ .
or commefcial purposes. \Ti%;rector recommends the budget for
‘the Studen Development Center and is responsible for the accounting
of any fees or honoraria collected by staff members. ‘ ‘

) " Duties include the collection, dissemination and interpretation
‘of test research da to the faculty. The Director of the Student
‘Development Center -cooperates w1th other members of the Student
Personnel Division in creating and maintaining a sati sfactory
a¥ademic climate and student morale.

hid .

.

PR

2020 - RESPONSIBILITIES OF THE DIRECTOR OF THE STUDENT
HEALTH CENTER

-~

-

) The Director gf the Student@dealth Center reports directl%tor
the Dean of Students. ‘Responsibilities include supervisien of all
 health center employees. The Diréctor. is responsible for student
ﬁhea:lth on campus including phases of preventive medlcme. Treat-
‘ment of patients is primarily of the out-patient type but does 1nclude
ward care during day-time hours. The Director provides 1nnocu1a- .
tions recommended by an allergist or family M.D. Medical counsel-
. ipg are ‘also available through this office. The Director is respon- .
- ‘sible for the medical records of all studerits.
.. , ,
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« 2027 - RESPONSIBILITIES OF THE DIRECTOR OF FINANCIAL AID

The Director of Financial Aid administers and coordinates all
. forms of financial aid including all student employment through the
" - Financial Aid Office of the College. The Director is responsible to
the Dean of Students. , . -
The Director shall be financial counselor for student applicants
regardmg the various aid available and shall supervise an information
. program specifically designed to educate students and the public. Admin- >
“istration of financial aid shall include such programs as Work- St:udy, ' ' '
Educatiopal Opportunity Grants, National Direct Student Loans, Guarantesd
Loans, Student Loan Fund, Advanced Honor Scholarships, Grants-In- ~-Aid,
Out -of -State Fee Waivers. Whenever it is proper and pertinent questions '
and/or decisions concerning these and other programs shall be referred
e Financial Aid Commtittee. The Director shall serve as Chair- )
person of the Financial Aid Committee. : > N

-

The Director shall check on the continued quarterly progress of
students recelvmg fma.nc;al aid and/or shall maintain complete up-to-
date records on each program which he/she administers. The Director
shall establish and maintain liaison with off- -campus agencies whlch
prov1de a1d and scholarships to stuchlts.

The Director. shall prgepa.‘re the applicationé f‘or‘ all federal aid ~
programs and shall supervise the preparation of all reports on
financial aid programs. "
. The Director shall be resbdnsible for research to determine the
most efficient management of aid funds and to encourage the development
of various financial aid funds from within and outside the institution,

2022 - UNASSIGNED = ) /
TN

/
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) 2023 - RESPONSIBILITIES OF,THE DIRECTOR OF INFORMATION

>

The Director of Information‘reports to ‘the President and has
the general responsibility.for the dissemination of the College infor-
mation on or off the campus. Currently the Director also serves ‘as
the Executive Secretary of the Eastern Montana College Alumni Assoc-
iation. Tpe office is responsible for.the coordmatlon of events each
time College facilities are used. '

S-peci’;ally, the Director of Information shall:

a) - Provide the pubhc ‘NewWs medla with mformatlon concern-
ing the College, its faculty, administration and students,
and be responsible for all official releases from the

College.’
b) Plan activities other than news releases helpful in
- -~ promoting information concerning, Eastern Montana
College. ' .
o s c) Coordinate events so that all requirements for their

success are met.

d) Keep the President informed of activities going on at
N the College. , - . . .
¥ ‘ _ :

- \ | ,
7

2024 - RESPONSIBILITIES OF THE DIRECTOR OF ATHLETICS

The Director of Athletics is directly responsible to the <
President and with the advice of the Athletic Committee is
responsible:

LI

a) To assist in the estabhshment of athletic policies which
are in harmony with the philosophy of the College ang to
conduct the business of the Department of Athletics with-
in these guidelines. : -
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b) To operat the department in an efficient, orderly and businesslike
manner, finstituting such procedures for receipt and dlsbursement o .
of funds agd fer purchase and payment of necessary equipment '
‘and supplies and such other similar duties as are necessary
to comply with established state and college regulations.
. o c) To recommend for hiré or termination, to supervise, to
evaluate and to propose salary advancements for personnel
needed for optimum department functioning. .

d) To schedule, promote and manage all var51ty mtercd’lleglate
athletic contests. :

e) = To arrange for adequate f41c111tles and equlpme}'xt fqr both
' practices and games. A (K f

b
- f) To #ssure that-all participants and coache’s are informed of
the school, Fr-émtler Conference, and NAIA rules and
regulations, and to take such measures as are negcessary to
_see that they are followed. , .

'3 . r .
. g) To interpret the athletic program to the student body, the
faculty, the alumni, and the community. .

'h) To develop and present to the Athletic Committee an athletic
budget which provides for-the needs of all varsity intercolle-
giate sports within the confines of the amount of monies avail -
able and the interests of the student body, faculty, alumni,
and community. Y , -

i) To institute and keep such records of athletic contests, part-
1c1pants, departmental activities and other data needed to
prov1de an adequate history of intercollegiate athletics at the
_ college. -
j)  To strive to provide an environment for pléy and practice which
assists in the development of a satisfactory, desirable educational
experience for spectators and participants.

k) To recommend to the financial aid committee qualified student
athletes for available financial assistance.

- 1) To encourage staff members to keep'abreast of educational
* advancements and to advise them of these opportunities.
&
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-m) To represent the department and the college at locél, i -

state, and national meetings of athletic and allied
organizations. g '
n) To offer clinics for benefit of area coaches and players.
©0) ~ To coordmate the Department of Athlet1cs W1t:h other

institutional departments.

p) To anticipate, plari for, and attempt to proviide for ‘
future departmentql facility, staffing, and similar - «
needs based upon prOJected growth of the college.

qQ) ' To attend as many athletic contests as possible.

T) To assist in the development and operation of a pro-
gram for the recruitmrent of student athletes.

s) To provide leadership and actively assist in the ed- )
ucational endeavors of all-student athletes ang to .
. agsist them in obtaining appropriate positions upon
kb ~ leaving sch?ol. '
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. 2025 - RESPONSIBILITIES OF THE DIRECTOR OF CONTINUING EDUCATION
The Director of Continuing Education is directly responsible to the
~ Academic Vite President:and Dean of Faculty, and the Director shall have
the following responsibilit_ies: :

University System and Eastern Montana College for

¢ 1

K administering the Continuing Education Program.
'b) Upon approval from the Dean of School of Liberal Arts and
from the Dean of the School of Education, appoint instruc-"

tors for various extension courses, . ‘

c) Coordinate extension courses for communities in eastern

|
8 . . a) Direct the implementation of the',policies of the Montana
Montana.

d) Maintain the Continuing Education Program on a self N
- sustairling financial basis.

e) -+*Coordinate the Miles City summer resident center.

@ f) Chair the Cont’inuing Education Committee. _ )

' 1
- , 2026 - RESP&\JSIBILITIES OF THE COORDINATOR OF AFFIRMATIVE ACTION

o The Affirmative Action Coordinator is responsible for developing and
implementing the Affirmative Action Program. The Coordinator will work
‘ with faculty members and administrative officers to insure that all personnel
i actions are free from any discrimination based oft non-merit factors such
| ~as race, color, religion, sex, age or national origin. Eastern Montana
College is committed to affirmative action and will take positive steps to
guarantee that all persons have an equal opportunity for employment,
gfowth and advancement commensurate with their skills, desires, and
-potentials. - - : =

' 40
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2027 - RESPONSIBILITIES QF THE COORDINATOR OF STUDENT
TEACHING

The Coordinator of Student Teaching shall be responsible to the
Academic Dean of the School of Education for the entire operation of
the Student Teaching Program and its allied program and shall report
directly to hlm

The Coordinator of Student Teaching shall be responsible for
assignmg, supervising, and coordinating the work of all student
teachers. He may delegaté this responsibility to college faculty who

have been assigned by the Dean of the School of Educatian or-by.a
Department Head to supervise student teachers. Whenever a college
professor is assigned a portion of his time to supervise student -
teachers, the Coordinator of Student Teaching shall be responsible ’
for assigning student teachers to be supervised. The Coordinator of
Student Teaching will also be responsible for supervising the super -
visory activitieg of these faculty members.

The student teaching program and its allied programs, such
-as the sophomore pre-student teachmg practicum, shall be developed
coop&ratlvely by the faculty of thé School of Education. The Coordinator
of Student Teaching will he're_spon91ble for the administration and _
execution of these programs. ’ ”

In an attempt-to effect a harmoni'oué relationship with the
Department Heads and the Coordinator of Student Teaching, the
Coordinator shall work cooperatively with them on all matters
pertaining to their departmental student teaching activities,

In addition, the Coordinator of Student Teachipg has the follow -
ing responsibilities to:

1. ' Prepare budget requests for the Student Teaching Program
to be submitted to the Dean of the School of Edgication. i

2. Allocate the Student Teaching Budget and supervise its

administration.
3. Arrange all student-teacher assignments which are made

with cooperating schools. 4 .

4. Establish guidelines for school visitation by assigned -

college supervis‘ors and the supervision of such
policics.

47/\)
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(2027 - continued, p. 2)

)

S5

8'

Maintain records of each student teacher as well as
information about the entire program including data
on cost relationships which may be needed in future

planning.

Provide written information to student teachers con-
cerning'policies and supervisory procedures related
to the student teaching experience. . =
Establish uniform guidelines and procegdures for
college supervisors to use in regard to the super -
vision of student teachers. -

Make recommendations to the Dean of the School of
Education for appointment of college personnel, in
the School bf Liberal Arts and in the School of
Education, who would have a major proportion of
their college assignment devoted to the supervision
of student teachers with an accompanying recom -

. .mendation of support from the Department Head in

which rank is.to be given. The Coordinator will
also be responsible for supervising such personnel

" in all matters related to their assignments as

supervisors of student teachers. He shall submit

to the appropriate Department Head recommendations
for promotion and tenure of all members in the
School of Education who have been employed with

the specific understanding that the major portion of
their college assignment would be devoted to the
supervision of student teachers or of those students
in the pre-student teaching Sophomore experience.

The Department Heads would in turn forward the -

recommendations accompanied by their personal
recommendations, through the proper administrative
channels, to the Rank and Tenure Committee, and

the Coordinator of Student Teaching shall have

similar responsibility for such personnel in all /
matters related to the college supervisor's class- ’
room teaching responsibility.

Coordinate and Administer the overall Education
295 Practicum program (Sod)homore pre-stutent
teaching). The Coordinator of Studént Teaching
will work directly with the Department Hedds, or
their appointed representative, in all matters
related to the coordination of this program.

46
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(2027 - comtinued, p, 3)

10, Recommend to the Dean of the School of Education any ’ '
innovative pilot project related to the improvement of o
all aspects of the student teaching program and the pre- -
student teaching program. . o

11, Recommend to the Dean of the Schoo'l‘df Education and - -

the Dean of Liberal Arts that faculty members in the
School of Liberal Arts and in the School of Education
who serve as supervisors of student teachers on the

" secondary level be assigned professionally structured
reduced teaching load in their respective departments
and/or divisions according to a flexible policy or
formula proposed by the Teacher Education Committee’
and acceptable to the Coordinator of Student Teaching.

»

2040 - ASSIGNMENT. AND RESPONSIBILITIES OF ADVISERS

The responsibility for the system of the advisement of students
rests with the Dean of Education and the Dean of Liberal Arts for their
respective school. They will monitor the evaluations of the transcripts-
of the transfer students which concern them. They will determine the
degree to which they will delegate to division chairperson and/or department
heads the authority to assign advisees to advisers, adjust teaching-
advisee loads, and conduct periodical reviews of advisement procedures
with all department heads.

The Director of Admissions has the responsibility for referring
new students for advisement to the appropriate department head according
to the choice of curriculum indicated on each student's application for
admission. (The names of the students will then be placed upon the advisee
roll of a specific department and adviser and the student will officially
counsel with that adviser.) In the case of transfer students, a working
copy of the student transcript for the use of the adviser will be furnished
by the Director of Admissions.

The Registrar will be responsible for supplying working copies
of the transcripts of advisees for the use of the adviser and will furnish
such copies upon the request of the adviser.

L d
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The respofisibilities of the department heads are indicated beiow:

Prepare a folder for each advisee assigned and keep the
academic records of that student current at all timés,
Tequesting from the Registrar a working copy of th
transcript of each returning student at the beginning

of the Fall Quarter.

Maintain accurate departmental status sheets showing
the progress of the student toward the completion of

the general-education, major, minor,eprofessional
core, and other requirements as applicable. )
Supervise the procedure necessary to certify the student
for graduation by

-

1. Directing the student to file an application in the Office
of the Registrar.

2. Initiating the processing of the Evaluation for Graduation
Form which will be supplied by the Registrar.

Responsibilities of advisers are to counsel with the student at
registration and other times as necessary. ’

All questions concerning changes in the evaluation of a student
trans cript shall be cleared with the College official who signed the
section of the evaluation involved. Changes, if made*by that official,
shall be sent to the Director of Admissions and the department head
concerned for transmittal to the faculty adviser.

Unless a student has officially changed curriculum, or leaves
and returns to Eastern as a re-admitted student, he will generally .
remain with the same adviser throughout his college career.. -

"General Studies” students shall be assigned to special advisers
by division chairperson of the areas most appropriate to the student's
interests.
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3001 - GENERAL POLICY ON COMMITTEE‘S
“wl

In 1961 the Academric Council endorsed the existing method of
making appointments to S%anding Committees. This method involved the
following considerations: )

l. Committees and their composition are approved by the Academic
Council, except for the Committee on Rank and Tenure. The
composition of both the Academic Council and the Committee on
Rank and Tenure are subject to the approval of the faculty. '

2. The Chairperson of an appointed committee should have some
@ay in the composition of the committee under his direction.

3. Faculty members who wish to serve or do not wish to serve on
particular committees should be given full consideration.

4. Student membership is encouraged on appropriate committees,
and during the 1969-70 year the Academic Council agreed to
include three students on’such committees.

In addition, special committees may be suggested by the President
or. Academic Council and their composition and function approved by the

.. Academic Council. With the 1973-74 year the Academic Council did not

wish to give conce'rn to approval of member ship.

3002- ACADEMIC COUNCIL

Composition

l. The Dean of Faculty and Academic Vice President shall
serve as chairperson and will be able to vote in case of a tie.
The chairperson will have the power to summon other persons
to attend council meetings as consultants or witnesses.

2. Four faculty members to be chosen from full time instructors
by a vote of the faculty or by appointment by the Faculty Senate.

k L
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(3002 -bontipued, p.2)"

3. Four Administrators to be elected of‘ selected from and
by the members of the administration.

Four students to be selected either by an election or '
appointment by the Student Senate. Y

\Function"
: |
The Academic Council is constituted as the highest level policy
making body at Eastern Montana College concerned with the acddemic
program of the institution. As such, all basic policy considerations
related to the academic activities df the faculty and students come under
its purview. The Academic Council is charged with the responsibility
of reviewing and evaluating existing’programs and policies and
fofmulating replacement or new ones as the occasions demand. In
executing this charge, the Academic Council in effect, recommends
.action to the President:of the College, and regardless of the point
of origin, all committee recommendations relating to fhe academic
policy clear finally through the Academic Council.

Procedural Guidelines for the Academic Council

A proposed agendum item and attachments to be considered
by the council will be made available to the- membership at
‘least one council meeting prior to the mreeting at whieh the
item is to be finally considered. Except by a three- '
quarters vote of consent of the member's present, all items
shall have a first and second consideration before final action.

Agendum items for the Academic Council may be submitted
by any committee to the Chairperson for those items™
normally considered by the council.

Items not falling within the ordinary scope of the council
-may be referred to the council for review and discussion.
" The council shall determine whether or not it wishes to
_ consider the item. .

If and when procedures within normal channels have been .
exhausted and a-person feels reconsideration of an item is
merited, he may request the Academic Council to do so,
and thq council shall decide if it will consider that item.




3003 - ADMINISTRATIVE COUNCIL

.Composition R a. o _
S . , e S
The Administrative Council is,composéd of the-officers of the @
Adm\nistration and such other members of the instituticn as the - . T
President may deem necessary. Meetings are called by and cha].red by e -

the President. S , _ X3,

,Function . : . . o '
The fimction of the Administrative Coundl is t6 ‘oordinate the . - ’ . )
‘policies of Eastern Montana Couege through the.yarious chools, .
divfsions, departments, committees, and individuals of thé\gampus. ¢

It is a policy interpreting and pglicy expedlting ‘committee*but it does I
not serve to initiate policy. Members of the faculty or officers of =~ ] s
the Administration may find this Council a good sgurce ‘for discussion Lo
of new -ideas prior to their submission to the appropriate comnfittee " oy
of the College. Items for the agenda should be submitted to the o

President. . , T ' \

-

3004 - COMMITTEE ON ADMISSIONS "~ - I

Composition (ail chosen at large)
. ) y |
Faculty - Two from each schgol 4,
Administration = Two N e ) ‘
Students - Twd B R a
’ *

-«

Function
a) Egtablish an Admissions Policy and Procedure consistent with
«w  Tregulations as set forth by the Montana Legislature, the State '
Board of Regents of the Montana University System, the Council
of Pregidents, and the Academic Council.

. /
b)* Make decisions consistent with above policy on cages referred
g to the Committee on Admissions by the Director of issions.

-~

<+

c). Advise the Director of Admissions o all areas relating to Admissions.




3005 - COMMITTEE ON-CONTINUING EDUCATION : T

Composition ,?} S
\ -

. The Committee on Continuing Education shall -consist of the
Director of Continuing Education, Chairp€rson, and at least one
member”of, each division.

~

Function

a) Recommend policies and procedures to the Academic '
‘Council for the efficient operation of the Continuing
¢ Education Program. o :

) C ‘ ‘5‘>J Advise the Chairperson in-the interpretation of ex)isting
ﬁh . policies and procedure&i~ ' o '
¢)  Maintain the integrity qQf the program as it is offered
through off-campus classes. , ‘ ) S

-

3006 -. COMMITTEE ON ATHLETICS .

v

Composition ,
N

/ The Committee on Athletics shail be composed of three: \; -
faculty members including the Chairperson appointed by the
P _./President of the College, two representatives of the Athletic 7
. Department to be appointed by the President of the College, - )
" President of the Associated Studg:ﬁts, Financial Vice President - ., .o
of the Associated Students, two students to be elected at lar, by -

the Associated Students plus the following ex officio member

appointed by the President of the College:

2@

The Business Manager and Controller of the College

. The Registrar of the College ,
# ] (Academic Council, 12-13-68)

. S
Function - .

Y
Ha

X

a) To establish, or where appropriate, to recommend to
the Academic Council policies concerning the relation- ’ - {
ship between athletic activitfes and the academic pro-
gram of the College and insure that such policies are
fouo@. - : o,
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b)-

c)

d)

(30% - Continued, p. 2) . . @

. . . . . *
. To act as adviser to the Director of Athletics on all matters

Director of Athletics and to make such budgetary recommend -

of athletic teams in all non- scheduled activities.

L Co ’ Replacement
' - September, 1975

related to the athletic program.
"To consider the budget for athletics as recommended by the

ations to the Student Legislature as the Committee deems ' »
necessary for the effective functioning of the athletic program.

To recommend to the Academic Council rules of eligibility
for intercollegiate participation consistent with the require-
ments of the Frontier Conference and to establish such
‘organization as may be necessary for the enforcement of
eligibility rules.

To approve general schedulmg procedures a.nd the mvolvement

&

v

To assist the Director of Athletics in the promotion -of
sportsmanship on the part of players, studeqts and fa.ns of
. Eastern Montana College.

-

X 3007 - COMMENCEMENT COMMITTEE t o {

Composition

There is no 's:t\umber of members but the-'éommittee shall in-

clude the Director of Information and the Registrar.

Fuﬂction

> o a)

b)

c)

(Academjc Council, 9-22-70) -
1Y

To make such recommendations to the President, concerning the
Commencenient Exercises as it feels appropriate to the proper

conduct of the Commengement Convocation and related .commence -
ment events.

The President may wish to deliver the Commencerhent "Charge"
address or may request the Committee to provide a list of
potential speakers from which to nominate and elect a speaker.
The Committee will nominate one of the two campus pastors on a
rotation basis. If neither pastor can serve, the Committee will
obtain a local pastor to serve at the Commencement Conovocation.




. Revision '
‘ : . o ~ September, 1975
(3007 - continued, p..2) - e

d) The Committee recelves the nom;natlons ‘of Faculty and Grand
Marshalls from the Faculty ‘Senate then recommends the nom -
inations to the Pre51dent .

e) The Committee shall make all approprl'i\te arrangements re -
quired for the proper conduct of the commencement exercises
and the President's reception.

f) A complete log of commencement-activities shall be main-
\ tained in the Office of Information.
(Commencement Committee Minute"'sr\"
revised, June 27, 1974)

!
4

’

3008 - COMMITTEE ON COMPUTER UTILIZATION

Composition
‘b .
The compositiqn Bf the Committee on Computer Utilization shall include:

Business Manager, Chairperson

Director of Computer Center : e
Controller . ' ’ '
Registrar
Two faculty members from Liberal Arts . *

Two faculty members from Education .
Two students (appomted by ASEMC Presndent)

Any administrators, faculty members, staff members or students mter-'
ested in the function of the Computer Utilization Committee. may ask to be in-
cluded on the mailing list and/or may come to the meetings of the Computer.
Utilization Committee%and participate in the discussion.

A regular committee member may delegate by proxy his voting righr
an alternate should that regular committee member not be able to be present
at a meeting. '

(Academic Council Minutes 12/5/74;
Memorandum 137, Page 600)




. A Revision ‘
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(3008 - continued, p.2)

Function

- -~

a) To assist the Director of Corﬁputer Services in establishing
policies and procedures relating to the Computer.operation.

b) To.establish, or where appropriate, to recommend to aca-~
- demic and administrative areas policies and procedures
concerning computer usage.

¢) To review recommendations submitted by the Director of
‘ Computer Services.

¢

3009 - UNASSIGNED

-

56
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3010 - I. - HONOR CODE COMMITTEE

Composition N o

The Honor Code Committee shall be éomposed of three students and
three faculty members. One of the faculty members shall serve as a non-
voting chairperson. - Student members,shall be nominated by the President

" of the Student Senate; faculty members be nominated by joint recommend -

ation of the Dean of the School of Education and the Dean of the School of
Liberal Arts. The President of the college shall appoint all members of
this committee. ’

¥ 4

Function

a) To further the principles of academic honesty by judging cases .
in which such honesty is in question and to recommend appro-
priategeneral poticies on academic honesty.

b) To try to develop among faculty and students a common
interpretation and definition on cheating and plagiarism.

“

. ¢)  To determine the gililt or innocence of a student under these
interpretations, and recommend appropriate disciplinary action.

G
\

3010 - II. - STUDENT AFFAIRS COMMITTEE L *

Composition

This agency shall be composed of three faculty members and two
students. In addition, there shall be a non-voting chairpersdn, either
the Dean of Students and /or Assistant Dean of Students as the President A
may designate. The President shall appoint the five members of this
committee upon recommendation by the Dean of Students.

»

Function

The Student Affairs Committee is the disciplinary committee

_for matters concerning the student commumty Cases referred to the .

committee are generally, but not excjusively, concerned with non-
academic behavior of students. The purpose of the committee is
judiciary. The committee will determine whether a student committed
an alleged offense, what penalty, if any, might be appropriate, and

- bU




(3010 - II. - continued, p.2)

to insist upon the most scrupulous observance of procedutal due
process coupled with an equal observance of substantive due process. -
The committee may exercise original jurisdiction in serious or

unusual cases and it exercises appellate jurisdiction in both sub-
stantive and procedural matters heard by any lower agency.

\
301l - COMMITTEE ON FINANCIAL AID

-Composition

There is no set number of members but it will have the Director
of Financial Aid as Chairperson and include the Dean of Students and the
Business Manager and Controller as ex officio members.

Function

Thke Committee on Financial l\\hd has the responsibility of
determining: S

1. The policy which regulates all financial aid dlstrlbuté\d
through the Eastern Montana College Office. of
Financial Aid.

2. The minimum requirements needed to be eligible to
receive financial aid.

3. The distribution of all out-of-state waivers between
athletic and non-athletic areas.

4, The approval or disapproval of all applications for
financial aid.
‘T‘ .
5. ' The recipients of all special scholarships in which the
,  recipients are not named by the sponsors.

J




3012 - GRADUATE COMMITTEE

Composition
. v AN
The Graduate Committee shalil be appointed by the President from
the Graduate Faculty. It shall be composed of ten members, including ¢

the Chairperson, on three year appointments. Members may be appointed
for more than one term. The Director of the Graduate Program will
serve as Chairperson of the Commlttee and will hold a continuing appoint-
ment on the Committee. '

Eunction
. The Graduate Committee is responsible for the developmeft of
policies related to the Graduate Program. The duties of the Committee are:
L. To recommend to the Graduate Faculty matters related to
objectives, standards, admAssions of studefits to the graduate
program, student programs of study, course requirements,
proposed changes in the program, advancement of students
for candidacy, and any other matters du'ectly related to the
graduate program. -

2. To recommend action- concernmg stgﬁgng, fac1lities, and
budget to the appromjiate departments ot divisions concerned.

o ¥ | o fx
3. To conduct a cont}huixfg evaluation of all aspects of the ‘
graduate program. ‘ -
Composition 4 )

The Committee on Indian Education shall consist of the Coordin-
ator of Indian Culture (Cflairperson), six faculty members, one of whom .
shall be a representative from the Student Personnel.Division; and three '
students appointed by the President of the Associated Students.

Function

3013 - COMMITTEE ON INDIAN EDUCATION / _' ‘ .
| , : :

’ : «
)

The major purpose of this Committee is to improve the opportun-
‘ ities for academic and social success of Indian students at Eastern, and
for persons in other Indian-oriented programs in which Eastern is involved.

ERIC - b ‘




(3013 - continued, p.2)
/
The primary function of the Committee shall be to advise the

Coordinator of Indian Culture on programs and needs of Indian students.
The Committee will serve as:

a) A coordinating vehicle for programs for Indian students in
order to promote good communication across the campus.

b) A clearing house on existing programs and place where
they may be evaluated.

c) A vehicle for reviewing new programs and services.
. ,

S d) A place where recommendations for appointment of facurlty
and/or staff of Indian programs may be made.

3014 - COMMITTEE ON INTERNATIONAL EDUCATION

s

"Composition

There is no set number of members but it shall include three
students appointed by the President of the Associated Students.

Function

The Committee on International Education recognizes the
importance of expanding the educational resources of Eastern Montana
- College in order to promote mutual understanding and cooperation .
among the nations of the world. It is, therefore, the purbose of this
Committee to assist and encourage those activities at Eastern Montana
College aimed at promoting international education and to take the
initiative in introducing new activities or programs that will give
* the campus a deeper insight into other cultures of the world.

*




3015 - LIBRARY COMMITTEE

Composition

The Library Committee shall be composed of the Librarian/
Director of Instructional Media, eight members of the teaching faculty,
and two students.

Faculty members ‘shall be appointed by the President of the College
upon recommendation by the Academic Vice President. Faculty members
shall serve two year terms with four appointed each year. Faculty
membership shall include at least one member from each academlc
division or equivalent but no more than one from any single department.

Student members shall be appointed by the President of the
Associated Students. Student members shall serve one year terms.
Student membership shall include one undergraduate student and one
graduate student.

Function

The purpose of the Library Committee is to advise the
Librarian/Director of Instructional Media on matters of general
library policy, including policies relating t6 Audio- Vlsual”Serwces,
and to serve as liaison between the lerary and the faculty and students.

3016 - C OMMITTEE ON OBERATIONS
Compos'i_tion

The Operations Committee is to consist of two members of the
College Admmistration, two representatives of the Faculty Senate, two
representatives of the Staff Senate, two representatives of the Student
Senate. The Physical Plant Director and the Chief of Security will serve
it a non-voting capacity. The Senates shall be permitted alternates for
these representatives.
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Function

The Operations Committee recommends to the College Admin-
istratipn actions and/or policies concerning probLems which are related
to the operation of the physical plant at Eastern Montana College.

. ’v ' * . ’

The Committee's responsibility shall include, but not necessar -
ily be limited to, the following areas: : .,
. The safety ofall persons while on campus. This will include
such items as fire prevention, fire fighting, traffic control
and safety. ’

2. The maintenance and development of the campus in terms of
. landscaping, location of physical plant additions, etc. This
will include such items as logation of sidewalks, .buildings,
" parking lots, roadways. '
3.  The care and maintenance of the campus buildings. This -
will include such items as day-to-day housekeeping, paint-
ing schedules, and security measures.

The underlying purpose of the ComMittee shall be to assist the
College Asmjhistration in securing the optimum educational service from
the available physical facilities and*at the same time to maintain and
wherever possible to improve the appearance of this beautiful campus. '~
To this end this Committee might wéll be considered as a liaison be-
twean those persons using and those persons responsible for the campus.

“

(Memorandum 94, page 353
Academic Council Minutes)

3017 - COMMITTEE ON-RANK AND TENURE

I..  Scope .

”
The Rank and Tenure Committee will have the responsibility for

making recommendations to the President concerning:

l. Which positions are entitled to academic rank.

2. All advancements in academic rank.

3. All initial appointments above the rank of Assistant Professor.
]

65
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(3017 - continued, p. 2).
1

I[I. Composition . ‘ G
The R}R( and Tenure Committee will be composed of the following vot'm@
members: : .

1. Dean of Faculty, Chairperson,
N 2. Two representatives of tlie administration appointed by the President.
3. Six elected faculty members who meet the following criteria for

election and/or service on the Committee: - ©e
a.  They shall hold the rank of Professor,
b. They shall have permanent tenure. ¢

c.  They shall not hold any position in the College whereby
they are inyolved in making recommendations for the
L rank and/or tenure of any other faculty member,

If'ariy eligible faculty member does not wish to serve, the Dean of Faculty
should be notified at the beginning of the Fall Quarter. -

Prior to the annual election or whenever a replacement election is held,
the ‘Dean of Faculty with the advice of the Rank and Tenure Committee shall
examine the list of eligible faculty members to make any corrections on the
basis of the above criteria.

t

The elected members shall serve thréé-year terms with two elected
~each year. ~— \ .

III. Functions ) ~

1. At the time requested by the Chairperson of the Comml?tee, the immediate
supervisors of faculty members concerned will originate and forward through
the appropriate administrative channels recommendations for promotion and
tenure for personnel who meet the minimum quantitative standards. It shall
be the duty of the Committee to discuss and evaluate the recommendations of
each supervisor and to recommend appropriate action to the President of the
College.

2. A faculty member who has met the minimum quantitative standards for a
promotion in rank but does not receive one, shall be entitled to an explana-
tion from the Chairperson of the Rank and Tenure Committee. The oppor-
tunity for additional explanations f d appeals to the Committee shall

and recommending changes in policies at th¢ request of the Committe
itself, the faculty, or the administration. :

60
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IV. Procedures - v .

v

»>

The Rank and Tenure Committee shall develop operating procedures which
shall be publisl}ed' in the Faculty Handbook. In addition, these procedures should
be constructed within the general framework of the recommendations prepared by
the Faculty Senate’'s Ad Hoc Committee on Rank and Tenure as adopted by the
Facultz Senate. v

V. Minimim, but not automatic, quantitative requisites for various ranks.

Rank Degtee and/or - College teaching
{ other’ education , experience in years
. - or equivalent
Professor Earned doctorate : 8
- (6 at college level)
Associate 1. Earned doctorate 5 :
‘Professors In exceptional cases Associate

Professors without doctoral degrees
may be considered for prorhotion to
Professor on the basis of outstanding
3 professional achievement since their
~"  last promotion. .
2. Master's degree and admission to
candidacy for Doctor's degree with

) at'least 24 quarter hours in*fan
approved program. , 8
3. Master”’s degree plus 48 hours beyond -
Master's applicable to field of teaching
in which person is engaged. 8
Assistant 1. Earned docgorate 0
Professor 2. Master's degree plus=30 quarter hours
. of graduate work. . \ 1
3. Master's degree plus 18'quarter N
~ hours of graduate work. 2
4. Master's degree - 3
Instructor Master's degree i ] W 0
VI. General qualitative friteria for determining rank and grantmgﬁpromotloh and
tenure. : ' - ' #
NOTE: The following subjective criteria are intended to en-
courage further development of those qualities in a .
. "... faculty which contribute to succe§sful classroom
teaching, to satisfactory professional growth and to
the weademic growth and success of the institution.

The criteria are designed to serve only as guldes
arid not to be regarded as definitive; furthermore, it
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will not be expected that a faculty member will meet all
criteria equally well.

"o . . ) i~ ’

1. Profeasional growrh;?a{ddevelopment.

Certalnly evldence of scholarshlp should be definitely. expected of
. candidates for the rank of Professor or Associate Professor, and
- desired of all faculty members. Publications by the candidate
justify confidence in his professional development however, it = .
_ is recognlzed‘*that this is only one type of evldence The nature
. of the College almost precludes the poss lty, even if it were v .
desirable’ of bringing together a faculty of speclallsfts who are”
known by their publications. -Rather, broad,and wide ranging. .
intellectual interests will probably be conslderéd as valuable - . v
characteristcs for a faculty member. (ontinued graduate work
beyond the Master's degree, particularly as it is directed toward
the doctorate; travel, whenevef it is purposeful; -actual partlclpatlon
in the conferences and other activities of professional socletles,
and self improvement of many other sorts will indicate the degree

of intellectual drive possessed by the faculty member. C, s

. " 2. Success as a Teacher.

Candidates for promotion ghould show a positive attitude toward ‘.
thelr profession and the work they are in. Although actual results ‘

' achieved by teachers in the clagsroom are avowedly difficult to ' '
evaluate, the members gf the Committee on Rank and Tenure realize '
that a faculty me{nber S 'value to the College is largely dependent
upon success as a clagsroom teacher. The Chalrperson and the _
Committee may therefore use various means in an attempt to evaluate
such success. :

3. Servlce to the Institution. o

°Service to the Institution is considered an essentlal guldellne in C
evaluatlng candidates for promotion. Such service may be evidenced =~ -~
by an attitude of general helpfulness, a cheerful and\satlsfactory "o
performance of all duties assigned by the Board of Regéhts and the

? President, support of all policies to which the College is committed,

' and by the initiative taken and the value of suggestlons made for the

advancement of the College and the service offered by it.?

4. High ethical standards. o : |

Candidates for promotion should evldenc@a strong loyalty to the
objectives, aims, and ideals of the College. Uncritical accepta/nce
of the College as it is does not serve this purpoée_. but neither does
carping criticism. The ethical faculty member wilt not Efuse to
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o ' discuss cznstructlvely the prablems of the College with other
. - faculty members and inquiring and mature students, for thus

the students may be-able to reach more mature conclusions
about’ their immediate world, but the teacher will not engage
in the petty practice of censure of his colleagues on the faculty
and the administration. The standards of the personal life of a’
teacher must, almost of necessity, be high, The teacher will
certainly not sériously deviate from the accepted behavior
norms of the community. - '

L

Q_‘ " 5. Acceptable character and personality.

v

Candidates for promotion should be respected by their students
. .and colleagues as persons of integrity, courage, tdct, and a _
sense of humor. They should contribute to the life of the whole
College and community. The candidates should evidence good
taste in appearance and manner, .

VI. Interpretation. ‘ o /
. . - .

7 . 1. "Master's Degree' may be recogmzed by graduate study o Jat '
‘ least 45 quarter hours beyond the bachelor s degree in cases
where the degree has been by-passed in a doctoral program or
in cases where other degrees may be deemed equivalent to a
"Master's Degree''.” .

. ' , . . . (-
2, In exceptional’c/ase s, highly /desirable teachers may be employed
at.the rank they may hold in other mstltutlons, despite the1r
standing under this pohcy. :
3. Years of "college teachiJig_ experience" or equivalent experieﬁce
.shall be calculated on a school year basis, with at least one
semester or two quarters of service in any one year required
to qualify as a "year'. _(Time on official "leave of absence" from
. Eastern shall count in the same manner as if the ‘member had
v been on actual teaching duty.) ’ ' ( '
4. In case it may seem desirable to appoint a faculty member whose !
iprofessional attainmentg wilild not permit an appomtment under
* this policy, it is provided that the appomtment may be made as
. that of acting,}, as follows: ! .
\/ L Qo . Such appointment shall bea»hmlted to a period of
three years.

g b, Withm this period. CODdlthDS must be met tore-
e “move the agting stafus.
. N R 4 ‘ B 1 -
\‘l . i -
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Nothing in this policy shall be interpreted to disturb the employrr;ent
of any faculty member now under appointment insofar as continyance
in present rank is concerned. However, advancement to a high

rank shall be dependent on conformity to this policy.

- ~

3017.1 - DETERMINING YEARS OF COLLEGE TEACHING OR EQUIVALENT

1.

)

Credit will be given for an academic year only; a fiscal year will
count for no more than an academic year; no additional credit

will be granted for summer sessmn employment; and, no fractlonal
total will be used.

Y

. Full time college teaching in a regionally accredited institution

will be counted at 100%.

Full time college non-teaching professional responsibilities of
persons holding professorial rank, or a combination of teaching
with such responsibilities, will be counted at 100%.

. Full time graduate assistantships will be counted for college

teaching equivalency at 50%; however, total.-equivalency credit
will not exceed one year. Graduate assistantships must be
certified by an appropriate dean ingthe college or university

“concerned before the end of the first quarter of an assignment
- toa position 7§EMC

< Full time professional experience in an accredited elementary/

secondary school system will bé counted at 100% for the first two
years and at 50% for the subsequent ten’ years for a total not to

exceed seven years.
o)

. College teaching experience equivalent for non-academic experience

will count only if clearly relevant to the professional assignment
at EMC and will be granted only upon recommendation of the
appropriate administrator followed by special review by the

Rank and Tenure Committee. Such experience equivalency as
granted will be counted at 100% for the first two years and at 50%
for the subsequent ten years for a total not to exceed seven years.

h ]
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. Addition |
September, 1975 -

Sabbatical leaves of absence will be counted at 100%. l.eaves of
absence without pay will be counted at 100%. Only scholarly leaves
of absence for no more than one year will count as part of the pro--
bationary period unless, the individual and the institution‘agree in
writing to an exception to this provision upon recommendation of
the Sabbatical Leave Committee at the time the leave is granted.

The faculty member will have the privilege. of appeal to the Rank
and Tenure Committee on any relevant question

4

3018 - REGISTRATION AND ORIENTATION COMMITTEE

Function

C'ompos ition

. 1.

There'is no set pumber of members but the Committee shall include thé
" Dean of Students, th¢ Busimess Manager and/or Con&oller, the Registrar and
two students appointed by the President of the Associated Students.

The Registration and Orientation Committee is responsible for:.

The establishment and impiementation of policy arfd procedure related

. to the general orientation of first-time -in-college freshmen. To plan

and conduct the annual Orientation Week with special attention to such
aspec':ts as: ’

. The academic orientation of students.

. Schedule -of -activities bulletin and attending publicity.
Orientation to residence halls and campus facilities.
Convocations, informational assemblies, mixers, and dinner.
Testing. ' |

Receipt of registratibn packets and mass advisement.

Social and recreational orientation. ‘

. President's reception. -

‘T om0 a6 oW

Developing policy concerning student registration. The Committee
is also responsible for the planning and conduct of the quarterly
registration of students and the specific provisions attending im -
plementation of those policies established by the Committee.

All matters related to registration and orientation.

m
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3019 - SCHOLARGHIP REQUIREMENTS COMMITTEE

Composition

-

The Committee consists of the Academic Deans (Co-Chairperson),
the Registrar (Secretary), the Director of Counseling, and three faculty

representatives from each school.

Function
1. To interpret all academic regulations.

2. To consider all deviations from academic regulations
submitted to it by petition.

3. To act on all appeals from academic probation and
academic suspension.

4. To report to the Registrar for mclusion on permanent
records all actions taken.

o

5. To review periodically current academic regulationﬂs
and recommend modifications or needed clariﬁcations to
the Academic Council.

v

a

3020 -. TEACHER EDUCATION COMMITTEE

’ 4

The Teacher Education Committee is a standing committee of the *
College. Its composition, its purposes, and its functions are approved

by the Academic Council. Normally, it makes its recommendations to

the School of Liberal Arts and/or the School of Education. However, it may
make recommendations to the Afeademlc Council upon a two-thirds vote of
its membership.

-—

The professional part of the curriculum designed to prepare teachers
is an all -institutional approach and the primary responsibility lies with the -
faculty of the School of Education working cooperatively with the educational
profession at large. This professional studies component covers all re-
quirements that are justified by the work of the specific profession of
teaching.

“@
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4

The cor;te;t for the teaching specialty refersto the subject matter and is
the responsibility of the respective academic departments. The Teacher Educa-
tion Committee shall act as a liaison to help in coordinating the selection of
this content. It shall act as an agent for the faculty of the School of“Liberal
Arts and the School of Education, and its findin&sl suggestions, and act1ons
shall constitute recommendations to the faculty of both Schools.

The identification and-gelection of courses and other learning experiences
which are directly related to teaching and learning theory and to, laboratory and
clinical or practicum experience are the responsibility of the faculty of the School
of Education. Recommendations concerning jeaching and learning theory with
appropriate laboratory and clinical or practi¢um experience may be made by
the Teacher Education Committee to the Dean and the Faculty of the School of
Education. However, the design, approval, and continuous evaluatlon and
development of the professional studies component, includmg the systematic
study of teaching and learning theory with appropriate laboratory and clinical
‘or practicum experience, are the primary responsibility of the faculty of the
School of Education. ’

w»

Composition

The Teacher Education Committee shall be composed of fifteen (15)
members. The Chairman shall be a faculty member of the School of Education,
and the Chairman shall not vote unless the vote is by ballot or in case of a tie
vote. :

Dean of the School of Education

Dean of the School of Liberal Arts- .
Coordinator of Teacher Certification

Director of Campus School

Representative of School District #2

Coordinator of Student Teaching

Three Teaching Faculty of the School of Liberal Arts
Three Teaching Faculty of the School of Education
Three Students in the Teacher Education Program

Functiobn ~

The function of the Teacher Education Committee is to coordinate the
Teacher Education Program on a/g:ollege-wide basis, to conduct a continuing
review of all policies affecting teacher education, and to make recommendations
for the improvemé’nt of the teacher education program at the College. All
recommermations concerning programs and policies affecting applicants and/or
enrollees in the Teacher Education Program shall be regularly routed to the

3
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Dean of Education for presentation to the faculty of the Scheol of Education.
(It should not be possible for any change in these programs or policies to
bypass the faculty of the School of Education.) The Teacher Education
Committee is primarily an advisory committee--not a decision-making body;
its function is primarily to make recommendations to the faculty of the
School of Liberal Arts and the School of Educition concerning their programs
and policies.

In addition to its functions as an advisory committee, the Teacher
Education Committee shall serve as an appeal agency for students. Its
appellate jurisdiction shall be limited to the following requests for excep -
tion to or dEViatiOn from: '

1. the standards of admission and/o;‘ the procedures of
admission directly. related to student-teaching courses
and to the Fall observation experience;

2, the assignment of student teachers to established student-
teaching centers; -

3. overloads of course,work.proposed to be carried by a
student concurrent with enrollment in a student-teaching
course. '

However, the Teacher Education Committee shall not consider or act
upon any student request unless the appellant has first submitted the appeal
to the Coordinator of Student Teaching for his approval or disapproval with-
in the guidelines of his authority. Additionally, the Committee shall not .
act upon any appeal without written recommendation of the Coordinator of
Student Teaching. -

(Academic Council,

12/13/74, Memorandum
139, page 606, item 4)

T
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4001 - FACULTY COUNCIL

Composition

The Eastern Montana College. unit of the Faculty Council is
composed of three members of the Faculty Senate - the President of
the Senate during his or her term of office and two additional senators
each elected in an alternating manner by the Senate from those Senators
with three years of remaining service which shall be concurrent with
their term on the Council.

Function'-

The Faculty Council shall be the official representative of the
faculties of the Montana University System to the Board of Regents and
the Commissioner of Higher Education. The purpose of the Council
shall be to consider matters of interest and importance to the faculty
(curriculum, budgeting, legislation, tenure, salary, working conditions,
and fringe benefits) and to make wecommendations to the appropriate

bodies concerning these matters. ‘

/
Travel Expenses

" The Board of Regents of Higher Education hereby authorizes
and directs the payment of travel expenses and per diem in accordance
with applicable law and regulations by the respective units of the
- Montana University System for not more than three delegates from the
faculty of any unit to attend the three annual meetings of the Faculty
Council, and any special meetings duly called in accordance with
Faculty Council by -laws, such expenses to be paid for those duly
authorized meetings of the Faculty Council held at Helena or at the
location of a unit of the university system. "

g (Item 4 - O15-R0574,May 20, 1974)

0y
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4002 - FACULTY SERVICE COMMITTEE \ | ~

Composition

The Faculty Service Committee is composed of one member on
permanent tenure appointed by the Chairman of the Board of Regents of ; R
Higher Education, one member on permanent tenure inted by the N
President, and one member on permanent tenure elect y the facufty.

'Function
o )

It_shall be the purpose of the Faculty Service Committee to
fulfill the abligations set forth in paragraph 8 of "Regulations in Regard
to Tenure of Office of Instructional and Scientific Staff”, which
regulations constitute a part of the contraet covering faculty members
in this College and in other units of the University System.

# It shall be the duty of the Committee at the direction of the
President of the College or upon the request of any member of the staff
whose removal is proposed, or who is under suspension, to in(iuire
into the case and to submit a report of its findings to the President and
to the %taff member involved, with the understanding that the President
shall transmit a copy of said report to the State Board of Education. \

b




4003 - FACULTY SENATE'

Constitution

PREAMBLE

o

To assure the orderly development of our educational programs
and policies; to facilitate communications and cooperation lunong
officers of the administration and ourselves as college faculty;
to promote the stable and continued improvement of higher ed-
ucation in the State of Montana; and to provide for the academic
and professional welfare of the faculty; we, the faculty at

L Eastern Montana College do hereby subscribe to this document
as a constitutional statement of our Faculty Senate and its various
functions and responsibilities.

4

Article I - NAME

Senate of Eastern Montana College.

Article II - MEMBERSHIP

/ 4 .
The Edculty Senate shall consist of twelve members elected from
‘the general faculty with the qualifications that no more than two
senators may serve simultaneously from any one department.
N

Section l. - Qualifications for Senators

Elected memberq of the Senate shall be chosen from the
faculty of Eastern) Montana College subject to the following

requirements:

= a. The member shall have completed at least one
academic year of service at Eastern Montana College.
. ’
b. Not more than twenty-five percent of the member's
college duties shall be administrative.
@

Section 2. Qualifications for Electors

Fdr voting purposes the faculty shall be defined as those N
persons holding full-time positions at Eastern Montana
College and having academic rank.

-

(Rt -

The organization herein defined shall be known as the Faculty
|
|
|
|
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(4003 - continued, p. 2)

Section 3. Term of Service

Except for the first election, senators shall be elected
for a term of three years. In the first election the -
terms sha_ll be for one, two, and three years.

Section 4. Credentials Committee

To implement Sections 1 and 2 of this article, the

Senate shall appoint from its own members a credentials
committee to rule on questions relating to qualiflcations -
of electors and senators.

Section 4. Senate Officers

The Senate shall elect from their own members a
President and a Secretary for a term of one year each.
The election ‘shall be held during the last full week of
classes of spring quarter. The officers shall remain
' in the office until successors have been duly elected.
4 The President or his or her designate shall preside over
all meetings of the Senate and over all general faculty
meetings called by the Senate. The Secretary shall be
responsible for the maintenance of all records and
communications pertaining to thé Senate.

Article III - ELECTIONS

~ Section l.  Dates
- . 13
Regular elections shall be held annually during the
month of April with the elected, senator. s term start-
ing the first day of the last full week of classes of
spring quarter. Spemal elect10n5'“?shall be held promptly
for the unexpired term in cases of vdcancies.

. »

Section 2. Elections Committee

. To implement Section 1 of this article the Senate shall
' : " appoint from its own members an elections committee
to conduct all elections.

(R
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. Article JV - RESPONSIBILITIES AND POWERS

{

Sectron l. Representing the Faculty

I .
The Faculty Benate shall be the respresentative body through

which the faculty shall normally exercise its powers. The
Senate shall have power to act and speak for the faculty on all
matters concerning the faculty except for the graduation of
students. Any action of the Senate may be reviewed at a general
meéeting of the faculty upon a written request signed by ten '
percent of the general faculty and submitted to the President

of the Faculty Senate. \

'

Section 2. . Maintaining Communications
: :

The Faculty Senate shall be concerned with the maintenance
‘of effective channels of communication between the teaching
- and administrative faculties and shall make available to the -
< President of the College informed and reprgsentative council
' and opinion on the affairs and prablems of the college. It
may function either on request or ‘'on its own initiative. ‘]

Secction 3. Examining Policies and Consulting

The Faculty Senate may examine all matters related to the
general welfare of the college and faculty, and shall be charged
i : with the responsibility of protecting the academic and pro-
fessional welfare of the faculty. The Senate shall be available
to both the teaching and administrative faculties for advice

and consultation and as an agency for the dissemination of
information.

Section 4. Formulating Procedures : . ' .

The Senate, within the framework of the gonstitution, skall
. formulate those by-laws, rules, and procedures needed to
fulfill its responsibilities and exercise its powers.




(4003 - cont'ﬁfued, p. 4)

Artlcle V - RATIFICATION AND AMENDMENTS

Section L. . Ratlflcatlon of Constitution

—_

This constitution shall be deemeéd ratified upon,a mail
ballet vote of the faculty in which both of the following
conditions are sausfled .

a. The vetes cast shall constitute at least an
* absolute majority of the faculty. -

b. The affirmative votes shall constitute at

) R least a majority of the total votes cast.
‘Section 2. Amendments to Constitution
a. Amendments may be.proposéd by either a
- majority of the Faculty Senate or upon a

petitition signed by at least ten percent of
the faculty and presented to the President

of the Senate.
] -

b. Within five to.fifteen days after an amend-
ment has been proposed it shall be submitted
fo the faculty for a vote and upon approval by
two -thirds of the faculty, the proposed amend-

4 ment shall become an effective part of the
Constltutlon.

“

(Adopted Spring 1968)

4




S, . . ' &

4004 - L. - FACULTY - CONTRACTS Lo

The State Board authorized t%adoption. of an "academic year" .
contract instead of a "ten-month' contract, with each unit of the University
System belng authora/j to designate the beginning and endmg dates of . |
cach such contract as is deemed to be approprlate Under the circumstances. '

(State Board 4/13/6_4) oL : -1
On December 9, 1974, the Board of Re.geﬂts' of Higher Education approved B B '

(1) Rules for Tenure and Tcrm and (2) Professional Employmént
Contract. The underlined wor ction 3 were added by the Board of

ch’cntb of Higher Education January 16, 1974. @'& -
-~ _ e '
BOARD OF REGENTS Of HIGHER EDUCATION RULES FOR o
TENURE AND TERMINATION ’ ’ -

Gonditions of Employment

|

1. Rank and Ap;pintmcnts. ‘ . ' L

AN c :
‘ . Tenurable members of the professional staff of the institution ‘ 4
i

shall be classified and rgnked, at the time of %ppointmcnt or
reappointment, as professors, assaciatc professors, assistant .
‘professgrs, and instructors. All full -tme appointments to the ®
professional staff in the ranks of profcssor, associate professor, (R
assistant professor, and-instructor are of two kinds: (a) probationary
ap\pointments; () appointments with continuous tenure.

N ., &

2. 'ProbationﬁryjAonlnt[nents.
Probationary appointments may be for ong¢ year, or for other stated
t periods, sybject to renewal.. The total period of full-time service
prior to the acquisition of continuous tenure will not exceed seven : -
academic years, including all previous full-time service with the ‘
. rank of instructor or higher in other foug -year institutions of higher
learning; provided however, that not more than three years of service .
at such other institution(s) shall be credited toward t;'c}dcquisition'of
continuous tenure status; and further provided ‘theft arfy unit of the _ |
Montaga University System may require upto four full -time academic - |
years oOr its equivalent of servicerat the i”nsti'tution before making an ;
award of continuous tenure.
i
Time spent on authorlzed leave of absence from the institution will
not count as' probatlonary period service, unless the mcmb(.r of tp/c
profcb.slonal staff and the appropriate representativevof the institution

- . .
. . o P
. , /
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.

agrée to tﬂe contrary, in writing, at the time leave is granted.

T ‘ Part ~tinfe service, exclusive of graduate téaching assmtantshlps o
. N and summer sessmn appointments, may be givén proportlonate -
* . value on'apro rata basis in computing probatidnary service. The ,
' “member of the professional staff and the appropriate representatlve
of the mstltutlon "sh ee, in wrutmg, %o the value of part-time

‘g/ .service at the time of initial appointment.
B ~ . PR
$ - 3. Notice.. . » : AN
Regardless of the stated texins or other prov1s1ons of any appomt-
ment, written ﬁotlr\hat a probationary appointment is not to be
'renewed will be given to the member, of. the professional staff in ~
advance of the explratlo-n of his or her appomtment as follows:
& ‘ -(a) not later than March 1 of the first academic’year of service,
f the ap[ﬂom!i"ment explres at the end of that year; or, if a one-year -
v : appomtment terminates during an academic year, at least three .
months in advance of its termination; (b) not later than December
IS of the second agademic year of service, if the appointment '
~ explres at the-end of that year; or, if a second-year appointment
' .terminates during an academic year, at least six months in
- advance of its termination; {c) at least twelve months before the
. expiration of an appointment after two or more-years of 'service .
‘ ’ ~ af.the institution. The institution will normally notify members- ' o
4 . of the professional staff of.the terms and @letlons of their
,rencwals by April 15 for the coming academic year, but in no case
will such notification be provided later than#45 days after the
signing of the University System Approprlatlons Bill by the '\ ?

. governor.

4. Non-renewal of ‘Appointment of Non-tenuréd Faculty.

-

- A system of appeal from a non-renewal of contract determination <
oo, , . may be developgd by any of the separate units of the University
<  System. The r¢solution of such appeal shall constituté final — .
administrative review of such cases. ' ' .
p ,

o '
5., Contiguous Tenure Appointments. e N\

-

The_ appointment of a member of the professlonal staff beginning &
his or her cighth year or'its eqgiivalent of full-time service ’ '
constltutes an award of continuous tenure status. If the institution
does not.intend tq award tenure with the eighth contract, the e
- o .member of the professional staff must be so, informed by June 30 ‘
‘ of hj% or ‘hef sixth year of service. The appomtméﬁt\of a member

_ ""of therprofessional staff beginning his or her fifth year or its *

) . equlvalent of full-time serv1ce at the 1nst1tut10n in the rank of °

¢ .

,} » .
» . @ o .. &
. B - ’\
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associate professor or of professor constitutes an award of contmuous \
i ' tenurc status. ‘ ~
Once the professional staff member qualifies for and is granted
tenure, his professional faculty contract of employment, and his
i tenurc, shall be with the appropriate-institution within the Montana
_University System and not with the Montana University System.
6. Rési@ tions. £
i A member of the prdfessional staff who wishes to, resign from the
p J” faculty shall normally give notice thirty (30) days after receiving
. noticc of term of appointment for the succeeding academic year,
or\i\/lay 15, whlchever is later. The professional staff member may
properly request waiver of this requirement of notice in case of
hardship or in a situation wherc he would otherwise be dcnied sub -
, stantlal professional advancement or other opportunity.

. . o

\

5]

7. Transfer. of Titles. N

N of d‘epartments, and chairmen may be transferred by the president

‘ ’ . of the institution, in his discretion, from one member of the )
professional staff to another as the interests of the institution may
require. = . - ‘ ' ™

>

The offices and titles of deans, assistant deans, dlrectors, heads / .

- . -

Termination of Appointments: . ,

8. T'erminations. Co ' ' L

_Termination of the appointm \‘Pnt of a member of the professmnal L&
‘ staff on continuous tenure, Dklf a special or probationary '.
' appomnnent before the end of the specified term, may be effected‘ b
by the institution either for adequate cause, or not for cause as
definéd below. Terminations will not be employed as a pumtlve . .
) - " . " measure or to punish f)rofessmnal staff members for the exercise - ‘ .-
“of their right to academic freedom or constltutlonally guaranteed.
civil rights. ‘

-

. °

9. Termimdtions Not for Cause. ' -

Termihations not for chauge are of two kinds: (a) termination at - )

‘normal retirement age; and (b) termination under unusual cir- ‘
- cumstances due to demonstrably bona fide financial-exigencies * = . = . '

of the institution, or demonstrably bona fide discontinuance of a ~

program or deparsment of instruction.

F . . ~ N
. - . . R .
, . ’ . 8‘1 ’ )




(4004 - 1. - continued, p. 4) .

- (a) Retirement.
) Rt

When a member of the professional staff reaches the age %
' ' of sixty-five'years, his or hersappointment to the professional
: : . staff of the institutdon may be terminated at the discretion of
' the president of the ingfitution after consultation with the
appx"dprlate department, division, school or other administra-
tive unit, such termination to be effective at the conclusion of
the academicyear in which the professional staff member's »* =
birthday occurs; provided, however, that notwithstanding the
provisions of the professional staff-member's contract, such
xtermmation' may be had if the member's birthday falls onir\ .
before August 3l following the close of the academic year; .
y and provided further, that twelve months notice must be -
given by the pre51dent of the institution of his intention to
. ‘ terminate a membcr of the professional staff at’age . . .
. ( . sixty-five. "y )

-
4

" If the professidnal staff member is not terminated at age -
‘ -« sixty-five, he or sh&®may be issued one- -year contracts N
* through the academic year in which the professwnal staff -
. A .  membgr reaches his-op her seventieth birthday. Each
of these one-year contracts shall be subject to ‘ap-annual
WV - review, and the president of the institution may, in hig
discretion, and after consultation with the appropriate _
dcpartment, division; schoot”or other administrative ’ =
unit, terminate the professlonal staff meémber upon the
- , expiration of the existing one-yea¥ coptract. %‘Jnder cach
onc-year contract during this beriod L2 professmnal
-~ staff mgmber must be given at least thrée months' notice
.. "if it is decided that*his pr her contTact will not be renewed
- for the sucteeding year. Retirement from full-time : /
Tee cmploymen‘ﬁ'é' mandatory at thc end of the academic year
' in which the professional staff membe‘r reaches his or

-~

gher\sevenmeth blrthday‘ T
- B ' >
ﬂothmg herein preclude;s part -time cmployment of the
- ‘ s professm‘ﬁal staff meinber after his or her retirement

* + from full- tlme servicé-at any age. - /

\ o e o o .
‘ () Financial exigency or disco&tinuance. of program or .
- . depa%',tmcr;t. . et Y . /\

. g In a termination of appointment based upon bona fide
financial exig\éncy, or bona fide discontinuance of a
prog'ram ord partment of instruction, theé dlsmlssal

71 0 e *
’ ) \ - "

- e .

.
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'™

precedures established in Segtion 11 (a) shall apply.

In every case of a termmatlon related to financial exigency

or bona fite dlscontmuance of a program or department of . -
instruction, a member of the profcssmnal staff will be '

-given notice of termination as soon as practitable, but in .

‘ no case less than.twelve month's notice. In the event -
that such notice is not given, the professional staff
mémber ‘shall be entitled to gseverance salary in a sum
cquivalent to his most recent annual contract salaryﬂr.

Before terrﬁinating an appointiment because of financial .
exigency or-discontinuaice of a program or department
I of instruction, the institution will make every cffort to
place the affected member of the professional staff in
another academic positidtt for which he is qualified in
" the institution. If an appointment 4s terminated before | .
the end of the period of appointment because of financial
cxigency, or bona fldC discontinuance of a program or -
department of instruction, the released professxonal
, staff member's position will not be filled by a replacement
" within a period of two years, unless the released member .
has been offered r,e‘appointment and a reasonable time
. within which to cither accept or decline.

I'd

o

10. Terminations for Cause.

Any professiénal staff member of the institution may be terminated * - R
for adequatc cause. Adequate cause is defined as: (a) conviction of '
a felony or a crime involving moral turpitudc during the period of

; : cmploymcnt at the institution oxg the willful concealment of such crime
in malgmg application for employment; (b) failurc to carry out the .
I‘CSponSLbﬂltleS of a professional staff member, which failure must
be directly and substantially related to the fitness of the professional
staff membef in his or her professional capacity as a teacher or .

resea:rﬁhgr\anfi(c) fraud or misrepresentation of professional , ,
preparation, ggccomplishments or experience in connection with : |
initial hiring or‘in the submissionaof materials for evaluation for .
promotion, tenure, or salary adjustment purposes. If the termin- 1
ation for cause is based Upoh a failure to carry out responsibilities |
of a professional staff member because of unfltness Telated to 1

|

medical or psychological reasons, such determmatlon shall be '
based upon a preponderance of the evidence obtamed at a hearing

as provided in SW) o » . , A ‘
{ | -

11. Termination Procedur

A Sl )f
The following procedures will be observed in cases of termination

r . . .
PRA i text provided by ERIC . . N
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not for cause based on financial exigency or discontinuance of a

program or department of instruction, when the professional

staff member whose termination is proposed so requests, and

in all cases of dismissal for adequate cause. .

(a) Adjustments and Hearing.

» . If appropriate request is made, the termination of any
professional staff member will be preceded by: (1); ’ P
discussions between the professional staff member and
the president of the institution or his designated repre-
sentatives The matter may be concluded by mutual consent
at this point, (2) If the matter is not so concluded, the
Faculty Committee on Academic Freedom and Tenurc or
a similar faculty committee may conduct a formal inquiry
and shall prepai'e a written record. This inquiry shall
constitute the only formal hearing in those cases
involving terminations not for cause-based orr financial

K éxigency or discontinuance of a program or department »
of instruction. If an adjustment is effected in this manner,*

* the matter shall be concluded. If the issue is not settled,
. the Faculty. Committec shall determine whether in its
g ‘opinion further proceedings should be undertaken. This"
written opinion and the record shall be transmitted to o
the president of the institution. Such-opinion will not
be binding upon the president. However, his final
decision shall be reviewable as provided in appropriate
Board of Regents by -lays. (3) In the case of dismissal
for adequate cause, and in the event the foregoing
proceedings have not cffected an adjustrrient, the president
or his designated representative shall cause to be prepared
a formal statement of Charges, framed with rcasonable
'particuiarit;y, and shall se¥ve the statement of charges
upon the professional staff mem ber. S (-/

\

. () chuést\for Hearing. ' , -~
: @

Within twenty (20) days of the service {Jpon him of the
statement of charges, the professional staff member
shall indicate, in writing, whether he desires a formal
hearing. If no response is received, it shall be presu_med

~ that the profggsional staff member declines his right to
a hearing. Such initial hearing shall be conducted by the
Committee on Service. -

el '




(4004 - L. - continiled, p. 7)

L ]

(c) Committce on Service.

gk
The Committee on Seryi&: will consist of one professfonal
staff member on continuouis tenure appointed by the
Board of Regents, one professional staff member on
continuous tenure appointed by the president of the
institution and one professional staff member on con -
tinuous tenure elected by the Faculty Senate or similar
faculty organization of the institution. The committee
members shall serve a twelve-month term, to commence
on September 1. Whenever a vacancy occurs, a successor
shall be appointed by the appropriate body or individyal
to fill the unexpired term. A member of the commiéc
will remove himself from the case, cither at the request
of a party or on his own initiative, if he decms himself
disqualificd for bias or interest.  Any member so dis-
qualificd shall be replaced for the purposes of the hearing
by a temporary member appointed by the Faculty Senate
in the case of the disqualification of a member appointed
by that body, or appointed by the president of the
institution in the case of the disqualification of a member
appointed by the Board of Regents or the president. Each
party to a hearing will have one peremptory challenge.

The Committec will serve notice of hearing upon the =
professional staff member whose dismissal is proposed

at least twenty (20) days prior to its scheduled date. If

the professional staff member whose removal for cause
is proposed desires a hearing, hc shall file his written

response to the charges wjth the Committee at lcast five
(5) days prior to the scheduled hecaring date.

If the professional staff member does not respond to
either the written statement of charges or the netice of

{ hearing, the Committee shall consider whether the stated
grounds as suggested by the available evidence arc
adequate for dismissal. ‘If the Committee finds that the
stated grounds constitute adequage cause, it may conclude
without further inquiry that dismissal would be proper.

The Committee, in consultation with the p'residént of the
institution and the affected professional staff membév; will -
exercise its judgment as to whether the hearing should be
public. Howcver, the professional staff member's request’
that the hearings be pfivate shall be binding on,the Committce.

8BG o

"y



(4004 - l. - continued, p. 8)
/.

During the hearing the professional staff member shall
be entitled to have an academlc advisor and counsel of
his choice.

°

‘At the request of either party or the Committee, a repre-

\
\
) sentative of a responsible educational association shall be A
o , ; permitted to attend the proceedings as an abserver. o

Ay

of surprise is made. ‘ .

The professional staff member will be afforded an

opportumty to obtain necessary witnesses and documentary

or othern cv1dcnce, and the administ ration of the insti-~

tution will, insofar as it is possihle for it to do so,

_secure the cooperation of such'witnesses and make avail- |

} - able necessary documents and other evidence within its
control.

¢
The pr essional .staff member and the institution will
have the right to'cqnfront and cross-examine all adverse
' : witnesses. When a witness cannot or will not appear, ’
but the Committee determines that the interests of
justice require a ission of his or her affidavit, the
Committee will iden ntify the witness, disclose his or @
her affidavit and give such statement appropriate proba-,
tive weight’ in view of the parties’ 1nabi}1ty to cross-

- B 7

' ; cxamrine. | _ .

: . In the hearmg of charges of incompetence, the testimony
) . ~ will inzlude that ofaquallfled faculty members from thls
. or other msl\{tutlons of hlgher educatlom -

The Committee will ot be bound by the rules of legal ' :
. . ev1dénce, and may admit any evidence which is of . }

PR . - probatlve valug in determining the ‘issués’involved. )
A _ Every possible effort will be made to obtain the most
e - ' reliable evidence available. R . )

Aruitoxt provided by Eic:
.
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i (4004 - 1. - continued, p. 9)

- The findings of fact and the deci<ion will be based solely (
on the hearing record. 3 )

Except for such announcements as may be required,
noting the time of hearing, and the place, public state-
ments about the case by either the professional staff
member of the institution's administration will be

. limited so far as possible until the proceedings have

o been completed through final administrative review.

The professional staff member and the president of
;o the institution will be notified of the decision of the
Commiftee in writing. i
. The president of the institution will review the Committee’s .
decision. 1f he disagrees, he will state his reasons in S,
writing, and transmit them to the Commrittec gand the
. professional staff member. .These written reasons shall -
‘ . constitute a part of the rgcord upon final administrative )
review, - '
. - .

12. Commissioner of Higher Education and Board of Regents Review.

Service or of the Faculty Committee oft Academic Frcedom and
: Tenure, or a similar faculty committee, shall be had before the
. _ Commissioner of ligher Education and the Board of Regents as
: ‘provided in Article VIII of the Board of Regents by-laws. Such *
. review may be had upoh the request of the affected professional
staff nfember, the president of the institution, or upon the deter -
& mination of the Commissioner or the Board acting on his or its
own initiative " &

\‘\' Final administragtive review of the degfision of the Committece on
|
|
|
|

-

- The Committee on Service shall transmit the record in the matter
to the Office of the Commissioner of Higher Education when so
requested by the affected professional staff member, the
Commissioner, the Board or the president,

|
|
‘ . The Board's review will be based upon the record of the committee .
) hearing, but it will provide an opportunity for oral and written - .
i presentations by the parties to the initial hearing. The decision . "
e " of the Committee will either be affirmed, reversed, or remanded
‘ for the taking of additjonal tesyimony or the gathering of additiondl
v evidence. If remanded, the proceduré’s outlined in Section. 11 will
be followed for cascs of dismissal for ad cquate cause. The
decision of the Board shall constitute the final administrative
determiration of the matter. o ’ ‘ |

o .80




(40Q4' - 1. - continued, p. 10)

13. Suspension.

Until-¢r final administrative determinhtion has been reached, the
professional staff member may be suspended, or assigned to
other duties in lieu of suspension, at the discretion of the
president of the institution. Before suspendmg a professional
staff member pending final review, the president will consult
‘with the Faculty Committee on Academic Freedom and Tenure.
Suspension is appropriate only penclgg final administrative
review, .and only when immediate harm to the professional
staff member or others is threatened by his continyance.

. Salary will continue during the period of suspension.

: ~

14, Djsclaimer.

- o 'S V4
No provision contained in these rules and regulations is
intended to constitute a surrender or diminution.of any of
- 79/ the powers or prerogatives cnjoyed by the Board ‘of Regents
~ - of Higher Education under the Constltuuon and laws of

Montana, nor shall these rules or the terms of any.

employee's contract in any way constitute an abrogagion N

of or restrictiorr on thezmanagement rights of the Board

of Regents of tligher Effucation and its.designated repre-

sentatives under applicable collective pargaining. agreements .
~duly bargamed with appropriate faculty rep;chentatlves. -

. R . . \ +

v e - . -
~ N N .
o .




Montana University System
Twelve Thirty-One Eleventh Avenue

-~ v Helena, Montana ///

~— ,
v PROFESSIONAL EMPLOYMENT CONTRACT ..

Date

- LNy . . .
"THE BOARD OF REGENTS OF HIGHER EDUCATION OF THE STATE OF MONTANA, on behalf-
of the named institution, hereby enters into a cowtract of employment with
the employee hereinafter named, such contract to be by and between the
institution and the individdal and subject to the following stated- terms
and conditions; and in the case of tenurable professionals, subject also to
the rules and regulations of the Board of Regents of Higher Education

governing tenure and termination.

-

Institution o

Name "

Title

w .Y
. Academic Rank
- Department .
Tenure: Probationary Appointment: Continuous Tenure
) “ - L4 [}
Non-Tenurable
.~ Term of Contract: Academic Year From To
- , < Fiscal Year - ~From To
.- - " oOther
Q ’ " - N e N :
Annual Salary Payable in ingtallments
‘ A A
‘Special Conditions_ .
P
President - Commissioner of Higher Education

A\l

L This contract, when used for tenurable professionals, is made subject to the
o ‘rules and regulations of the Board of Regents of Higher Education governing
tenure and termination of employment. A copy of these rules is attached
hereto and made a part hereof. Your acceptence of thid contract constitutes
* °_ an acknowledgment and acceptance of all provisions of these rules.

+
-

Date ' ® _
h ' Signature of Employeé . T :
To bxzvalid this acceptance of employment must be returned with e ; -
) the j&oper signatyre to the president of the above *institution ¢ R -
’ . -within twenty-one (21) days of the date of notice .of profesgfional , | ° (.
Qo employment. . ‘ A .

9%



, . 4004 - 11. - AVAILABILITY OF FUNDS

"All appointments in the Umver51ty service and the compensation
thereof are subject to the limitations of the funds available. (Umver51ty
Act. No. 672, adopted June 22, 1918.) » . '

»’
4004 - 2. - FACPULTY - CONTRACT WITH UNIT v .
\.‘.v . ,'. 4 ’
. WHEREAS, the Montana Constitution empowers phe
Board of Regents of Higher Education to supervise, coordinate,
manage and control the Montana University System; and

WHEREAS, the Bogrd of Regents of 'Highgx Ed-
‘ucation annually contracts with each professional faculty member .
withi e Montana University System SUb]CCt to certain stated ‘
contract xgrms; and »

WHEREAS, each contract of employment is signed . ' :
by the president of the appropriate unit as an agent of the Board of -
Regents of Higher Education; and )

WHEREAS, the criteria for employn;ent and re-
tention of each professional faculty member are established at
l5the departrnental and institutional level; and

WHEREAS, faculty tenure has traditionally been
_ determined lnstn:utlonally on the basis of departmental recom -
" mendation; ’

THEREFORE BE IT RESOLVED, that for purposes
of faculty tenure, the professional faculty contract of employment
* * shall be with the appropriate institution witlfin the Montana
University System and not with the Montana University System.

) (Item 4-014 - R0574
’ May 20, 1974)




4004 - 3. - FACULTY - WAIVER OF FEES

N

- .
) The following action of the Board of Regents taken on September
9, 1974, affects the faculty and staff in the Montana University System:

. : b
Fee Waiver - Faculty and Staff - Each unit of the Montana

University System is hereby authorized to grant waivers of all fees -
except registration and existing building fees t6 faculty and staff mem -
bers who are at least 3/4 timé salaried employees on the date of registra-
tion and who enroll in a course of instruction for credit,

4004 - 4. - FACULTY - NOTICE OF NON-REAPPOINTMENT

» The President has indicated that subject to applicable Board of
Regents' policy and individual faculty contract provisions relating to
notice, he will follow the standards for Notice of Non-Reappointment of
the American Association of University Professors set forth in the AAUP
“Redbook and ex’orsed by the Fiftieth Anhual Meeting. This section -
‘relates only to notice of non-reappointment and does not -constitute an

implied or express approval of AAUP standards for the granting of tenure.
The matter of tenure is governed by express Board of Regents' policy
action cmbodied in each faculty contract of employment. The notice
provisions are as follows: :

ks
»

. Not later than March 1.of the first academic year of
" seryice, if the appointment expires at the end of that
year; or, if a one-year appointment terminates during.
an academic year, at least three months in advance of
its.termination.

2. Not later than Decembeér 15 of the second academic
year 9f service, if the appointment expires at the end
of thdt year; or, if an initial two -year appointment
terminates during an acadqmlc year, at least six .. o
‘months in advance of its termination. ’

3, Ay least twelve months before the expiration of an
appointment after two or more years in the-in- 4
stitution. . /

- 9(;




4004 - 5% - FACULTY - VACATION LEAVE - 12 MONTH ¢ -
(8th QUARTER LEAVE) ' .

o~ .
Item 2-017-R1073, Pdlicy Regarding Vacation Leave for * .
12-Month Contract, Montana University ’ .
+ System o ' 'Y o

University System staff members.on 12-month ' e
(8th quarter leave) contracts are entitled to annual leave of |
month (3Q calendar days) for the first year appointment and 3
months (90 calendar days) during the second year's appointment.
" TF such leave cannot be taken as scheduled; thén 2 quarters )
(180 aalendar days) may be accumulated, but such adjustment ’ »
cannot exceed an-average 4 months (120 calendar days) for each '
2-year pgriod.
. >3 ;

¢

Y

v

. . o
- 4004 - 6, - FACULTY - LEAVES OF ABSENCE

Lc&ves of absence are granted in conformity with _ ,
regulations of the State Board of Educatlon, ex officio Regents of : ) .;
the Montana Umverblty Systemo ‘ “

~

®» .

. DLadlmes for consideratmn of out -of -residence _

_leave requests arc as follows: PO r” o | gt 5
g)ctober l ' - Requests for Winter Quarter . o
December 1 " Requests for Spring Quarter ' N
March |- Requests for Fall Quarter )

April | Requests for Summer” Quarter, '
‘February - Requests for extension of one-
\ ' year leave for an additional year. . ]
: . t

(Academic Council 9/22/70
Memorandum 75, pages 256-257).

y
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4004 - 7. - FACULTY - LEAVE POLICY - MONTANA UNIVERSITY SYSTEM
It shall be the policy of the State Board of Education, ex officio Regents
of the Montana University System, to establish provisions for "Faculty Sab-
batical Leave"”, "Administrative Personnel Leave", 'Supervisory Personnel
Leave", "Educational Leave', and ""Leave of Absence" for Montana. No
leave herein mentigned shall be deemed earned leave time, or'become a
vested right or interest, nor shall.this leave policy be, or become an im- ’
"plied pyovision of any contract; and the right shall remain vested in the Stdte
Boa_rd?;f Education, ex officio Regents to amend, alter, rescind or abolish
"said leave policy at any time. -

v Internal unit brocedures for implementing this pqixcy sha.il be de-
veloped and approved by the Council of Presidents and shall generally be
consistent throughout the Montana University System. This procedure

: \ - shall be reported to the State Board of. Education, ex officio Regents of the

: " Montana University System, and the report will be filed and kept as a cur-
rent report in the Office of the Executive Secretary of the Montana University

2 -

System. -

-

-
-

L . - Faculty Sabbatical Ledve - Any member of the academic faculty
within the University System whose service totals seven (7) or more years
sh4ll be considered eligible to apply for sabbatical leave. The granting

under ""Rules and Definitions".

A4

Ca

I dm m_istrative Personnel Leave - Presidents of Montana Uni-
.versity Units, Vice Presijdentd, Deans, Directors of Schools, Chair-
persons of Departments, and other academic administrative personnel,
. may be eligible to apply for "Administrative Persdnnei_Legve". _ C_o‘n -
r : sideration for such leave shall be based on the criteria listed in-the
’ 7 appropriate sections under ':Ruies and Definitions™.

I1I. Supervisory Personnel Leave - Super.visory personnel in
positions not directly related to academic administration may be eligi-
ble to apply for ""Supervisory Persongel Leave'. Consideration for

\ such leave shal‘l be based on criteria listed 1n the appropriate sectionsg
‘under "Rules and Definitions".

< .. Edu_cation’al Leave - Faculty members not in possession of:

: terminal.degrees or terminal qualifications may be eligible for "Edu -
cdtional Leave”. Considergtion for such leave shall be based on cri-
teria listed in 4ppropriate sections under “Rules and Definitions')

° - 7

of such leaves shall be guxded by criteria’listed in the appropriate section 4




- continued, p.2)

(4004 - 7,

) V. Leave of -Absence - Faculty, admuustrators, zand
.o superwsory personnel may be eligible to apply for "Leave of Ab-
' " sence" without pay. Consideration for such leaves shall be based
on criteria listed in the appropriate sections under "Rules and )

Definitions",

RULES AND DEFINITIONS:

1. Al apphca’aons for leave shall be submitted to the Pre{
: dents of individual Umver31ty Units of the Montana Uni-
versity, System or, if applicable,’ the State Board of Ed-
T /- ucation, ex officio Regents of the Montana Umvermty .
’ System, allowing sufficient time for evaluatlon and ap- e
proval prior to the begmmng of the leave. ‘ \ 4 ' P -

2. ) ~ All leaves shall be subJect to budget lunltatlons that may °*
exist a aay Umvers1ty Unit at any time.
e : '
Personnel under twelve -month eight -quaxter contract :
- leaves p011c1es shall not be ehglble to apply for leave ;
' descr1bed in Sections I through IV

R 4. . Faculty S@batical Leave - Criteria for eligibility

T . A. Faculty members rﬁay“apply to their respective unit
‘ - administrators for "Sabbatical Leave", In granting Sab~

N batical Leave, University, Units will be guided by the
‘ apphcants

! A-l. Service which is primarily teaching or
T . research N
f : LN A-2, Academxc rank . o )
A-3. Total length of service in the Montana -
University System ‘ ’
A-4., The type and quahty of the proposed
program

e o

) B Satisfactory programs or projects for sabba&lcal perlods
. include resgardh travel, related work in other ‘institutions
g ’ or private gr business organizations; ér other activities
which the President of the Unit, with the concurrente of the' -
. State Board of-Education, ex officio Regents, agree will im-
. prove the staff member professionally, or which directly
or indirectly benefit the institution and the state.

f‘& ) ' p l. o ' w
N , - , 9"" ' . .

4

*
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C. - All sabbatical leaves shall be for a period of not less than

 two academic year quarters,or more than an academic year.

The salary paid during a leave shall not exceed two-thirds of
the academic year contract gmount established for the indi-
vidual at the time the leave Is approved. Payments during the
penod of leave shall be received in equal monthly installments. "

T “D! Recipients of sabbatical leaves from any unit of the Montana

University System may avail themselves of fellowships, assist-"
antships or other sources of limited income, however this policy
shall not permit full-time ‘employment for any person while on
sabbatical leave and recéiving payments from the Montana Uni- -
versity System.

B, Any faculty member recelvmg a sabbatical leave will be ex-

' pected to return to his or her Umver51ty Unit for at least one aca-
demic year or to repay money received from the Umversn:y Unit
while on leave.

- F.. The screening and final selection of applicants to be recom -
mended for sabbatical leave shall be done by a dommittee form -
ed annually and consist of the Dean of the Faculty and two full-
time faculty members appointed by the Dean, plus two members
of the Faculty Senate éo be de51gnated by that body. R

Admmlstratgve Personnel Leave o -
. ~N - . .
A. “All leaves for Presidents of' Montana University Units, Vice
Presidents, Deans, Directors of Schools, Chairpersons of
Departmentfs and other academic administrative personnel, and"

* conditions for such leave must be approved by the State Board
Qf Education, ex officio Regents of the M_ontana University Syst/em.

. B. Requests for such leave must show value to the respectwe
Unit of the University System and cause no impairment of
~ Uniyversity Unit program because of the applicant's absence. .-

C. Satisfactory programs orprojects for Presidents, Vice
Presidents, Deans, Directors of Schools, Chairpersons of _
Departments, and¥other academic administrative personnel,'
includes study, research, travel, related work in other insti-
tutions or private or business organizations or other activities .

~ which the President of the Unit and the Board agree will improve
- the staff member professionally or which directly or md1rect1y

benefit the institution and the State. ) ‘
. >

96
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]

D. Any faculty member receiving an administrative leave
will be expected to retlirn to his or her University Unit for*
at least one academic year “or, to repay money received
from the Umver51ty Unit wh.11 on leave. N

Superv,isory "Personnel Leave -

. - o . '

A. Requests for supervisory personnel leave must be
‘made to an approved by the President of the University
‘Unit at wluch the apphcant 1s-employed

B. Reques;s for such leave m'yst,?' show val,ue to the Uni-
versity Unit or system and cause 1o impairment of uni-
ver51ty program because of the apphcamt s absence, .

*C. All leaves for superv1sory p“brsonhel must receive
prlor approval from the State Board of Educauon, ex
officio Regents of the Montana UmverSLty System if such
188Ve will exceed a three-morth perlod. '

D. Anyone receivmg a superv1sory leave w111 be’ex-
pected to return to his or her Univer sity Unit. for at |

least one academic year or to repay money. reCelved

from the University Umt while on leave. S

-

“Educational Leave = : ’:\ .
A, Any member of the academic faculty of the Montana
University System shall be considered eligible to apply
‘for educatiohal leave to their respective unit admin-

istrators.

-
>

~

B. In coﬁ51dermg applicants, administrators of'indi-

" vidual Units of the Montand University System will be

guided by the followmg criteria:

B -l. Service which is primarily research or -
" educational
B-2. Possession of academic rang’ of instructer
* or higher
B-3. Adequate assurarce that the requirements
for a terminal degree or terminal qualifi- -
cations may be completed during dhe perlod

of leave
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[}

C. Any faculty membe r,ecelvmg an educatlonal 1eave will
be expected to return to hxs or her University Unit for at least
one (academic year or to repay money recelvedwrom the Um- »
versjty Unitwwhile on leave. -

’

Leaves of Absence o N
‘ ) .

- A. Regquests far leaves of absence without pay shall be made
to the President of the Montana University Unit at which the
appl’lcant is employed. :

Lo . . » ‘- . . X

'B. Requests for Presidents or Vice Presidents must be ap-
proved by. the State Board, of Education, ex officio Regents of
the Montana Umver51ty System. :

1 .

N OR _After two years of continuous service, other mémbers of
the faculty, administration or supervisory staff may be granted
a lea¥c of absence without pay by the Presment of the Montana
Unlver51ty Unit.- All leaves without pay shall be reported to
the State Board of Education, ex officio Regents®

&

C

| a
D. Satisfactory programs or projects shrzll include research,

educatibn, travel or related work in othe 1ns‘t1tutlons, or
private,or business organizations, or other activities which
the President of the University, or if applicable, the State
Board of Education, ex officio Regents of the Mentana Uni-~
versity System, agree will improve the staff member pro-
fessionally or will dlrectly or mdlrectly beneflt the /mstitutlon o
or the State,

. .

E. "The time period for this leave shall not exceed twoﬁyear‘s.

~
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4004 - 8. - FACULTY - POLITICAL OFFICES

No precise policy has been established on faculty members run-
ning for or holding political offices. Heéwever,: the major factor to be
taked into consideration is the extent to which faculty and staff members _
might neglect their responsibilities to Eastern Montaha College or . .
might have a conflict of interest with the responeubllitles to Eastern ’
_Mdntana Cpllege. With candidacy for certain types of positions such

., as G(&vernor, United States Senator, United States Congressman, staff
members would probably be permitted to go up to the point of actual
nommation without taking a leave. In other positions such as State"
Senator, State*R@resentauve, State office holders, staff members may
be permitted to remain at the Collegig, until their election, providing

¥ campaigning does not interfere with their College responsibilities or
create a conflict of interest with the College. During service away
from the-campus they will be granted leave without pay. In other part-

- time political positions a faculty or staff member may be permitted to

_ occupy his or her political position while remaining a faculty or staff
member at Eé\stern Montana College providing it does not interfere ' . '
with his or her responsibilities at the College or create a conflict qf ’

interest with the College.
.

r i ) (
4004 - 9. - FACULTY - APPOINTMENTS . \

The State Board of Education, ex officio Regents. . . . hereby
establishes the following policy as a guide for the future in considering
appofntment of full-time academ&c faculty, namely that such appoint-
ments will normally be on a ten-month contract basis, unléss for ad-
ministrative or related reasons it is desirable to employ a faculty mem-
ber on a twelve-month basis. Salaries of faculty appvinted on a twelve-
month basis shall be equated with ten-month faculty salaries for com-
parable ranks by a differentiel of 1. 1l.

A

(State Board, 8/13/62)



4004 - 10. - FACULTY - CANDIDATES FROM SCHOOL DISTRICT #2 -
—— : o~
Schopl District #2 and Eastern have had an eug‘ange’ment for several
. years whereby neither organization contacts staff members of theothir
organization without prior clearance through either the President's Office
or the Office of,the Superintendent. Faculty are expected to notify the
President’s Office so that necessary clearance may be inade with the Super -
intendent's Office before consultmg Tormally or mformally with staff memnr-
bers of School District #2

3
YRR

, S " (Memo - President, 6/29/64)

4004 - 110 - FACULTY -.!CO@QJLTINC SERVICES - REGENTS POLICY

That the Board of Reger.l'ts of the Montana University System,
recognizing that teaching, research, and public service are the primary
responsibilities of faculty members in the Montana University System, .
recognizes alsa that it fihy be reasonable and feasible for faculty mem -
bers to engage in consulting activities. : . o

Each unit of thy qutana University System shall adopt rules
and regulatiohs governing consulting activities carried on by faculty
members: These rules and régulations shall be filed with the Exec- ¢
- utiveNgecretary of the Montana University System and shall be made
~ available to all faculty members in the unit concerned by publication.
in a Faculty Handbook or by other means. . .

-

: )
(Item 223 -002, July 10, 1972)




4004 - 11l - FACULTY - PROFESSIONAL SERVICES -
"EASTERN'S POLICY

The College recognizes the'right of faculty members to
engage in professional services rendered<to agencies and indi-
viduals outside of programs which are normally provided by the
College and for which the faculty member receives compensation
according to the terms of his or her employment by the College.
Faculty members cannot devote their entire time to teaching and
at the same time keep abreast or ahead of progress in the field of

- knowlédge in which they are interested. It is desirable, therefore, *

whenever feasible, that faculty members engage to some degree. in
professional service. Non-curricular activities of this nature
should tend to improve and broaden the knowledge of the individual
so engaged, a.nd should b,rmg prestige to the 1nd1v1duals and the
College., . | .

" Professional serv1ce by a member of the faculty is re-
strlcted at all times to engagements of a professional nature which, -
in tp\e judgement of the head of his or her Department and the ap-
propriate- administrators including the President, are proper for a
member ‘of the faculty to accept and clearly to not interfere with his
or her overall performance of the fol{owing duties:

. . '

v 4 L. assigned teaching 'rcs)mnsibilities; )
2. conferefnce hours with students;
3. other departmental responsibilities;:
» " 4. service on college coﬁ'\mittees.

When fees are paid for professioneil services they shall be
comynensurate with the professional standing of the consulting
ulty member. Such fees shall be determined by the dgencjes

_and individuals involved and shall follow such guidelines as are

issued by the partieg and institutions involved. In no cases should.,
the faculty member be paid to perform a service for which the College
has already contracted; his or her immediate superiors are respon- .
sible for de;ermin'mg when a conflict of interest exists. 2

v

Permission to take time off from the normal on-campus working
hours and to perform professmnal serviceg is, subject to approval by
Department head and the Divisiep chairperson and notification to the’
Dean of the School. Forms for such requesis and approval will be ini~

" tiated by the faculty member and/or Project Director and processed

through the Department head and the approprlate aqmimstrators to
the President.

105
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4004 - 112 - FORM REQUEST FOR APPROVAL OF PROFESSIONAL SERVICES ,
‘ N \
NOTE: This form is to be submitted with a Notice of
Employment (or Travel,Requisition when compersa-
tion is not involved or when the college is not the -spon-
T : \ soring agency) for all {pdividuals engaging in addition -
al services during regularly contracted periods. Re-
: turn of the Noticeswof Employment (or Travel Requisition
C SN when compensation is not involved or when the college
.is not the sponsoring agency) will indicate action taken.

Name
*Title and Rank . ,
Description of duties to be carried out

- »

Sponsoring agency or department -

9F‘

Hours and/or days of assignmenf R -

Reasons why released time not possible

PN

E

How will coverage of campus responsibilities and time missed be handled?

.

\ i) .
Comments regarding merit of requested activities and effect upon assigned

duties (By Dep/artment Head)

L 3

i ] L

Y

APPROVED () NOT APPROVED_() - : . DATE
Department Head /

Division Chairperson

Project Director (if appropriate)

Dean

’ Otlher

104
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4004 - 12. - FACULTY' - éOMMENCEMENT ADDR’I‘ESSES ;

The following schedule of charges for commencement speeches

_has been suggested: o
) Ist class schools " $ 60. 00 _ :
2nd class schools © 40,00 A ' v,
" 3rd class schools © . 30.00 .

-

Speakers fees are pa1d directly to the speaker. In the event the
Qpeaker uses a state car, the college is to be relmbursed at the current
rate for state vehlcles

<
‘e -

¢ . -
N\

4004 - 13. - FACULTY - EMPLOYMENT OF NEW ACADEMIC PERSONNEL "
The selection and em~ploym_ent}’new academic personnel is one of
the most exacting responsibilities borne by the administrators of an educa-
tional institution. This is particularly true at this institution because teach-
ing is its primary function. The role of the teagher is not confined to the
classroom, but is played out in the total campus and community situation.
The teacher is engaged.in a eonstant stream of relationships yith students
and colleagues that demand strong professional and personal qualities. - There-
fore, it is necessary to scrutinize the qualifications of every candidgte so
~ that only the best possible persons are engaged to join the faculty at Eastern
Montana College. ) ) — 1

Eastern Montana College has long been committed to maintain prac-
tices of employmeént that do not discriminate agajnst an individual’on the
basis of race', religion, or sex. Deans, Division Chairpersons, and Depart-
ment Heads are not merely to observe this commitment, but are to assume

-a positive attitude toward it. In some areas the administrator responsible ’
may find it necessary to conduct an intensivé search which reveals the avail~
ability of candidates fyom various races and religion#y and fﬁm’ both sexes.
Such candidates having eqpal qualifications and capacity must e'given the
same opportunity' for employment as others being considered and®he con-
ditions and terms of employment must be equal. For several years, Eastern
has had a basic salary for beginning instructors which assured a common .
compensation at that level.- It is more difficult’ to equate the variables whep




(4004 - 13.-continued, p. 2) : . .

i

employing persons above that level. Consequently, the administrators
responsible must make a painstaking evaluation of the candidate's
qualifications in order to assure equity in salary and other terms of

’ employment. Subsequent to the original employment, the same care- *
ful consideration must be continued_to preserve that equity, and in-

) equities must be elm’nated wherever they may have occurred.

No new appointments to any position on campus shall be made
w1thout concerfed and conscientious efforts to secure apphcants or
candidates from groups inadequately represented in the various de-
partments such as ethnic minorities and women, in-order that the
cycle of under -sepresentation, under -.opportunity, and under -achieve -
ment will be broken. No new appointments will be approved by the,
President’s Office without accompanying documentation that an ad-

- equate search for qualified individuals out51de thé normal channels
- of empI’oyment has been conducted. : . - v

* © . So that misunderstandings may be avoided and also to stand-
ardize oyr institutional procedure Telative to the employment of pro-
fessional personnel an outline of essential consecutlve steps is given

in thls memorandum and all W1ll follow the same rout1ne. - .

Authorization to fill any vacant position'or to create any
ew position is made by the President only.
2. The adrhini t1ve official w1sh1ng to recommend thata
replacement positiyn or a new position be ‘filled will file
- - a position description with the Dean to whom he or she is
respoasible. The positiqn description will be'accom -
\‘ . panied by a memorandum of request at the end of which @
. " the initiator will provide approval signature lines for the
Dean of the sefool concerned and any necess‘§ry ones

. preliminary to ;h’g Dean, the Academic Vice President
and the President of the College. L <5 .
‘ / ' . [N

3. Thg Dean will discuss the recommendation with the Aca-

. demic Vice President. If they concur in supporting the
‘ ~ request, the Academlc Vice President will recommend
‘ L © to the President that the replacemient or new posmon be e

’ authorized. .
© 4. Authorization to fill the position will be made by the Pres-
- ident, if concurred. The administrative official respon- ,
sible for conducting the search for a person to fill the
position will be notified by the Academic Vice President
who will return the signed memorandum of request.

ST T, R
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. When a candidate'has been decided upon, the irmative Action
’ Coordinator‘ is to be informed and presented with all supporting

. lated purpeses, the appropriate admunstrator will keep a file

(4004 - 13. -continued, p. 3) - - o Y

The Dean of'the school concerned may generalI delegate' the in-- .

. vestlgating and screening process to a Division Chairpgrson. How - ’
“ever, the Deans take full responsibility for carrying out the pro-

cedures and making the final recommendation to the Academic Vice

" President. ‘If, in turn, the Division Chairpex son works through a

Department Head, “he or.shé must keep themselVes informed of prov
gress. The appropriate administrator will consult the Affirmative
Action Coordinator for direction and for up-to-date sourceé which
promote minority and women c4dndidates. (Refer to and follow the
memerandum from Affirmative Action Coordinator dated Novembex.
15 1973). In the sgreening process, .the person conducting the &

rch will want to'notify the Placement Bureaus and a number of = -
ot r candidate sources that the position exists. If paid advertising ..
is td be used, the Academic Vice President will be required to give . .

“approval in advance. Before any concluding steps‘re taken, the “

Division Chairperson will clear with the Dean. ‘

'The Academic V1ce President will be consulted about any unusual

matters that develop and his or her appreval secured before any
commitments are made. As a matter of routine, in addition to re-
viewing the dossier of the Candidate, it is necessary tordirectly con-,

~

- tact some persons to whom the candidate has been responsible in

recent time. Telephone calls may ‘be a desirable procedure for this
step. Needless to- say, the more respon91b1e the position, .the more
thorough should be the investigation. "It is desirable in almost every-
instance t (:a a candidate come to the campus and arrangements
for this are to be cleared with the Academic Vice President in ad-
vance of,an invitation to come to B@gs for a visit. In setting up

the schedule for such visits, time is to be B;ovuled for the faculty

‘members of the department and the Academic Vice President and ‘ h

the President to meet the candidate. . : | .

—
v

When a candidate -is brought to the campus for interviews, it is

. important that the person conducting the search check back with ‘

Ehose who have interviewed the candidate. , - )

documentatlon so that it may be ascertamed that women and mi-
nor1t1es have been given equal consideération. For this and re- .

folder on each candidate complete with dossier, correspondence,
notes on telephone calls and other relevant 1tems. . .
' ' . -,

L= . . .
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(4004 - i3, “-«continued, p.4) L
.‘ . o . oo, . .} ' ‘ ‘
: ',_' 8. . An”exploratory and purely tentative suggestion should be

r”
¢

10.

made to the candiddye about such matters ds salary; such
suggesﬁons, of ‘coirse, must be approved irgdvance by
the Dean of tlie school concerned. Any tentative suggea-
tion abou rank above Asgsistant -Professor must be flnally
approved by the Rank and Tenure Committee, but the Aca-.
demic Vice President should first be consultgf’in advant:e.
Upon finding tentative suggestions acceptable, thé ca,hdr-
date may be advised that a recommendation will be made °

-

to the Academic Vice President that an offer of employ- ha

‘ment be sent by ‘the President to the (:andidate._

"

‘OchaSLonally, replacgment faculty are latér candidates .

for contihuation in that position. As great care should
Be éxercised in their- selection as is the case for parsons
to fill a new position. ~ ' A K .

The Dean of the school concerned’ will make his. 61‘ her
recommendation ta-the Academic Vice President after
aScertammg that a thorough in stigation has been made.
If the Academic Vice President\nd the President concur,
.the President will send the candidate a letter making an
offer of employment. The letter will advise-the, candi-
date that if,accepted, his or her name will be presented
t the next meeting o 1‘[!‘he Board of Regents for formal
approval. . Thereaftef, a formal contract will be sent, to

the candidate. T RS




Ty
‘ Revision
September,
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Employment Qf faculty embers after reachmg age Sley -five

is covered mSectlon 9 (a) of the "Board of Regents, of ngher Educatlon'

Rules/for Tenure and Termma ion" as follows: SN

|
5
|

[

»(a) Ret1rement. ' , ~" ' .

'
-~

When a member of the pfofessional staff reaches the ¥
age of sixty-five years, his éM her appointment to the
professional staff of the institution may bé terminated
at the discretion of the pre51dent of the institution
- after consultatlon with the appropriate department,
dlylslon, 'school or other admmlstratlve unit, such
termination to be effective at the conclusion of the .
academic yea¥ in which the professmnal staff member's -
' birthday occurs; provided, however; that notw1thstand1ng
the provisions of the professional staff member's con-:
° tract, such termination may be had if the member's
blrthday falls on or before.August 31 followmg the close
of the academic year;-and provided furthér, that twelve
onths notice must be given by the pr&gldent of the

. Z:stltutlon ‘of hlS intention to terminate’s member of
the profess1ona1 staff at age sixty- -five.”. e

' ’If the professional Staff member is not termmated at, .

. age sucty five, he or.she may be issued one -year con- -
tracts through the gcademic year in which the prot'essmnal
- staff member reaches his of her seventieth birthday. .
Each of these one-year contracts shall be sub]ect to an
“annual review, nd the pre81dent of the mstltutlon may,
in his discretion, and.after consultation-with the- approp- -
r1ate department, division, school or other administrative
umt, terminate the profe'ssmnal staff member upon the

explratlon of the eXl,Stlng one -year contract. Under each e

one-year contract during thlS period the professional
“staff member must be given at least three months’

notide if it is de01d<id}pat his or her contract will not .
'be renewed for the ceeding year. Retirement from
full-time employment is mandatory at the end of the
academic year in which the professional staff member
reaches his or her seventieth birthday. .

Nothlng herem precludes part-time employment of the

professional staff member after his or her retirement \
from full-time service at any age. 2

975
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(4004 - 14-

- © -
. . N - -

- continued, p. 2)

) Related to the above prov1s ions and contmumg our prev1ous ,

arrangement the procedure below will be followed.r
)

% < s ' - v

1. As early as possible in the Fall Quarter of.the Aeademic .

: - she or he should submit in writing a'statement to the .

. > - " Department Head or.Division Chairperson indicating her T
T or his desire for the coming year. If retirement is «
) intended, the statement should be in the form of a Notice - °
of Resignation. If an additional year of employment is o

desired, the statement should be in the form of a request -
for consideration for an annual contract. The faculty
member may renew this request for each subsequent year °
as desired. : &z
, A ‘
o 2, g‘ré early as poss1ble in the year befo:i‘—@ﬁi“ faculty member
TeooowT R\ reaches age sixty-five, the admmlstratdon will give .the
. faculty person twelve months notice lfemplbyment will |
be terminated at the end of the academic or fiscal year =~
in which the age of sl.xty -five is reached.
3.. Should a faculty member be given one annual contract
beyond the age of sixty-five and wisato have a second
" such contract, the appropriate administrat;: should be - .
A so informed as early as possible in the Fall Quarter. . ,
‘The administration will notify the applicant of the disposi- R
tion of the réquest by the following March 1.  This proce=
Yy dure will be followed ,in subsequent years, should the
R faculty member desire an extension of employment, - ] .
until the mandatory retirement age of seventy..

' -

Year in which a faculty member reaches age sixty-five, ' B
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4004 -'15. - FACULTY - TEACHER'RETIREMENT SYSTE_M

A

3\ e
The l)ate‘st booklet published by the Montana Teacher 'Retirem‘{*nt
- System may be abtained ‘upon request from the Payroll Window of the

_ Business Office.

-

&

4004 - 16. - FACULTY - ATTENDANCE AT FACULTY MEETINGS
. - ‘AND ORIENTAMION/REGISTRATION PERIODS | ’

=

»
[

Faculty 2rrfembers are expected to be ‘in attendance at the Tirsg
Faculty Meeting. scheduled in the fall quarter and on duty from that
time on throughout the Yorientation®and registration peridd, and at

all ‘'subsequent faculty meetings and orientation, and registration’
periods during the academic yeér. , N o

-

A faculty member who has reason to be-absent from a faciflty
meeting should request permission in advance from the Dean of the -
Faculty. A faculty member who f}as reason to be absent from an
orientation/registrati(m_ period should request’permission in advance .
from the appropriate department head or divg.sic'in chairperson. Un- . ,
«excused absences will be treated as days of.Ieave without pay. . . 4
/ . - . . :

.
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4005 - GRADUATE FACULTY.

: L. The Graduate Faculty will be nommated to the Pres1dent by
the Graduate Commlttee incaccordance with acceptable criteria for mem-

? bersh1p. The followmg criteria are to be cons1dered in staff appolmments
to the Graduate Faculty: ; f‘,‘ . \

A%proprlate profess1onal experiences beyond the -
master's degree (acade@uc, travel, research, etc.)
and the rank gf assistant professor or above.

Demonstrated interest in scholarly research -
interest also.in encouragmg qua11f1ed students
- to conduct and report on, research’ prOJects.

. . .
Demonstrated competence as an adv1ser to under-
graduate students. -

K "Appropriate inlstructiona,l competence.

Member's will usually-be nominated thrdugh recom-
mendation by divisional chairpersons to the Grad-
uate Committee,

. It is pos51b1e that a staff member not on the Grad-
" yate Faculty may teach a graduate course. :

.
Members of the Graduate Faculty are responsvible for'

-

' Rev1ewmg and approvmg of the graduate program.

b. Attendmg meetings called by the D1rector of the
Graduate Program.

Serving as advtserS't graduate students when

assigned by the Direckor of the Graduate Program.’
'd. . “Assisting in carrying out the pdlicies of the grad- .

uate program as stated in the Graduate Bulletin.

Preparing courses requestgd by the Committee to
. meet specific needs of the graduate program.
Maintaining the standards of the graduate program.

¢
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(4005 - continued, p. 3) _ y EE P .
o n
g. Prov1dm§?3}psultant servites for the Graduate
Committee. !
. S Sver\‘?ing'as members of students' examining .
‘ i . °  committees. )
. , ie | Approving or délegating to thé Graduate Com-
N / mittee the approval of candidat‘e-s for graduation.
* Jo Servmg on spec1a1 comm1ttees as appofnf%e?

+

‘k ],(nprowgg and expandmg library holdings in
areas in which courses are taught, as well as )
in research f1e1ds. . _ o .
1. Encouraging ﬁlrther_vdeve_lopment of research = . ® ..
r facilities and of (the research bureau. 4 T

-




4006 - GRADUATE PROGRAM POLICIES .

.

L ‘ghe Director of the Graduate Prografn is responsible for g
providing leadership in the graduate program and the im- .
plementation of policies develop the Graduate Corgr-' .

- . . mittee and the Graduate Faculty. A

\ 2. 7 Any new programs or any changes in the existing pattern -
of graduate course offerings would be approved by the - ‘
Graduate Committee and submxtted to the Academie Council.

. ' If approved by the Council; the proposed change would be
submitted to the Graduate Faculty for final action.

- 3. -Approval of all courses that are accepted for graduate
= study would be the responsibility of the Graduate Com -
mittee. . Approval of a course by the Commlttee -on General
Education only serves to approve it at the undergraduate
level

- . .

R -

.

!

4.  "All existing courses at the undergraduate level proposed .
for graduate students must first be approved by the Grad- S
uate Committee and then submitted to the Academic Councﬂ ?

¥ for final action.

5 The procedure for proposing new courses at the graduate
level would be in accordance with the poli’cie\s established
by the Atademic Colincil. A proposal for a new course
must include a justification for that course being taught at-

_ the graduate level. - ~ .

~ (Graduate Committee 1/18/60; 4, )
, Academic Council 2/3/60;
s v, . Q Faculty 2/4/60)
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5001 - L. - REGENTS POLICY REGARDING CONTINUING EDUCATION,
EXTENSION AND SUMMER SESSION .

[N

Credit offer,m&s for summer sessiopn, contmum{,r education and
extension courses ust fall within the role and scope approved by the
Board of Regents for each unit of the Montana University System.

(Item 2-008 - R0973, Sept. 10, 1973)

5001 - 2. - CONTINUING EDUCATION EASTERN MONTANA COLLEGE POLICY
- T
/

e}

"Policies and Procedures f&r Eastern Montana College Faculty:

l. - \‘ Eastern Montana Co]lege offers contmu}ﬁg edncatlon courses in
the rural communities of eastern Mortana. Off-campus courses taught
outside of Billings receive extension credit. K

o

2. R“'équests for all off-campus courses will be referred to the
Registrar:and Director of Contihuing Education.

3. All instructors who plan to teach Continuing Education courses
must be authorized to teach the particular cour sés by their approprlate
admlmstrators. * , :

4. Faculty will receive remuneration accordmg to the following
schedule for an off-campus class plus per diem gand mileage at state-
approved rates: -

0-50 miles .$ 150 per credit hour

51-100 miles . . 175 per credit hour

101-150 miles © 200 per credit hour

over 151 mg;fes ' 225 per credit hour

The instructor's stigend is payable only after successful completion of
the course and all records are on file in the Registrar's Office, lncludmg stu-
dents grade reports. Instructor may teach no more than one extension course

i

per quarter, Lo

11¢
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(5001 - 2., - continued, p.2)

k!
S

5.. The fee for off-campus Continuing Education courses

will be $21. 00 pex credit hour. This lee anpllcs to all students,
including those enrolled either as parr -time or full-time reg-
ular. btudente. ,

6. “'Fees will be charged eagh student at the rate of $21. 00 '
per quarter hour credit. -ces are due and payablc when the
cuurse is organized. Veterans eligible for the Montana State .
Veteran's Waiver will have tHis feewaived. The waiver cer -

 tificate must be on file in Eastern Montana College Registrar's

Office before this waiver is granted. Theé cost of texbooks and
supplies for courses-must be paid by the student. This amount
will vary depending upon the reqmrements of the coufse. Ar-

" rangements may be made through the instructor to. secure neg-

essary texts and supplles from the Eastern Monta,na College
Bookstore. : :

7. If graduate credit is desired.for the course, the student
must indicate this intent on the application for admission. Only
students who_plan to earn a Master's Degree or a Fifth Year
Certificate gt Eastern Montana,College must complete an Ap-
plication for Graduate Study. Applications for Gradudte Study

. may be obtained from the Director of the G‘raduat_e Program.

’
8. Credit ear,ned in off-campus extension courses may be

apphed toward a degree at Eastern Montana College up to a

maximum of 48 quarter hour credits.

9. All registration for credit must be completed by the end
of the second class session of any extension course. Please do

. not accept any applications or permit anydne to enroll after

- j . —
the sectond meeting. '
L% 4 -

10. . There will be noyrefund of fees after the class is organized.

11, Non-credit courses are self-supporting. They are con~ -
ducted on campus, or special arrangements may be madé to hold
classes in other locations. The fee schedule for such courses
would be based on the principles of "cost-plus. " This category
would include the following: non-credif clinics, seminars, in-
situtes, and workshops. Credit for courses which are of college
equivalency may be granted upon approprlate approval.

.
4
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(5001 - 2, - continued, p.3) = =~ .

. / B

12. Please turn in all grade records as soon as possmle after
the course is completed. ’ :
. ¥

13, Submit per diem and travel forms to the Director of Con-

-tinuing FEducation immediately after the course i5 completed. Forms
may be up from the Contmumg Educatlon secretary.
. o ' .
\ '/ N 5
/) >
, 5 . P
. o s : '
5002 - STUDENT | DEVELOPMENT CENTER ) 3

; A,
Faculty members are urged to consider the referral of students
to the Student DeVelopment Center when the student is in need of:

.
~

L. E’ducatlonal counselmg’

a. select1on of major and-minor .
’ ¢ b, dlagnoms of learning and/or study problems
C. changes of- major where the studént is somewhat “
T ‘uncertain about his or her interests and/or abifﬂ- ‘
ities for the contemplated major. ' " %,Ei‘
¥
2, Carcer counseling
a. choosing an occupgtional goal
b. seeking occupatigrga{'irgormation
C. interest, aptitude and ability testing.
. : , ~

3. Personal-social counseling -- adjustment of the individual to
-college life. Counmselors will consult with faculty menibers
concerning: : o
¢ a.  student behavior
‘w+ bs  student's progress iir school
- c. = student's performances of the (&CT and other tests. —

rendered py the Student Developtment Center, they are cdrdially invited to )"

If faculty members wish further information concerning the services,
. contact the Student Developmeni?_e;ber per sonnel, “Xg

116




5003 - COURSE NUMBERING

N ‘Numbermg System

L . Responsmlhty for numbermg courses W1th1n thi overall

plan will be that of the department concerned.

" 2.
f0110wmg system: . .

. B : ‘}stdigit. . o n
°2Dd digit LR S

.\
° N

3rd digit . . . .

@

3. No letters are to be used.

* departmeént.

The nurnbermg system w111 conform, in genera to the

|
1

4

To indicate the year \ . .,_ .
0 - General education érgdits, 3 :
courses introductqry in fature .
or prerequisite for' furthdr study O

in the area, and courses '
not pertam toa particular
1-7 - Specified areas withi

8 - Related to education.
9 - Independent study, semin
workshop, etc.. '

To indicate course sequence;
sofar as possible this digit will
be in degree of ascendmg dif— .
f1culty. : .

i -

) : S

_4. Uniformity in numbers for simﬂar courses cutting across

department lines. .

/ . s
' partments.

The "O” is to be reserved for general courses in all de- '

‘ \
. \

(D.C. 2/77!‘)8; Rev. 2/10/60) C .

® :4
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5004 - COURSE»CONTENT AND READING =~

. Because some students obJect tq certain reading materlals 6‘91 the
grounds 'of personal, religious, social, or political beliefs, selection
spec1f1cally ass1gned in requlred courses slpuld%e chosen with prudence.. '

Students who object to certain requ1red readmg on the grounds L
,mdlcated above and who attempt a reasoned defense of their points of 0
f view may be given alternative reading as&gnments.

~

.

(Academic Council 1/12/61)

[

S ) : v ¥
500% -\COURSE CHANGES = S .
Pohcy Statement on Gu1de11nes for Lurrlculum Pr0posals, Montana Uni- -,
versity SjStem (Revisgd) . ‘ , s

THAT All curriculum proposals are subfhitted from tHe initiating
unit to the Board of Regents via the Commissioner of ngher

Y

Education accoifdmg\ to the follong procedures

A, vDefinit‘ions : .

|

Degree - A specific des1gnatlon of letter re-
presenting the words on the diploma indicating
completion or attainment, e.g., B.A., B.S.,

B. Arch., B.B.A., MvA:, M.F. A., Ed.D.,
D.A., Ph.D.

Degrge Structure- A generalized program leading
to a deg'ree, €.g., the B. A. ' prégram, the Doc-
toral program.

Major-The speci.flc field of concentration for the

with a major for a degree.

New post-secondary educational programs - All

proposals for new schools or colleges, all series
‘of courses arranged in a scope or sequence leading
to a certificate which has not been offered in the
institutios or appeared in the catalog within the Le-
vious two ycars.

120
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(5005 3 continued, p. 2) S o

B.. Procedures for New Degree Programs

< All new post -secondary educational programs, degrees and
addition of majors to existing degrees or minors where a major does
not exist, shall be submitted to the Board of Regents as Beard agenda.
Thest programs shall be referred to the Gurriculum Committee of
the Board when the agendum is accompamed by materlals concermng '
t.he followlng S 2 \ :
r
1 . Specx.fy ‘the objectives to be reached hy t.he additlon of. '
' ‘this program.
2. Specify in detil, present faculty, facilities and equlpment,
.o and library holdmgs in support of this program, and com- .
X ~ pare them to known or anticipated mimfnum standards for
accreditation. -
3. Additional faculty requirements should be detailed as to
' gua.liﬁcations, salary, and problems related to recruit-
ment.
4, Increased-costs will be submitted in detail for the f st
~ gear for. the biennium, and an estimate of the continuing
) K\ osts of the program over a five-year period. These
: costs should reflgct pew faculty, increased library costs,
" space requirements, equipment, and other facilities needs.
- 5" A new program will be carefully scrutinized as to the {
effect on enrollment, numbers pf students (beth graduate
and undergraduate) with lower and upper division course
breakdowns, and the number excepted to graduate over .
. a ten-year period. -
6. List the new courses this program will add to the curricy
’ ulum and specify the course requirements for the degree.
7. Indicate the inter -departmrental implications of additions
to this program or supporting courses in departments
- which contrlbute, to the new program of studies.’
8. Explain kow the decision to mit this proposal to the Board
. of Regents yas made. Wer&faculty involved institution- .
» wide in the decision? v o

ln all cases the Board of Regents may require an appropriate
report from outside, objective consultants to agsist the Board in an-

’alyzlng the proposy’ and arriving at a just decision.

- ’
. ~—a
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(eo%s - contintied, p. 3) £
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C. = This polidy statement is applicable to Montana[commumty
collegés and. any other post-secondary units asSjpned to the
, Board by law, +as well as to f:he unlts of the Montana Uni -
S 7‘ versﬁxSyStEm. T .
. * + ~ . » y ’ . ,
FURTHER THAT its existing programs be revlewed on: a regular basis
e by each unit, and. that the Commisswner of( Higher Education .
( T - Initiate and ébordmate such reviews of existing programaas,
_he or she deems appropriate and necessary. The Commls,,- y
sioner shall report his or her findmgs to the Boar‘d o

- N

* " (tem 2-00l : R 0973, Oct. 19, 1973)

[y .
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5006 CUR@c ULUM C; /\.LENDAR

IA

Pohcy Statement on Curriculum Calendar, Montana Univer31ty Jstem,

i |

-

1, Currlculum items’ shgll be- subm“ltted to tho Board of Regents
of Higher Education twice each year, at the first meeting of thé

. year and\at the ]uly meeti.ng .

> g .

2. Items submitted at the first meeting of the year will be can*

sidered by the Board prior to July lst and items submitted at‘ the -
July meetmg will be considered prlor to January, ls/t.
3. Curriculum"i;proposals shall bé submitted to ‘the Commlssioner
of Higher Edueation in advance to their submlssmn to_the Board.
The Commissloner shall prepare his or her evaluatlon and recom -
mendations for circulation to the Board and presidents gimultane-

* ously and the presidents shall have thé o%rtunity to rebut the
Commissioner's recommendations. o

¥ -(tem 2-013 - R 1q73, Oct. 19, 1973) -

°

U
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5007 MiLES COMMUNITY COLLEGE .'@ oLt

-

7

- Approval‘ of D.ffermg of educat1on courses at Miles Gom - ‘
L - munity College by Eastern Montana College during the Summer

‘ AN of 196Q; and that theé campus of MEC may subsequently be des-

; .. ignated gs a resident extension center'of Eastern Montana Col-

| ‘ lege durmg the period the courses are being offered in order

that students taking these courses w111/rece1ve resident credit.

\

- S " (State Board 12/59) _

[ . -

5008 ~-GRADE CHANGES

- The grade as turned-in at the end of each quarter. shall re-

Change form. -,
14 D

5009 - EXAMINATK)N PROCEDURES' « ' a

@ B » .)

each quarter. Regularly scheduled classes w111 be held through
the last day of the quarter. R : St

.
.. ) [ Y .
\ . - . R . . - ) .
. - .
. , . .

L

\
ey

B mam final, ‘exgept that an mstructor may file a "Request for Grade

There is nthormal scheduling of examinafions at the end of




5010 - BUILDING NAMES

It Shall be the policy of,.t'he. State Board of Education, ex officio="
" Regents of the Montana University System, that provisions be established
+ for the naming of all University System buildings. -~ *
I : .
+° Such pollcy shall be subject to the "Rules and Defm1t1ons re-
lating to the establlshed pol1cy. -

-

-~

All buildings of the Montana University System may:
1) - Be named after or dedicated in honor of out=~
standing persons.. ’

(2) . Be named for an academic subject field.

" Rules and Definitions

.
.. No bu1ldmg may be named after or ded1cated in honor of a

llvmg per son. . _ .

- '
2.~ Un1vers1ty administijators at each unit of the Montana Um-
versity System shall establish an administrative procegs for re-
ceiving and handlmg recommendat1ons or proposals relatu;g to the- '
naming of bu1ld1ngs.
3. Un1vers1ty bu1ld1ngs shall mean all administrative, aca-
demic (includibhg research), housmg,. dormitories and student ser-
vice buildings owned by the State-of Montara and subject to the ex-
clusive use of the Montana Un1vers1ty Systemo - ‘
BN . . - ﬁ
4, Service fac111t1es for maintenance or storage, or leased
or rented facilities shall be excluded from this policy and shall
not be named for persons or academ1c fields.

»

(State Boarzl. #204-007, 11/27/67)

1
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501 - OMB:UDSPERSON

In 1966 at his inapguration President Heywood announced the :
first college ombudsman in the United States. The posm:on was later
; titled "ombudsperson". v

The Ombudsperson is appointed by the President to serve as a _
referral point for stufients who feel they have been treated in an arbi- _
trary fashlon. ‘The followmg nﬁmmum ground rqlles will be relevant:

L. Student@ who have exhausted all channels for redress of -
¢ x grievances may appeal to the Ombudsperson § mvestlgate
. [ their grievances and to ascertain whether they have re-
. ) : ceived due consideration and decision.

2. _After preliminary mvestlgatlon the Ombudsperson may
S dec1de to investigate or not mvestlgate the case, o~
' , * 3. The Ombudspers'on has the independent, right to investi- )
gate when there isn't a.complaint.

‘ 4. Information provided to the Ombudsperson during the
Ny - " investigation may be considered privileged if the in-
- dividual providing the information desires, or 1f the
Ombudsperson so dec1des.

W 5. The final report to the President of any inveetigation will
o be made available consistent with reasonable safeguards
- « = for personal'information. o :

. Students will understand that this is not a v\?\hlcle for protest of
a decision that is not favorable to them nor is it intended to bypassxany
procedure now .in operatlon. In such cases the Ombuydsperson would de-
clineto investigate. Nor can decisions made by the Boaxd of 'Regents or>
by the Attorney General or by the President be delegated to the Ombuds-
person; It is quite possible, however, that in the light of particular \

" situations recommendations for changes in regulations set by these in-
dividuals and agencies could be made, It is the President’s intention to
accept the recommendations of the’ Ombudsperson and to mak¥ all pos-
sible changes in the light of recommendations:

.
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5012 - FACULTY ELECTIONS

Faculty elections are to be conducted in the following manner: .
e 2 ] | _ |
l. - Nominate on the first’ballot twice the nqmber pf representatives
' to be chosen.

¢

' 2. Election to be conducted by a follow -up ballot handled through
the offxce of the Secretary to the Academic Vice Premdent. '

3. Ballots to be returned within one week after distribution.

-

»

5013 - EASTERN CAMPUS SCHOOL )

The gampus School at Eastern Montaha College is a cooperative
~ venture between the Billings Public School System and Eastern Montana
College. . The school has been designated as a public school purposely
'orgamzed to provide an envirgnment which will encourage the 1mprovement
- of all aspects of the teaching -learming progess. The school serves.as a
pilot school where new ideas may be tried and tested and where new ap-
proaches to education may be studied and the findings shared witH the teach-
ing profession.” This public school, being located on a college campus,
allows for ah intimate workmg relatlonshxp with the entire college commu-
nity and sustains a particularly close relationship with the School of Ed- .
ucation in the area of improvement of teacher education.
The laboratory facilities of the Campus School provide’ demonstra-
~ tion classes, observation centérs and selected internship experiences with
children in the elementary school. In addition to the elementary school
program, the Campus School offers a nursery, kindergarten, and special
education program. - Extensive use is made of all facilities in connectlon
with courses in teacher educatxon.

. - Instructional faculty wishing to utilize the Campus School in con-
nection with course offerifigs should confer with the Director of the Cam -

pus School.

-
-

The following policies have been developed to guide in the admin-
istration and supervision of the Eastern Elementary School:

. - | , 12U . A -

-
” .




(5013 - continued, p.2) - S L
.Staffing s ~
.
Selection. Candidates for teaching positions will be
_~ sought by the college administration and sekected co-
~ K operatNely with the Billings Public School adminis-

. tration. Candidates from the Billings Public Schools
shall be considered iipon recommendation of the admin-
istratlon thereof. Staff employed will -meet standards

~ ~currently used by distrjct administration and will- pos-
- sess those additional characterlst_lcs and strengths
. deemed necessary to meet their responsibilities in

teacher education. Teaching ass1gnments will be sub-

]ect to review each year. ~

‘Contracts, Contracts shall be 1ssued by the Blllmgs
School District.

Tenures. Teaching staff shall acquire tenure W1th the
Billings School District. '
Principal. The school shall be under the direct admin-
istration of the Principal who shall be selected in con-

sultation with the Billings School District, with other® |
‘responsibilities to the college assigned in addition to *
the principalship.
He shall serve as liaison person for the Campus Sehool
between the college and the Billings Public Schools and

* shall be responsible to both parties for the development
and administration of the educational program of the .
Campus School, =

Instructional Materials X

Basic. Basic ma‘terials*shall be provided by the School’
- District as provided in other elementary schools.

Supplemental. Supplemental materials shall be pro-
, vided by the college to meet the needs of expandet
.and/or enriched programs developed and in accord ‘
with accepted purposes of the school.

~




(5013 - Continued, p: 3) ‘ | S |

' Salaries-(ln'structionﬁl)

The salaries gf teachers ‘assigned to the Eastern Elementary ~
School staff shall be.paid according to the contracts entered -
into by them and the School District; provided,  however, that
the District funds shall contribute only ‘that portion of the -
salary which is determined by the District's salary schedule -
and that the college shall determine and pay ary supplemen -

tapy-stipend.

College Stipend (7

‘A stipend off$85‘per ‘quarter (total $225 per year) will be paid
to each School District #2 teacher employed to teach in the
Campus School.

Selection of Students .

’

The pupil populatlon will be the responsibility of School
Dlstrict #2,

General Supervision

Teachers. Teachers shall be under the direct Supervision
of the Principal who shall utilize and coordinate the super-
visory, resources of both the college and the public schools.
{
. Evaluatlon. E\galuatlon shall be a ]oint pubhc school - -collegd
* regponsibility.

v

Classrooms
The collegé shall provide the classrooms necessary for the
school and shall bear the cost of building maintenance and
operation . . . including custodial ,serviceﬁ, light, heat, etc.

(Séhool District #2 and Eastern -
Montana College, 12/29/70) .,

d
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5014 - THE READING CLINILI

»

tentlon. Clinic services are as ﬁollows

»
-

2. Accelerated reading classes.

3.. Individual remedial instruction.
4. Diagnosis of reading difficulties.
5 Consﬁlt'ant services to schools.

Information should be requested through the Director of the

* Reading Clinic.

Fees

» \on a self-supporting basis. -

#y

-

Ik Effective reading classes for college students.

N

- The Reading Chmc provides a comprehenswe development
and remedial reading program for all levels of instruction. -The
. special reading problems of college students are given careful at-

Fees charged for services of the clinic will be collected with-
in the framework of the School of Education, but maintain identity as
a special fund. Fees will be cgllected by the clinic personnel and
forwarded to the Business Office. The clinic is organized to function

-




5015 - ATTRACTING NEW STUDENTS

-

All units of the Montana University System re-commit themselves
to a program of informing prospective students, parents and educators
with the understanding that wherever possible they will work in concert,
and, further, that they will avoid expansion into recruiting activities which
are inconsistent with this approach. -

This program reco es the responsibilities of the units to offer (
types of continuing informat n and services 51m11a.r to the following

’ L. Working closely, with high school counselors to keep
them informed of the opportunities in college. -
. ‘ ]
2., Informing junior colleges and college transfer students
of program availability and transfer credits.

3. Inform and assist the more mature student with the
- opportunities of the college.

4. Assist Veterans who are either first-time enrolled or
are transferring from another college. .

5016 - RAFFLES <

Raffles, as such, are discouraged on the Eastern Montana College
campus and may not be allowed except by special permlssion of the Dean
of Students. )

- .
' , . C . C. 10/6/59% A. C.. 10/6/60)
(A.C. 2/22/66)

-~
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5017 & RESEARCH

One of the major functions of a university system is research
b’oth basic and applied. Responsibility for this function has wisely
concentrated at the University of Montana, Montana State Univer'sity,’
- and Montana College of Mineral Science and Technology, as express-
ed in organized research agencies and individual faculty* research and
scholarly work throughout the academic year.

Within their respective academic areas of concentration these
three institutions will continte to be primary state-supported academic.
agencies for research both basic and.applied. Similarly, they will be
the primary public depositories for scarce documents and other unique
library resources needed for graduate programs, pértiwlarly at the
doctoral level where authorized, and for research programs. As
part of their responsibility for scholarly work these institutions will
make research and library facilities avallable to qualified members
of the faculty of other mstitutions.

1 P

WeStern‘ Montana College, Eastern Monté)na College, and
Northern Montana College will recognize that fxistruction is their
paramount function and will provide lf.brary, laboratory, and other
facilities appropriate to instructional programs offered. Faculty
from these institutions will be encouraged to pursue individual re-
search during summers and other appropriate times.

(S.B. 4/5/62),

o

.‘ L ‘
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5018 - THE RETORT - POLICY STATEMENT

.The Academic Council regards freedom of the press as of vital
- significance in the practice and preservation of democracy and holds.
that 'such freedom cannot properly be exercised without the self-restraint
which comes from a strong sense of responsibility. The points where
freedom of expression becomes license, where self-restraint is not ade- -
quately imposed, and where the sense of responslblﬁt)f is Meak are im-
possmle to define with any precision. Free societies have historically
wrestled with these imponderables.

-

-

Accordingly, the Academic Counc11 gives unreserved support to
the position that the students in charge of thé. weekly campus newspaper,.

*  YHE RETORT, .should be afforded the greatest possible latitude to in- i
dependently develop the requisite balance between freedom of.expression
and responsmllity through the practical week-by -week application of

) pru-ﬁtnple to practice. At the same time, it is held that THE RETORT
— is not an independent organ, divorced from thefmanclal support of the '
student activity fund, collected by the College and allocated by the Student
Senate. The Student Publications Board is delegated control over all
. student-financed publications. In the very nature of the case, THE RETORT
’ reflects to the general public not only its own independent image, but also
' that of the college community. THE RETORT is integrated with the aca--
demic program of the Division of Humanities because of the working re-
lationship between the journalism classes and THE RETORT.

r~ : -
In view of the foregoing comments, and in ord/er to maintain a
‘ desirable relatlonshlp between freedom and responsibility, the Academic\
Council re-affirms the following precedents for the guidance of the
parties concerned:
' T L. The method of financing the major portion of the publication
a, ' : costs of THE RETORT shall continue to be through an al-
location of monies from the student activity fund by the
_ Student Senate upon the recommendation of the Student Pub -
lication Board and with the approval of the President of the

*  College. o z | 9]

2.  THE RETORT shall continue Jo be integrated with the aca-
demic program through journahsm courses under the Divi-
sion of Humanities,

. I ¥ 1<}




(5018 - continued, p. 2)

3.  The }awlty advisor to THE RETORT shall be recom -
mended by the Division Chairperson of the Division
responsible and approved by the Student Publications
Board.

The internal organization of the student staff and the
-administration of THE RETORT shall be determined ,
by the editor of THE RETORT; the student staff of
THE RETORT being directly responsible to the egd-
itor,. and the editor being directly *esponsible to the
Student Publications Board.

It shall continue to be the mutual task of THE RETORT, <\)
students staff, the faculty advisor and the Division
Chairperson to guarantee the fullest measéure of free-
- dom of expression on the pages of THE RETORT, and
- to consider carefully THE RETORT's delegated re-
sponsibility since it myst always regard itself as be-
_ ing one of the several voices of the college community.




5019 - SUPER VISING TEACHERS R K
Payment ) r
The Director of Student Tdaching shall furnish to ghe Business

Office a schedule of hours spent by co perating teachers, the students’
they supervised, and the amount of money they are entitled,to. A special
payroll will be processed When thaichecks are received they will be
given to the Director of Student Teaching who will distribute them to the
supervisors to hold unt11 the work is completed.

Pay Scale

\\'/

%The following pay schedule for cooperatmg teachers has been

_ approvl:'d for the Montana Umverslty System

(]

65 13cr. -§ 90

Jcr. -% 40 - 8cr. - % :
4cr. -$ 45 9cr. -$ 70 © “l4cr. - % 95 } .
Scxr. -$ 50 1®cr. -% 75 15cr. - $ 100

6cr. -$ 55 Ner. -$ 80 | 16cr. -$ 100

7 cr. -$ 60 12cr. -$ 85 =’

Each unit is free to negotiate with the school district supervising
such student teachers. . :
Y s

(S.B. 3/4/57)

—




5020 - STUDENT PROGRAMS ABROAD e

- 4

Y Beca\use the problem of student absence for’ study, travel, or .. ..
. tours w1ll quite hkely become more involved as time goes on, and
because any regulatlons or policigs designed to regulate these activ-
: ities should be subject to constant review and'modlflcatuﬁelt is
. ' recommended that the International Education Committee Teview
* cases as they arise, to détermine that such cases have met estab-
lished requirements, and to refer such caseés, ‘'with a recommenda-
" tion, to the Academlc CounmL, - o

A !

«

It is also recommended that the following statements of gen-
eraj policy be given consideration by the International Education
- Committee,

-

Travel and/or Study Abroad. . . .. . dne Yeaf N

L. A student planning to travel or study abroad and to L
receive credit for such travel or study thust re- ' A N
ceive permission ffom the Internatlonal‘Educ\atlon ‘
R \ Committee, ° RN o
2, To a‘ppl)}for_ such permission, a'studerit must " .
' have at least 2.0 cumule}tive grade point average, '
3. Before applying for such approval, a student plan-
ning to undertake the equivalent of an academic- ‘
year -abroad program must’confer with his or her T
adviser and file an outline of the program with the ‘
International Education Committee at least three
¢ months before the end of the quarter preceding
departure. The purpose of the student-adviser con- '
ference is to'choose_, from the published catalog of
tHe foreign college or university, courses and/or
areas from among which the student may select the
° subjects to be taken for and which will be accepted N
as equivalent courses in the studept’'s Eastern
'Mentana College program upon return. . The pro-
posal filed as a result of the student -adviser con- ,
ference must be approved by the proper deans if ' '
the courses are to be used to meet general educa- R .
tion requirements or to meet professional core re- ’
quirements.- The proposal must be approved by the
proper divisional chairperson if ‘any of the courses
/a.re to be used toward filling the requirements for - -
the major or the mmor. ; :

135




(5020 - continved, p.2) *  ~
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. "" ' , R - P ‘. )
4, . Unlesé permlsslon lsz;recelved from tife International Education
~— Commlttélé'r a student may not register concurrently at Eastern

Montana College and 'at a foreign college .OT university. !

5. 'Upon return from such-a perlod of study, a student must proV1de
suitable transcripts of credit from the foreign college or uni-
versity whlch was attended. . .

~

' - ' ',\in . ",

fravdl and/or Study Abroad .. . s . . . Less Than Ope yeu |

) L s, A student planning to regigter in a forelgn college or unlverslty,

or to parti¢ipate in any potential Eastern Montana; €ollege pro-
gram of actual study-abroad for a per1od of one of two quarters,
will be requlred to fQllow the procedure outlines ;m #3 above.

Ca

A student planning to be absent f:rorn the campus, for the purpose

of travel and/or study abroad for three weeks should efiroll in -
campus cour'ses for no more than 12 credits; for 4 weeks 9 credlts,
for 5 weeks 6 c‘redlts, for'inore than 5 weeks, no credirs. >
Prior to depa.rture for a trip of any duration beyond one week,
student 'must obtain from ea h@rofessorsconcerned during the
quarter of the period of travel a statement verifying that arrange-
ment-has.been made for the student concerned to, enroll in the,
class-involved and to receive credit if performance merits lt. A
copy of each such statement must be- filed with the student 8 ad-
viser and with the Interﬂational Education Committce. .

-

*Tours > Travel and/or Study: Abroad o 4 4 e 4 Less Than One Year

A group.of students partlclpatmg in an actjvity sanctioned by the
College may be absent from the campuys for a period ‘of up to fifteen weeks. '
These students may be involved in an activity which has been approved by
the Academlc Council and by a recogmzed national organization, sugh as
the National Music Council, the U. S State Department, Unlted Service
Organlzation, cﬁ' Red Cross. .

Such students.may earn animum of twelve quarter hours of
tredit their absence by . . ‘
l ompleting a course before depa.rture on tour.

: Cfompletlng d ceurse while on tour.
3. Challenging a course prior to departure ‘or uponlreturn.
4.. . Enrolling in an independent study?course. ' :

~ 13U




(5020 - con‘tm\ed R : o

. One month prior to departure each student of such a group must
obtain a statement from each profes‘sor concerned during the quarter of

the period of travel. This statement must indicate the arrangement that

has been made to enroll the student in oné or more courses, must indi-
cate the requ1rernents for completion of the course or courses, and
must list the credit to be earned if work is ‘satisfactorily completed.
Copies of this statement must be filed with' the student's adviser, with
the divisional chairperson of the student s majm department, and with
the International Educatipn Commlttee. '

(It is recommended that these’ students carry the majority of

their credits in courses of the activity area in which they are partic-
ipating on.tour and in courses of their academic major. ) «

“©

4~

—




'5021 - CLASS ABSENCES

¥

Request for Absence
~ Except for absence due.té offical college activities, each faculty

member is in full control of class attendance. ’/Any non-official absence

must bé approved directly by the instructor of the course. o '

: Absence resulting from official college activities that do not in-
clude overnight trips must be clear‘ed through the Divisional Chairperson's
office and Registrar's Office by the faculty member in charge of the official
function. Such requests may be in memo form with alphabetical listing of

\st:udents and a brief description of the nature or purpose of the trip. «

; ) Off;campus Overnight Trips = . | . : .

All off-campus overnight trips involving students must be registered - .
with the Divisional Chairperson's office, and/or the adviser, the Dean of
Students and the Registrar's Office at least one week prior to-the date of the
trips. .Forms may be obtained in the Dean of Student's Office.
: . . . o _
The reg‘istration‘Will consist of the complétion in quadruplicate of
an official form which will include the following: :

L. An alphabetical list of students involved in such trip.

2. ' A detailed description of a accommodations for students
during the trip. Whenever possible, women su{dents
should be assigned college housing.

3.~ The names of one or more faculty member or chaperone

~ accompanying the trip. 4 o
‘ . } .
Out -of-State Travel g -
Any student group officially representing the College and traveling
—Qut-of -state must be accompanied by a faculty member or approved
substitute, A o T

e

\

Insurance " ,
' "Organized student tours outside of Billings and its immediate environs
‘are required to have tour insurance, and other.tours are strongly urged to
carry such insurance.
‘ o :
136 -
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5022 - GUIDELINES FOR SUBMITTING EMC GmT PROPOSALS
Proposals should be submitted at least seven to ten days prior,
‘to the deadline as shown in the guidelines,” This helps everyone in-
svolved in the-following manner: someone else w1th1n the College could
be seeking funde from the same source without knowmg it; it affords
those who examine the proposals an opportunity to,read and review
the proposals without pressure; it gives the Development Office an
opportunity to have everything in order before submission of the pro-,
posals. . . . ' . .

-

¢

To av01d the difficulities and pressures, the following gulde-
lines are to be followéd: . :

. Draft a rough statement of the proposal, outlining the
general design of the project in sufficient detail that it
will receive the support of the department head and the
divisional chairperson. If the proposal involves a re-
organization of curriculum, finances, staffing, etc.,
the dean of the’school will need to be_ involved. If the
proposal 1nvolves Federal funding, there are definite
guidelines that must bg rigidly followed. For. fiscal
procedures the Business Manager should be one of the
first to be 'mfofmed when developing a proposal.

-

”

2. Spell out what the proposal w1ll accompllsh Be as
. specific as possible., ~

3. Estimate, as acgurately as possible, who is to be in-
volved, how long the project will take and how much
it will cost. If Eastern Montana College funds are in-
volved, show their source, and 1nd1cate by whom
authorized. [

4. Survey what has been done in the field and by whom, )so
that you can state how your project will differ from,. or
go beyond, what has already been done. Give samples
and descriptions of data gathering instruments. Describe
how “and by whom the results will be analyzed.

5. To avoid pr_oblems, apprise your department Head or
divitsional chairperson of your intent to write a proposal.

139
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(5022 - continuéd, p.2)

AN,

Speciflc Steps to be Taken

1,

2.

3.

’ 4.

While working on the draft copy of the proposal consult with the
Business Manager, the other admmlstratlve officers involved,
and with any other individuals who may be helpful on or off the
campus. The schools may set up such mternal procedures as
they see desirable to carry out this consultation so as to ‘make
proposals most effective, and yet not inhibit the creat1v1ty of
the individual pro3ect director. f ~

Develop a detailed budget; hav hecked with the Business™
Manager before final typing. E%;y}ls the first step in the pro-
cedure of greparing a proposal before final typing. If the pro-
posal involves a Federal program, matching money from Eastern
is usually required. The source of this matching money, and the
dlsposntlon(:f indirect costs, must be clearly defined. Any pro-
posals indicating use of additional or new faculty for a program,
or indicating a salary for suggested faculty, must have a state-
ment qn a separate sheet showing how this is to be accomplished,
by whose authorization, and their -signature. Said statement must
accompa.ny proposal when delivered to the Development Office.

Upon final typmg the prolect director and the Busmess Manager

in consultat1on with lthe other appropriate administrators, shal,l ,
determine that the proposal is im substantial final form for exam- .
ination by those who should be informed. The project director
will arrange for the typing of the final copy of the proposal, and
furnish the Office of Institutional Development enough copies for
distribution to the following people: the Department Head, the
appropriate Dean, the Business Manager, the Academic Vice
President, and the President. The office will be responsible for

gistribution to these people.

A Grant Request Transmittal Form: Attached to the final copy of
the proposal for internal use will be a facing sheet with the signa-
tures of the Department Head, Divisional Chairperson, the Dean’

of the appropriate school, the Business Manager, and the Academic
Vice Pre51dent. Following these 31gnatures, the project director
arranges for a brief meeting with the President, at which time the
fina¥ proposal will be signed, and the project director will be re-
sponsible for the mailing of the proposal. Copies of the proposal
with the completed transmittal sheet will be distributed to each
individual listed on the facing sheet.

146




~

]
+ (5022, - continued, p-3)

7
i

, The Development Office will inform the faculty of the College
when each proposal is mailed, and will further notify them when the
proposal is funded. : : -

As soon as any {formation concerning the funding é‘rnrejection
of a Proposal is received in the President's Office or any other office,
copies of this information will be distributed to each of the following:
the project director, the Divisional Chairperson,- the Dean of the . o,
thool, the Business Manager, the Academic Vice President, and the -
President. '

\
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EASTERN MONTANA COLLEGE

Grant Request Transmittal Form

1

. Proposal No:
. o Project Director: Date’ Subrhitted(rhailed)
Proposal Title: * N
-
Brief Description/Title ,
. * A \ _
Act . - P.L » Title - Section
Proposal Submitted tg: ' — " Pdrcent ~ Amount /
£ 4 . R -
N Federal . )
7 ~ State
, . Non-Cash )
7 ' Other - : )
(Explain) ‘ .
Beginning Date: . ' to , . -
month year » '.month year -
.@/ If Grant is for more than one year:
First Year to $
Secopd Year \ / __to / $
Third Year g to \. $
Disposition of Indirect Costs: i
L
Source of Matching Money: i - =
Internal Approval and Copies To:
Department, Head ‘ ~ Date
Division Chairperson = Date
. Dean . Date
& Business Manager . Date
Director of Development Date
- ' Academic Vice President Date
- . . President Date ya
N ) L
ACCEPTED Date $ Received News Release
: 4 (date) :
- REJECTED Date -
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5023 - . - SUMMER SE§§SIQN - GENERAL STATEMENT

“"Summertime - and the Livin' is easy " So goes the old song. Al-
though summertime studying isn't exactly "easy, " summer school provides
a wonderfully relaxed atmosphere in.which to engage in a full spectrum of
" academic gctivities. Smaller classes, greater emphasis upon independent_
study, and a wider variety of special programs and workshops - both on and
off campus - distinguish the summer session from the regular academic
year.

As we see increased emphasis nationally on continuing education and
new expegiments in post-secondary education, the role of the summer session
and the accommodations it allows become increasingly important.

. N4

The limited enrollment, whlle increasing in recent years, prohibits .
the utilization of all members of the faculty desiring to be employed during
the summer session. _ Every effort is made to employ such persons in ac-
cordance with current demands, pohc1es, ahd budgetary dllocation.

f

5023 - 2. - SUMMER SESSION - SALARIES ¢ " : .
The maximum salary remiﬁursement for coﬁtracted summer session
teaching personnel shall not exceed two-ninths (2/ 9) of the prior year's
salary for a full summer assignment. >
NOTE: This policy was recommended by the Council of Presidents and
approved by the former Board of Regents on December 9, 1971

«under Item 221-002, which this item supersedes.

(Item 3-010-R 1273, December 10, 1973)
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5024 -1. - OFF CAMPUS WORK FOR RESIDENT CRE'DIT‘;.
REGENTS' POLICY :

The Board of Regents of. Higher Education authbrxzes the Com- - -
missioner of Higher Education-to establish gu1delmes and approve or
disapprove requests from the units of the Montana Univer31ty System
1 . to grant resident credit for off campus course work. The guidelines
” shall include evidence that the course work offered is equivalent-to
that taken on campus in relation to faculty, facilities, educational re-
sources and the eligibility of the student to enroll in the institution. _ v

~ LY

¥ . ‘
_ (Itexé_g-902 -Rgg0174, January 14, 1974)

5024 - 2. - OFF CAMPUS WORK FOR RESIDENT CREDIT - '~ A
REGENTS' GUIDELINES ' : ‘

Guidelines Relative to Granting Resident Credit for Off-Campls
Course Work, Montana University System

The Board of Regents of Higher Bducation. hereby establishes
the following guidelines for the granting of resment credit for off- - ]
campus course work: E
1. It should be understood that these guidelines do not.apply : ,
to intern and practicumy (such as student teaching) experi-
ence, nor to programs approved by the Regents as resident
off-campus centers.

2. If the Commissioner approves a request to grant resident

credit for off-campus courses which are not part of the :

regular instrudﬁ\qlg—.l\program, such approval shall per- . ,&

tain only to the students' records. Thus, enrollment in all 4 .
courses offered through Extension and Continuing Educa-

tion Divisions ok Departments, whether carrying extension

or resident credit, shall not be included in resident enxoll -

ment statistics. '

3. Fees charged for off-campus courses apprdved for resident
credit, except those in the regular instructional program, .
by the Commissioner shall be those normally charged by Ex-
tension and Continuing Education Divisions or Departments
as outlined in prevailing Board action. )




N
(5024 - 2. - continued, p. _2)

4. All extension offék'{x-gs a-ppff)ved for resident credit shall con-
tinue to be offered on a self-supporting basis as outlined in
prevaili‘ng Board actions. -

Institutions authorizifig payment of honoraria to instructors for
teaching extension offerings approved for resident credit shall
employ the same pay{nent schedule approved for extension
courses, but adjustments may be authorized when unusual cir-
cumstances occur.

Courses offered off campus for which resident credit is being
requested must fall within the role and Scope of the mstimfion,
as-cutlined in Board policy.

Before the request is forwarded to the Commissioner, the
- President, Academic Vice President or other designated offi-: -
cial must certify that the following conditions have been made: '

A. Faculty- Persons assigned to teach off -campus courses -
for which resident credit is being requested
must have credentials equivalent to those re-
quired of faculty teaching the same or similar
courses on campus.

Pacilities- Library or laboratory facilities must have
been assessed and determined to be equivalent
to those required for the same or similar
courses offered on campus.

Educatipnal Resourses - The appropriate educational re-
sources have been assessed and determined to
be equivalent to those required for the same
similar courses offered on campus.

Eligibility of Students - Students must meet the same ad-
mission and grade point standards and other aca-
demic requirements that.are met by students
taking the same or similar courses on campus.

8. Exceptions to the above guidelines will be conside fed upon justi-
fication to the Commissioner of ngher Education’

.

(Item 5-9OI-R 0774, July 8, 1974y

r




5025 - CHARTER FLIGHT POLICY = .

It is the policy of the Board of Regents of Higher Education *
that arrangements for. charter special schedule and group tour
flights out of the United States by students, faculty and others as-
sociated .with the various units of the Montana University System
be coordinated through the office of the Commissioner of Higher
Education to assure maximum availability throughout the system.

‘(Item 3-0l1 - R1273, Dec.. 10, 1973)
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600L 0 Ie SPEAKERS POLICY - PREAMBLE AND PHILOSOPHY J
—4’4 United States of America has accorded to its citizens the
highest degree of freedom of speech consistent with its laws and with a
broadPdefifiition of decency. It is the intention of these regulations to
accord a like degree of freedom to the campus community of Eastern
Montana College while in addition taking into account that thé primary
function of an educational institution is to educate and that all segments
of the campus community hdave a particular responsibility for the pursuit.
\oTE‘ruth Controversy for the sake of controversy or for sensationalism
" contributes little, but if it is founded on mature examination and analysis,
controversy over the great issues of our time is the heart of a college
“and the heart of a nation.

~

§ ) /\

600L | - SPEAKERS POLICY - REGULAR €OLLEGE CLASSES

< f
A faculty memLer may 'mvife to address a class a'my speaker
wl;ose presentatlon is expected to aid the students in attaining the
objectives of that cour)se. If the speaker is a dignitary whose presence
on the campus should be officially recognized, the faculty member should
notify in advance the appropriate faculty or administrative offices.

ey 2]

600l 2 - SPEAKERS POLICY - FACULTY ORGAB&IZATIONS

Within the framework of the educational &purpose for which the

organization came into being, and comnsistent with its purpose a8 stated in
its constitution,~any faculty organization is free ta invite to address its
membership.any bpeaker competent to-shed light in any field of interest
.reasonably related to the stated purpose. A Campus Facilities Request
Form from the ice of Information must be completed and visits by

dignitaries shoul be afforded institutional attention.
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- petent ‘to shed light .in any field of interest reasonably related to

&

~

600L 3 -SPEAKERS POLICY - STUDENT ORGANIZATIONS I

 Within the framework of the educational purpose fer which -
the organization came into being and was chartered by the Student .
Senate, and consistent with its constitution, any student organiza- . ,
tion is free to invite to address its membershjp any speaker com- , A

“the stated purpnoses. The faculty adviser shall provide the organ- ~
ization necessary information cohcerning the extent to which a: - )
program meets with the educational standards of Eastern Montana
College. A Campus Facilities Request Form from the Office of
Inffrmation must be completed, and visits by dignitaries should |
be afforded institutional attention. v

. . . - . »
’
s
v . . ’ . -
.

.

600L 4 - SPEAKERS POLICY - OFFICIAL SPONSORSHIP BY , .
. EASTERN MONTANA COLLEGE

*'

Programs, including guest speakers, officially sponsored
by “Eastern Montana College”’ and not by its congtitue‘nt organiza- ,
tions must be approved by the President of Eastern Montana Couegg. - »

" The Director of Information will complete a Campus'Facilities\ "
- Request Form when so informed. : '

600L 5 - SPEAKERS POLICY - OFFICIAL SPONSORSHIP BY
ASSQCIATED STUDENTS

Programs, including guest speakers, sponsored by the:
“Associated Students of Eastern Montana College" should be C "
approved by the Student)Seirate or by a committee of the Senate
given this responsibility. ; The President of thé Associated
Studentd will complete a Gampus Facilities Réquest Form,

Visits by dignitaries should be afforded institutional attention.
i N : ‘

\
\

(Academic Council 2/2/67)
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6002. 0 - COORDINATION OF EVENTS - GENERAL POLCICY

.

Public service is'one of-the xoles of Fastern Montana College.
Ryblic serV1ce is given to the college commupity, the local community, ‘ o
the state, and the nation. A portion of this role consists_of making
available college facilities, pé‘rsonnel and time in such-a manner as to
make positive contributions to programs -and efforts of others. The

oordinator of Evénts serves to arrange for-use of college resources. in -
‘this- phase of college and public actlvitles. s

) - : C g

Definitions (Applicable only to Chapter VI)

t

’

The Collcge -- atly academic or admmlstratlve' dlvm{)n, de -

: partment, agency, or office; or any official thereof,
including student orgamzations chartered by the
Student Senate. '

Event -~ any activity, not part of a -regularly scheduled aca-
demic program to which the college commits facil- '
ities, equnpment or personnel This sometimes-
includes events that are instructional or academic «
in nature or presented fqr academic credit. |

' Loord’mator of Events -- is that s@&ff person who acts as liaison
between the sponsor of an event and the college. ’
‘ Campus Fac1lxt1qs Request Form (CFR} -- the bagjc document
* used to record the details of an event and to-for-.
malize the college's commxtment to provide support
for an event. - : -

Sponsor -- any person or organization to whom the college com-
‘mits resources in support of an event. The sponsor
thus incurs primary responsibility for the event.

. Off - Campus Sponsor -- any off-campus or non-college indi-
vidual or organization wishing to sponsor an event
<involving Eastern Montana College's r&seurces.

Facilities -- all college land and buildings. - N

Equipment -- all college property not permanently installed or -

“attached to college facilities. Note: Collcbre facil-".»
ities and equipment belong to thc State of Montana.

Contract -- may be a formal legal document, but also includes

- written agreements and commitments made through
use of the Campus Facilities Request Form (CFR)..

/
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- .rather than any attempt to censor particular types of activities, and

6002, 1-°COORDINATION OF EVENTS * CAMPUS FACILITIES REQIJEST
FORM (CFR) - PURPOSE N -
. No event should occur or be announced as occurrmg on th-1s

campus ‘without approval though the "Campus Facilities Requesthorm .
(This is intended to be of.a coordmatmg and informational approval

-r.n

LR

approval is given in line with policies appearmg elsewhere in the Fa 1_.1
and Staff Handbook. ) . :
} - e T ﬂ

The CFR is a veh1c1e for cYordinating and 'committing coIlege
facilities, equipment, and pers0nne1 to an event. It e1thei' serves as

e

~‘or provides the basis for written contracts and agreements between a

sponsor and the college. The CFR prov1des documentation of e,v%nts
to avoid-cahflicts in schedules’ dhd a¥sures the sponsor pf an event that
college support is c,onimitted and that plans and activities may pj_roceed.

- It provides the basis for - 11sh1ng event schedules and Calen- ‘
dars for the: information of and*to facilitate planning by other public or
college groups. Thus, each may contributé€, participate, or cons1der
each event in light of their own 1nterests and activities. . - <

re
=

-

6002 2 - COORDINATION OF EVENTS RESPONSIBILITES OF “THE

_ resources to an event. \ o -

~

COORD INATOR , ' . . N

©

o The Coordinator of Events aW capacity both to
the College and to sponsors. The CooRInator brings parties together

- so that agreement can be reached and decisions made and sees that

formal .communicatiens are established so that provisions are made
to meet the full needs of each event. The Coordinator facilitates a~-

" greements ard commitments both on the part of the sponsor and of

the College and monitors performange of sponsors and the College 'to
assure that each évent is supported and staged in the mest profes-
sional manner possible, , The Coordinator alone cannot commit College

\
.8

T T A
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6002. 5" - COORDINATION OF EVENTS PROCEDURES WITH ON -CAMPUS *
SPONSORS ,

»

Persons or'groups wishing to plan and sponsor an event should first
s contact the Coordmator of Events and fill out a CFR form. This should be
done at the earliest possrble date. Advisers to student groups are asked to
make sure that sucha request is initiated. As a convenience to. sponsors of
events in the Student Union, the Director of the Studeit Union may serve as °
4nitial contact for use of facilities. The Director will relay appropriate
mformatlon to the Coordrpator of Events, who will initiate the CFR,

5 oY
, ~ Cledrance to plan an event by an adviser or administrator does not
obviate the need to f11e a CFR, *

v

-

No one can schedule use of any partlcular facility unt11 agreement
is provided-through all necessary signatures on the CFR. College officials
responsxble for a facility are asked to keep records of building use to avoid
duplicate agreements. Their signatures on the CFR form commits the facility -
to use omrthe date and at time specified. Approval slg'natures sets in operation - - A

"a chain of activities engaged in by the sponsor1ng organization such as tickets,
advertising, etc ’

Go over the requ1rements of your event with the Coordinator. Use
X . the event checklist to assure that all requirements for a successful event - ‘ S
‘ are covered in the plan_mng phase. Be prepated to cover necessary expenses .
with proper budget 'plannﬁng. Event sponsors are responsible for carrying
. o through the planned p@am once commltments Oor arrangements are made.

Legal monetary, and support agreements must be between the sponsor
- and the College. Once commitments are made, performance becomes an ob -
11gatlon, unleks changed by agreement of both part1es

The Coordinator of Events shall not be liable for 1ega1 or monetary
ob11gat10ns between sponsors and the College. ' N

. The Coordinator must be alert that the College does not over -commit -
) ’ its resources. The instructional program is the College's first priority and
A public services (events) are a desirable adjunct to the College s primary
mission. The College is neither funded nor staffed to permit events to make

inroads into its basic responsibilities.
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6002, 4 - COORDINATION OF EVENTS - PROCEDURES WITH
' OFF -CAMPUS SPONSORS - -
7 ;o
~The same prmc1p1es apply, and insofar as possible, the same

procedures will be adhered to as outlined for on -campus sponsors.
| L
" The College (as defined previously) may w1sh to share sponsor -
ship an off-campus sponsor, particularly if the subject of the event

is closely aligned with the interests or activities of the College.

. In cases where a desired event by an off- campus sponsor does

- not log1ca11y align itself with the direct interests or disciplines or -~ ’ _.
any particular college department or official and it can be determined
that it is in the College's best interest to host, the role of sponsor -
ship may be performed by the Office of Information.

' ’
> No public service activity will be declined without efforts on -

the part of the CollOge to prov1de sponsorshlp.

Protectlon of Co].lege Facilities and Equipm_ent

Event sponsors incur-a certain responsibility for College facil-

ities and equipment used during the course of their particular event.
v c » .

While the College is willing to lend available facilities .
equipment as a public service, the College cannot be held direca:,]t%
responsible for the conduct of sponsors, participants, or audiences,
Damage to or loss of College facilities or equipment resulting from
negligence must be compensated for by the person or organization
responsible, -

" Early and thorough planning of an event will ensure that secu-
rity of College property is g1ven due cons1deratlon and responsibilities §
fixed. . o .

Rental Policy

-7 L 'College facilities shall not be rented. for::
a. Games ofychance, lotteries, or raffles.;
b. Social dancing except when sponsored by

K}
~

the College. v
c. Activities which. permit the drmk.mg of
intoxicants, ‘
d.  Public sales. ' ' ‘ _ ‘ ,
: M . e. Political meetings, unless- open to all '

citizens without charge; and fund -ra1s1ng\
activities of any kind. )
f.  Sectarian groups, for church serv1ces.

15u




(6002. 4-continued, pg. 2)

~ s-
| g8. Any off- -campus group to hold regularly scheduled meetmgs.
h. Ind1v1dual or prlvat:e promotions for proflt.

To classify arganizations, the following guide will epply: :
CLASS I:

Organizations directly connected with the College or tax
supported bodies of the city, county, state or federal govern-

- ment. - No rental fee will be charged these organizations un-
less funds are available for this purpose. Charges for addi-
tional personnel required, such as supervisory, custodians,
police and attendants may be assessed. Admission may be
charged only if derived profits are to be used solely for the
benefit of an Eastern Montana College organization. Receipts ,
derived from such admission may not be ‘shared with an off-
campus organization. Admission may be charged only if it is
not in conflict with other College pohcy o . (A

CLASS 1I:

Orgamzatlons such as civic, charitable, and character building
organizations, or organizations with community interests. These
‘must be non -profit organizations and cannot charge admission
fees. Such organizations may not.use these events for fund raising
purposes. Class II does not include religious organizations.
Rental fees will be charged according to the rental fee table.

CLASS III: 4

- . v ¢ .
“anludes other civic, political, fraternal, religious or other
private organizations Whlcjl may charge for admission. Rental
fees will be charged accordmg to the rental fee table. Class III
organizations must execute a formal contract negotiated by the
Business Office for’ eacly rental 3
College ,facilities shall be rented for specific hours. Off-campus
sponsors are encouraged to explore use of‘similar facilities in the
local community. Rentals will be for specific rooms or areas,
and sponsors shall confine their activities to such specific locations
a;nd shall not enter other College areas.
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(6002, 4 - coptinued, pg. 3)

4,

8.

~ shall not be rented or loaned. Groups using College e- ' \

‘
College facilities shall not be rénted for personal or
individual use. Determination of the nature of individual

Oor personal use shall be made by the Director of In-
formation. : - ’

If not in conflict\with Colle\g\e gctivities, first priority, in
case of conflicting dates, shall go to those events having
purposes most similar to those of the College. This

determination shall be made by the Director of Information.

]

Except by special pribr éltpangement, Collége equipment

quipment must agree, -in advance, to full responsibility”

for proper security, care, and maintenance of the e-

quipment, . - o ' o

Any grdup reqﬁiring custodial services after regular

hours must be prepared to pay an extra charge. R -

The Director of Information will be alert to determine
if excess activities are placing a burden on College
facilities arid personnel. The Director is authorized _ .
to suggest alternatives or reschedule eyents to main- -
tain acceptable space and work loads.

- ¢




6002. 5 - COORDINATION OF EVENTS - RENTAL FEES

(NOTE; Fees are subject to change without notice)

CLASS I»
7/ ' : L .

l. No rental fees will be required of Class I organizations.

, 2. Charges may be levied.for after -hours janitorial ‘service,
\\ : attendants, police and‘for equipment use, if applicable.

-

CLASS II and CLASS III: \

FACILITY . . CLASS II CLASS III

Classroom and Conference v

rooms - 10. 00 20. 00
Multi -pupose room - ©20.00 40. 00
Science Auditorium 2500 50. 00
Physical Educatiqn Building - :
Activity Room¥ 2000 \  50.00
Physical Education Building :

Not including pool 150. 00 500.00
Petro Theatre | ". 100. 00 2:50.00
Petro West - : 2500 50408

Rimrock Halls rooms .
Missou 7.50 | 12. 50

“Madi 7. 50 12. 50
Jeffer son : 7. 50 12, 50
Gallatin 7. 50 12. 50
Copper 7. 50 ‘ 12.50
Ponderosa 15.00 20. 00
Yellowstone . 15.00 20,00
Treasure State. 25.00 .~ 35.00
Lounge - Lobby 35. 00 - 75. 00
Commuter Cafeteria . 25, 00 S50. 00

Commuter Cafeteria 100. 00 ~200.00
Library tecture halls (small) 35. 00 " 65, 00
Libra_z;:zcture halls flarge) 75.00 . 130. 00

, o N
l.  Costs of operating personnel and equipment rental
is not included in the rental fee and charges will be
,levied accordingly. - o

2.. Each rental by Class III organizations will be covered
by a formal contract negotiated with the Business Office.
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6002. 6 - COORDINATION OF EVENTS - FOOD SERVICE

Limited food service is available for certain events. The
foodservice is under contract by the College to provide meal service
to students, The food service has the right to decline requests that
place excess strain on this capability.

"No food will be served on campus except-as approved by the
food service contractor. Exceptions to this policy apply to:

- Jabber.Wocky Shop in the Student Union
- vending machines owned or consigned by the College
- theatre and gymnasium concessions

Any other exceptions must have wrltten approval of the College
and of the food service contractor, thereby releasmg the College and
the food contractor from any liabilities arising from such exception,
e.g. food poisoning, equipment or property damage, or .addiﬁ_o’nal\
costs required to clean up facilities. ° 4 S

- -

6002. 7 - COORDINATION OF EVENTS - PHYSICAL
EDUCATION BUILDING .

The purpose of this facility is to provide an area in which
experience related to the educational growth and development of
students mdy be carried on. Activities conflicting with the pur -
pose_ are to be kept to a minimum.

9

Gymnasium - -

.. One high school basketball tournament may be sched-
uled each year.

2, "’I‘he Associated Students may schedule thisfacility on
two separate week nights each quarter. On of the two
nights should be a Monday or Wednesday, the other,
a Tuesday or Thursday. Two weekend nights may
also be used each quarter.

a. If the Associated Students do not exercise this

! prerogative, unused nights may be assigned
to other campus groups through the usual
channels.
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(6002. 7 - continued, pg. 2) P

-

-

. b. The Associated Students are encouraged to schedule

events on Friday or Saturday night.

Help for the operation of all events must be secured through
the Director of the Physical Plant, where advisable, or
through the Division of Health, Physical Education and
Recreation. B 3

Swimming Pool -- | ..

l.

2.

r

The swimming pool at Eastern Montana College exists
primarily to serve the instructional and academic related
programs. . - '
Scheduled intramural programs a.é"x‘d college recreational
programs are acqo}ﬁed next«.-pQLty fofpool use.
Indiyidual g,rue.'f/_t/s,J or non-college ?i‘oups, accompanied by.
a group leader, méy share schedulggl college recreational
hours, if invited’by accompanied by an EMC student,
faculty,. or ‘é(ta.ff member. Fees will be charged guests
for each swimming session. :

a.  Individual guests and groups will be charged'a
fee-of fifty cents per person per session.

o
Other gTowps, not defined abovg, will be required to pay
for the operating expenses of the facility.

a. Personnel to operate the pool must be hired

through the Division of Health, Physical Ed- ',
‘ucation and Recreation. ‘

b. Minimum personnel to operate the pool for

a mixed (male and female) group are:

One maPtenance man
Two lifeguards
Two locker room attendants

c. Wages of operating personnel may be governed
" by overtime considerations.
&
d. When all-college groups (studénts, faculty, or
staff) are involved, costs of-the program will
be the actual cost of the operating personnel,
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€.

c o

-~

* Pool use is limited to 100 persons at one time.

‘The pool may be rented for a maximum of

- two hours,

-

The pool mdy not be rented for individual
or personal use.

Oft - -campus groups: Monday through Friday,
$1 per person, $30 minimum. Saturday,
$1 per person, $50 minimum.

Requests for swimming pool use should be processed

through the Coordinator of Events, Office of Informa -
tion, as early as possible, and in no case later than
two weeks before the desired use date.

N




Replacement
September, 1975

6002. 8 - COORDINATION OF EVENTS - PETRO THEATRE

The main purpose of tms facility is to prov1de7an area in which
exper1ences related to the educational growth and development of students
may be carried on. : =

l. . The first pr1or1ty for use is given the instructional program
of the College.

2, Procedures_ for scheduling Theatre use conform to the standard
procedures outlined in the Campus Facilities Requests.

3. The Dean of Students is responsible for assigning Theatre use
in cooperation with the Coordinator of Events.

4. *The Director of Dramatics normally reserves the Theatre for
a period of three weeks preceding opening date of a drama

‘production and for the period covering the performance date..
This block of time will not exceed three consecutive Sundays.

S A qualified person, approved by the Coordinator of Events,
will be in attendance during each event to adsure adherence
to Theatre or College policies and regulations.

6. For events requiring use of special lighting, sound, props,
etc., stage hands designated by the Coordinator of Events
must be on duty during the entire period of Theatre use. The
Coordinator of Events will also determine the number of

« ~ Ppeople required and the pay rates for such help.

7. No smoking will be permitted in the Theatre or other
designated areas. '

& The 'sponsor or sponsoring organization will be responsible
Yo for custodial service if refreshments are served in the
Theatre or adjacent areas.

~
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Addition )
September, 1975

6003 - EMPLOYMENT OF RELATIVES

.

4

While the Iicy of Eastern Montana College is not in any way antagonistic
to the employmentjof qu'éliﬂed relatives, it seems, to be common sense and good
management that uch relatives not be employed within an area supervised by a
relative.” Hence, the following regulation which has been our general policy,
but not published or explained for the benefit of present and prospective employees,
is established

Relatives may not be employed within the same Department, Division, or
Office, or within any Department, Division, or Office within the supervision or
jurisdiction of the employee's relative. The term "relative" includes the specific
_relationships of father, mother, son, daughter, brother, sister, uncle, aunt,
‘husband, wife, first cousin, nephew, niece, father-in-law; mother-in-law,
brother-in-law, sister-in-law, stepfather, stepmothef, stepson, stepdaughter,
stepsister, stepbrother, half brother, and half sister). '

oo

)
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resources in an effective in&;.ﬁer for thé benefit of the students, faculty and
staff, the:College has adoptegnmform business procedures for the expendi-
ture, accounting and repoj' g of all funds available to it. These procedures .

7002 - BUSINESS PROC EDURES ADMINISTRATION

3 ?

Business Procedures are administered by the Business Office which
is charged with the responsiblllty of maintainlng all records pertainlng to
campus financial affairs. The Business Office is functionally, Prganlzed
under the Business Manager into foui* major ®perating areas headed by the
Controller, the Director of Cor_nputer Services, the Director of Physical
Plant, and the Manager of the Bookstore. ’ N

7003. 1I'.- BUDGET CONTROL - BUDGETING DEFINED
| -Bl*dgeting is the method the College uses to pl.;.n future financial
needs for all programs to insure that available funds will be distributed

. as adequately as possible to maintain and improve the overall quallty of
education at Eastern Montana Collese; ‘

165
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7003, 2 - BUDGET.CONTROL - BUDGET PREPARATION

N

1.. Annual budgets are prepared in the Spring for- the following:
_ fiscal year beginning July 1. Instructions are issued annuglly
~ on methods of preparl.ng budgets and submlttlng them to the
Pre sident. .

2] The requests are compiled by the Presidént and adjusted ‘

atcording to available funds. . ) ~ . SN

3. ‘The consolidated budget is sent to the Board of Regents for ' ’ .
approval. Upon approval, this budget serves as a basis for
College operation for a fiscal year from July 1 to the next -
]une 30. N : a?

x . .« ¢

4, Budgets for auxilliary enterprises, student actlvity accounts,

and educational programs are approved locally by the

. President or his, detegate. . - -
« \ . . ~
. - ,
“ m o »
7003. 3 « BUDGET CONTROL  NEW PROJEC'IS ’ :

A depai'tment must not initiate any projects which will result ln '
deficit spending. New projects must be presenfed to the administration

for approval and financing.” .
-

7003. 4 - BUDGET CONTROL - RECORD KEEPING /
Eac 'departxrxent is asked to keep a record of its spending -in
relation to it budget and process its requisitions accordingly. A

~ detailed recore of expenditures is maintained by the Busjness Office
- . for daily review. A monthly report is furnished to the departments
showing the status of their budget.

o 16




7003. 5 - BUPG:

[ CONTROL - CAPITAL EQUIPMENT )

« Capital equif
year. Capital items
$100. 80 per unit whicK\
are non -depreciab'le.

- 1a

2.

ent allotments should be spent early in the fiscal
e defined as those items costing more than
1ve an expected life of more than one year and -

Y

.

Department chairmen are required to keep an inventory of
their department's capital items. The inventory must
include any identifiable numbers such as serial numbers.

. Certain types o capital equipment items rriust‘be coordinated,

before purchase, witlr other departmeifts on campus to insure
that the equipment is ‘purchased as economically as possible
and that it will be compatible with surnila.r equipment the
college has. These include:-

a. audio-v1sua1 equipment and supplies: Coordinaﬂe
" with Audio-Visual Services.

b. carpets, draperies, air conditioners, paint: Submit

-requests to the Business Manager on a project author-
izatjon form and coordi.nate with the Director of
Phy31ca1 Pla.nt. o

c.” data processmg equipment and supphes Coordinate V

“with Director of- Computer Serv1ces.

d. duplicating and copying equipment Coordi.nate through .

the Business Manager.

B

®

7003.6 - BUDGE’E CONTROL SALARY SAVINGS )

* .

¢ Saiiie;avmgs created by res1g'nation§‘ and late appomtments ‘

-are transfe

to a general reserve and do not accrue to the depart-

ment concerned w1thout express de31gnation. :
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7003. 7 - BUDGET CONTROL - BUDGET CHANGES

A Budget Amendment Form available from the Business Office
‘should be prepared for changes desired in a departmental budget.
Funds can be transferred as follows:

1. Academic and non -academic salaries to a general
reserve. '

2. ‘Irregular help, operatmg expenses and capital within
these categories.

3. Travel--no transfer.

7004 - CENTREX

Al

L 'dentrex,_ the campus telephone ®ystem, operates from
- 8a.,m. to 7 p.m. Monday through Friday. It is closed
weekends a@hohdays‘. ' :

2. When the switchboard operators are not on duty an
-answering service will refer emergency calls to the
. appropriate administrative officer.

-

7005 - MAIL CENTER

1. The campus Mail Center on the second floor of Rimrock
Hall is operated by the College as a pickup station for
incoming and outgoing mail. The Mail Center is not a
branch of the U. S. Postal Service,




. (7005 - continued, pg. 2) ' ‘ L -

%

7006 - MAINTENANCE SERVICE

2.

S

“and outgbing mail is p1cked up daily by the U.S. Postal
- Service, -

- the Mail Center are requested to inform their correspondents -

- mail sent to them at the College.

.- . . B |
The Mail Center is open from'8 a. m. to noon and from 1 p. m.
to 5 p.m. Monday through Friday. Mail is distributed each
day to individual boxes and may be p1cked up from boxes
anytime Rnnrock Hall is open. .
Ma11 collectlon boxes have been placed at strategic sites
throughout the campus. Mail is collected for sorting by
campus employees at times posted on the collection boxes

Fl

Members of the faculty and staff may be asmg'ned mail boxes * '
for their personal use. Persons who receive mail through

of the campus box number and to request use of the number on

\

o " ‘
Since the center is not a subsidiary of the U.S. Postal Service, -
mail to be insured, registered or certified must be taken to a
branch of the U. S. Post Office. /

»

;

1,

2.

Routine maintenance service is requested on a "Work Order"

form available from the Physical Plant Department. Requests .

received by telephone by the (.Physmal Plant wiil not be honored

unless they involve an emergency. : o

The Physical Plant office is open from 7:30 a. m. to 5 p.m:
daily except Saturday, Sunday and holidays. For emergencies
“when the office is closed call the at -home numbers listed in
the Eastern Montana College Directory. The first person to
call is the general foreman. If you are unable to reach him,
call the campus engineer. If the campus engineer is not
_ available, call the Director of Physical Plant., ’ )




e

. 7007 ~ MEMBERSHIPS

1. Requests for memberships to be paid from approprlated
funds from any departmental budget are to be routed to
the President s Office for authoérization and payment from
o1y accounting purposes please
e department whic receives the primary benefit’
embership. - ’

R

2. Requedts for memberships to be paid from local funds
‘regardless of source (federal, student or private) should
be requisitioned in the usual manner, but routed through
the President's Office for hlS information and concurrence
prior to payment. , : ?

~

1

3. Requisitions for payment of memberships v}ill not be
honored by the Business Office until they have been reviewed
and approved by the President. :

-—

7008 - PURCHASING. PROCEDURES

1. The Purchasing Division of the State Department of Admin-
istration is, by ﬁw, responsible for purchasing goods and
services for branches of state government, including
Eastern Montana College. '

2. Purchasing Coordinator -
" a. The Purchasing Coordinator in the College Business
Office is.the only official [iaison with the State

Purchasing Division. = - -

t

i, Al goods and services to be purchased by the
College and its departments must be coordinated
- through the Purchasing Coordinator beffqre such

K . purchases .are made.
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(7008 - continued, pg.. 2)

13

{

_ii.  The Coordinator mainfains catalogs and descriptive-

‘literature to assist depa.rtments in selecting goods
best suited for their needs.

'iii. On special projects that may involve specialized

goods or services, the Purchasing Coordinator magy—
be able to help you locate what you need.

Campus Store

i.  The Purchasing Coordinator maintains a supply of
routine office supplies in the Campus Store in the
basement of Cisel Hall. A list of items available
may be obtained fro e Coordinator.

'ii,. Brands and supphes are contmually changing, but

the store contains a variety of standard products.

iii. If you are not sure of the description of what you
need, please send a sample to stores with your
order.

Requisitions-

de

C.

"and staff members of the tedious and time-consuming

Requisitions are required to provide purchasing infor-
mation on which to act lpcally as well as at the state
level. * 4

Requisitions and Purchase 6£‘ders serve to protect the
College and business firms from indiscriminate buying
by unauthorized persons, provide financial control,
identify staff members and departments requesting a
purchase," effect economy in buying, and relieve faculty

functlons of purchasing.

.

Use of Requisitions

i. A Requisition submitted to the Purchasing
Coordinator is the first step in the purchase of
any item. Instructions for routing requisitions

are contained on the form. - -~
-y
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4,

ii.. Goods or services desired must be described well
enough to permit proce sing by persons unfamiliar
with them. Too many specific details are better
than not enough. When applicable, the Requisition
should include the manufacturer's name; the model
number, size, color, quantity,” etc.” The catalogs
and literature in the Coordinator's office can pro-
vide specific descriptive information.

iii. Since the College may receive a better priée by
?btaiuing bids on many items, reasons for limita-
ions as to quality, brand, etc., should be indicated
on the Requisition. Personal preference is not an
adequate reason. '

Purchasing deadlines

a. Normal purchases of goods and services should be *
anticipated well in atdvance of their need. Minor items
of relatively little value may, if necessary, be processed
on a short-term basis. ) '

b.. Capital items should be ordered at least three months
before they are needed.

c. Emergency situations may require immediate purchase
of more expensive items. Such a purchase may be
processed without delay if the requisition is accompanied
by a letter justifying the emergency and explaining why
the purchase was not anticipated and processed in the
normal manner.

. d. The Purchasing Coordinator, should be given early notice

"of specialized orders so he may have the material when
it is needed.

e. The Business Office will issue a memorandum in April
of each year advising fund controllers of the cut off
date for purchases using current fiscal year .funds.

-y
-3
(o))
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% Requests for payment

fi,

A=

iy

~

Repartments are neeasionally billed for some gogds and
services which have not been purchased through Rermal
pracedures: It may be pecessary, under stat€ r =
tioms; foF the depariment te document why normal
purehasing procedures were net used:

In sych cases; 3R inveiceYs sent tg the §U§éﬁé§§ Office
by the vendar. The Busidess Office will forward the
invaice fa the applieable fund contraller to initiate pay-

-ment. :

*

‘Fhe fund cantroller's responsibility is to verFify Feceipt
of the gaods or services and te prepare a Reguisition,
Form 130, as 3 request for payment; oF a Request foF
Cheek, Form 100, and rerurn it with the invoice to the
Business Office, , - :

i.+  Form 130 is required when using state funds to
pay for geeds and serviees:

i, Farm 100 is required when losal funds aFe used
to pay for goeds and services:

The Business Offiee will not issue a check for goeds
and services until the transaetion has been properly
dacumented, ,

Dispnsal of Property

ED

b,

Ca

The sale or diaposél of any’equipm@m requires appreval
af\the State Purcharing Division of the State Department
of Administration.

Departmenta are requested to report to the Business P
Office all items of property, equipment or furniture’
in exceaa of their needs., Excess items will be given

" proper storage.

If an item has sales value without use value to other
departments, the department should confer with the
Buajness Managtjc as to the sales price and then sub- »
mit for approval a proposal to sell the item.,
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d. Equipment to be traded in on the purchase of a-replace-
ment should be specified on the Reqmsltmn for purchase. - "
: K

y .

7009 - REPRODUCTION OF WRITTEN COPY

1. Machines Center

a. The Machines Center provides limited printing services . »
s to aid faculty members and administrative offices of the
College duplicate material for on-campus circulation.

b. Work to be duplicated must be presented to the Machines
Center operator in finished form, typed in black on
white paper. Copy must be’legible, correct and in the
desired form to be -duplicated.

-

A Machines Center Reﬁuisition for Service must accompany
“all’'work to be duplicated.. Forms are available from the
Business Office. The Requisition for.Service must be
filled out by the originating -department dccording to
instructions on the form.

c.

d. Please indicate on the Requisition for Service a specific
date by which the prpject is needed. Except in extreme
emergencies, work wiltbe performed on a first-come,
first-served basis. Sufficient lead time should be allowed -
so that the project will be completed by the time it 1s
needed by the department. N

e. _ Projects of non-routine nature should be discussed well
in advance with either the Machines Center supervisor
or ghe Purchasing Coordinator. Additional time will be
needed to obtain special papers, inks, binding or other
unusual items. ) |

: L
2. Photo copying .

a. The Business Offlce maintains photo copy centers in -
several location- - ¢~mnus. :

175
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(7009 - continued, pg. 2)

ten

| | N
b. Each department has been issued a meter for the photo-
copy machines which must be presented each time
copying is requested. Work done for the department
“will be tabulated ‘on the meter and periodically charged
to the department.

2

Fees are posted in each center for personal work
copied for the faculty, sthff members, students and
others. :

7010 - SALES ON CAMPUS -

1. The sale of merchandise of any kind or.publications or
services on College property other than through the dining
halls, cafeteria, Student Union, or the Bookstore, is pro-
hibited except upon written permission of the Business
Manager or persons authorized by him to grant such
permission. , :

i

Textbooks, syllabi, manuals, outlines and other materials
prescribed for use in various courses are subject to approval
of the appropriate academic dean and are for sale only in the
Bookstore of Eastern Montana Gollege.

-

\

7011, 1 - SECURITY AND SAFETY - STATEMENT OF POLICY

1. Ordinary events occurang on the campus which involve
students or staff are to bk treated by staff personnel within
the established framework of College organization and
policy.

Facts relating to questionable circumstances or actions.
should be reported,- through appropriate channels, to the
_ College officer principally concerned.

175
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(7011. 1 - continued, pg. 2) ’ o

-,

3.

Occasionally, events may occur in which the danger to life ox
property is so great that outside security forces such as city
police must immediately be called in. The welfare of the
College as well as of any individuals concerned requires that
such resort to external forces be limited to situations in-
which a condition of emergency exists. "

Except for emergencies requiring extraordinary actions and
in accord with the philosophy expressed in the preceding
paragraphs, the following statements of College policy are '

" in effect:

a. No Eastern Montana College staff member or employee
is authorized to contact or call in off-campus security
forces such as city police except in emergencies or upon
authorization of an administrator: The President,
Business Manager, Director of Physical Plant, Chief of

- Security, or, in cases where students appear to be
involved, the Dean of Students. The President shall
be informed immediately and preferably before the
action is taken. :

b. Papers, materials or items of any kind shall not be
removed from academic or administrative offices and
related spaces, except as authorized by the person or
persons having custody of such materials.

c. Search and seizure shall be made only as incidental

to an arrest or with a warrant or with permission from
the person in charge of the area, or to eliminate a fire
hazard, as authorized by federal law.

d. These policies do not preclude routine activities of
staff, including janitorial and security personnel,
which take place within the establisheq framework of

College policy and procedures.

L]




7011 2 - SECURITY»AND SAFETY - LAW ENFORCEMENT

1.

The College maintains a uniformed unit under the supervision-
of the Director of Physical Plant to maintain the seclirity of

“the lives and property on campus. The Security Office

should be notified on all' mgtters in which laws are suspeeted
to have been violated.

The Director of Physical Plant or his authorized representa-
tive has absolute authority in the security of College property

and is authorlzed and expected to:
4

a. question individuals concerning their presence on
College property. ’

b. question Lndlviduals present on College property after

~ hours.

C. ~remove unauthorized individuals fyom buildings and
other College property.

»

Breaches of securniy ; -

a. Any breach of security involving a student will be turned .
over to the Dean of Students for disciplinary-action; or,
in some cases, to the city police for Pprosecution.

b.” Any breach of security involving a faculty mefiber will
be referred to the appropriate dean; or, in some cases,
to the city police for prosiecixtion. %

+ 7011.3 - SEGURITY AND SAFETY - FIRE

1,

If you discover a fire in a building on campus:
a. sound the building fire alarm.

b. call the city fire department.

c. call the Security nffice.

< »
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(70113 - continued, p. 2) B ' - ' ' -~
2. Firedrills are conducted in all academic buildmgs pe,riod- N |
ically during the year. : . ’

3. If afire alarm soufids, leave the building as quickly as
possible. Instructions on proper routes for evacuation
are posted in the buildings. Do Not Use Elevators. .
Walk!

’ . - ’ o ¢ ) \

b
7011, 4 - SECURITY AND SAFETY - SMOKING -
\ , , ’ ) |
Smoking is prohibited in classrooms, laboratories, libraries, |
auditoriums and any other area where it would be against safe practice, |
such as the Physical Plant paint room and refueling areas. Smoking is - |
allowed in offices, hallways, the Student Union Building, residence hall

rooms and eating areas. @

7011. 5 - SECURITY AND SAFETY - BUILDINGS

1.  Keys to buildings on campus are issued by the Director
of Physical Plant upon completion of a standard form which
requires approval by the divisional and/or departmental
chairman or the dean of the individual seeking key privi%
leges.

2. Keys are for use only by the person for whom they are
7/ requisitioned, and are not to be loaned or given to anyone o
‘ ’ else. Duplicate keys are to be made only by the Physical
Plant upon proper authorization.”
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(7011, 5 - continued, p. 2) S

3. Campus Security Officers have been instructed to open only
" the outside doors of a eampus building and are NOT, without
written instructions through the Chief of Security, to open
any inside'doors on a regular basis.' LResponsibility for
unkocking and supervising areas inside a building rests with - :
“the building supervisor and related department headss ) .

4. Since schedules may vary from quarter to quarter, a mem -
orandum should be:submitted to the Chief of Security from
building supervisors each quarter specifying when the build-
ing is to be unlocked and when it is to be locked.

3. Following is a list of building supervisors:

a. Residence halls--Director of Housing.

b.  Bookstore, Food Servide, McMullen Hall} Cisel
Hall--Business Manager. .

c. Science Hall--Dean, School of beeral Arts.

d. Education Building, Ca.mpus Elementary Schoof, Special g
. - Edueation Building--Dean, School of Education.~

-

e Library and Auditoriums, Audio-Visual Services Area--
Librarian/Director of Instructional Media,

Y. Petro ’I'heatre,~ Student Union Building, Residence
' Halls--Dean of Students.

g. Liberal Arts Building--Dean, School of Liberal Arts.

h.  Physical Education Building--Chairman, Health, Physical
Education and Recreation.

io  Physical Plant Shop, Greenhouse--Director of Physical
Pla.[lt. s ' \

j» - Campus Mail Center - -Controller, ' ‘
k. Music Hall--Chairman, Dean, School of Liberal Arts.

6. Lost building keys should be reported to the Campus Physical
Plant Department office in the basement of McMullen Hall:
Keys found to buildings or other property should be taken to
that office,

S LI :
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7011.6 - SECURITY AND SAFETY - TRAFFIC AND PARKING ON CAMPUS -

~—

1. Traffle and parking regulatlons for the campus are printed
in a brochure gvailable from the Security Office.

N 2. Parking permlts may b purcha~sed and fines paid at the .

¥ Security Office in the basement 0f McMullen Hall. Permits T -
are also available at the Vehicle Registration desk during ’ -
" Registration each quarter. When the Security Office is
closed, fines may be paid by depositing them in g slot in -
_ the Business Office window on the flrst floor of McMullen
Hall :

s

3. Arrangements for special parking such as that for handi-
capped persons can be made through the Security Office.

o -

P

7011, 7 - SECURITY AND SAFETY - LOST AND FOUND
1 A Lost and Found is maintatned in the Office of Information ,
on the 'first floor of McMullen Hall. )

- 2. Found items should be turneqj into the Lost nd Found ar
into the Security Department ) '
” /

3. Discovered items turned in at the nearest bmlldtng for
convenience should be c¢clivered by building personnel to
the Lost and Found.
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7012: 1 ~"TRAVEL - GENERAL GUIDELINES

4.

o

| ': u The State Department of Admm1strat1on has 1ssued the following
gu1delmes for- persons‘ whO\approve travel requests: -

* v " \,l ° . I" . - ) Co \

Personal contact is often the most economical and practical

method of achieving effectlve communlcauon and associated
objettives. '

' . . . . .
. v, , ‘
_Attendance at conferences or meetings should, except in

unusual c1rcumstances, be limited to those persons

directly concerned w1ph the topics under considerdtion.

* ‘@' . . ) . : ’
Tx}hsportation utilized is fo be the most economical in ‘
terms of direct cost to the State and the employee s tlme )
away o : ‘ Y '

@

,Trips shoulq be scheduled toavoid unhecessary back- = «
tracking and overlapping as much as possible,

‘n

7012. 2 - TRAVEL - AUTHORIZAT-ION

1

" in the Offlce?of the Pre31dent. : ’ ) : -7

P

All out- of-town busmess travel requires approval before the

‘trip is taken. Appllcatlon must be made on a "Travel - = *
Reguisition" channeled through the department head, dean :
and President. for cLpprqval * ‘ ~

] . ) " ’ ,
Travel for whichr'the college will not be asked to\pay may - °
requ1re authorization ifthe individual will not be. able to o
fulfill his or her: functlon on an a331g'ned work day. : T

Admmlstramrs must flle out- -of- -state travel appllcat}ons




~"7012.3 - TRAVEL - METHODS OF TRAVEL - | S
" 1. Conalmin Carrier

a. After authorization for a trip has been secured the staff
. member may borrow a transportation book from the
- _appropriate dean which will permit the purchase, without .
-outlay of cash, of an a1rlme, railread or bus tlcket : .
\ through a local travel agency. y Ny /
b. - All tickets needed for the trip should be purchased at
this time as the transportition book must be available
to others aﬁd may not-be taken on the trip. o . {
.Co Common carrier is the preferred method of travel for '
state employees going on tr1ps. - . ©?

. A S :
2. 'Private Car , ' . - ~ :
a. A staf_f member is expected to travel by train, a1rlme ) ™
’ (tourlst class), or bus. ‘
b, Ifa staff member prefers to use his own car, "the fixed o | -
fare by common carrier. will be allowed except in cases '
where considerable time will be saved by use of the '
private car, in which case, re1mbursement w1ll not ..
exceed ents a mile. : ) : o L
. + > . h i . ° »
* c. ,State regulatlons requiie an employee using his personal ¥y
© car on state business tq carry the minimum public llabil-
ity insurance. The C,gl“lege automobile liability msurance

‘

does NOT cover pr1vate vehlcles drlven on College e
. . business. T R Pl oot

¢

- - .
- . - -

- . R

d. éo that travgl funds may be used to the besg advant'age,
' taff members are asked that if several persons attend

- ( the same meegting they a_rrange thelr SChedules 80 they .
can travel together, . . ) - . .

Y

e . ‘ . R

e e T -

. 3. State Vehicle .

“* a. The College Phy'cal Plaht Motor Pool maintains dars, .
" station wagons, trucks and suburban3 for use by the | )
faculty and staff on College Busmgss. * .o

- L4 . . L
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(7012. 3 - continued, pg. 2)
b

Tk tem. Distancé Basis .. Time Basis ' /

Station Waggn 15¢ per mile $1/hour, or $5/day
;, . Suburbag or K L ‘ .
Travelall . - . 18¢. per mile $1/hour, or'$3/day
' .Pickup.' -16¢ per mile. $1/hour, or $’i5/dayé‘

e. ‘
S r\turned to Phys1ca1 Plant storage overnlght nless other

wwﬁ

~ from the staff\rnember in tharge. =~ SN

-\ . . .
*Charges for use of }\/Iotor Pool vehlcles will be made accord-
lﬁg to.the followmg schedule : .

Passenger'Car U l4¢'per‘mile * $1/hour, or $5/day_'/

16¢ per mile $l/hrour,'

- e

" Panel or van -+ o;t/ £5/day
25¢ per rrlile -
Rates cover all operatmg expenses, 1nclud1ng repalrs, ‘
“except- parkmg fees and overn1g°ht storage. .

A-ton truck -

: ‘$l/hour, or $5/d‘ay

ii.

»

13

Charges are made under the rate whi h
bill, o : R
| S "

The flrst- $100 of repairing acciﬁental damages to the vehicle,
including towing dost, will be charged to the departm /nt»to
N

giveng the highef total

‘ ~

LY

which thé vehicle hag peen temporarily ass1gned

College-owned vehlcles used in the Blllings area must be

arranggrnents have been made in advance.

LS . e \)
- B

Request¥ to us€ car's are to be made to the Motor Pool in
person or by telephoire. The earliest request for a car has
preference. -This does not igvalidate the requ1rement to

process a tra“vcl authorizati through the appropriate dean
or fund controller to the P];es1dent s Office.

EY

Formal memoranda a_re not requ1red but any time a student
is to be issued g vehlcle written authorization will be required

v
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h.

¢ .
-

The person to whom the vehicle is issued is responsible
for its general care and upkeep while he is using it.

i A state credit card is furnished with the car for ‘

the purchase of gasoline and oil in the state of
Montana.  The person to whom the vehicle is 1ssued
will sign the delivery réceipt for gasoline, .oil and
minor majntenance services at the time of purchase.

ii. For out-of-state gasolfiie and oil purchases, oil
’ company credit cards(are furnished by the Physical
Plant Department. Sugch credit cards are NOT to
be used witrhin the Stat® of Montana. .
. > . >
iii. If it is. necess’oary to purchase a tire on a trip within .
" the state, such purchase should be made from a tire "_‘
‘ d1str1butor, if possible. Pugghase from a-tire distri-=~
‘butor will normally entall less cost as a result of state-
wide purchase agreements arrived at each year W1th
all major tire distributors.

-

A Vehlcle Requlsltlon and Tr1p Ticket is issued for each
trip by the Motor Pool. - The ticket is to be filled out as
indicated and returhed with all credit cards immediately-
upon completipn of each trip, along with all credit card
sales tickets. If a trip is completed after hours, the

- credit €ards, sales.tickets, Vehicle Requisition and Trip
Ticket and keys should be left in the letter drop in the

~door to the Physical Plant office adjacent to Rimrock Hall«
The vehicle should be left in the area designated by the:
Phyvmcal Plant :

—‘ -

. - Staff members are cautloned that state vehlclesare to be

used for state business only

Accidents with a state car . . !

i.  Any accident in which an Eastern Montana College
-State Vehsg:lé is involved must be reported in tripli-
cate, to thé Controller of the;College within fori‘y -eight
(48) hours. Forms are pro¢ided in-the glove com-
partment of each vehicle.

¥
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iii.
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(7012, 3 - continued, pg. 4)

»

o

If the acc1dent occurs within the limits of a city,
city pol1ce must be notified. Any acc1dent outside
of a city in which there is a personal mJury or
more than $100 damage must be reported to the
State Highway Patrol. A written report must be-
filed with the State H1ghway Patrol within ten

(10) days of any accident in which there is more
than $250 damage to one .Vehicl}‘_or a person is
injured. ’

No representative of the College should assur‘r:}

‘liability or authorize repairs to damaged propérty.

The State Board of Examiners has asked that

' persons driving State -owned vehicles do NOT give )

written signed statements_on‘accident tases ses other
than to representatives of our insurance company

or to State officials or police officers. The hames

of'our- insurance company representatives are to
be found in the cars. , : <

Al

4. hg;surance Coverage of State -owned automobiles

a. Public Liability 1nsurance of the College may extend to . -
' payment of sums within the limits indicated below which
the College shall become legally obligated to pay as
o darhages because of bod1ly injury and injury to or
' destruction of p‘iroperty caused by accident.and arising -
eut of the ownership, maintenance or use of the automo-
Coa . . bile,” whéther or not the driver is an employee, and
irrespective of the nature of business for which the
automobile is used, provided that it is operated with
the permission of the College. This insurance does not
. extend to employees of the College covered by Industrial
Accident Insurance, or to property of the College.

b. The limits of*fiability of the State policies on-State
o automobiles is $100, 000 (one accident); $50, 000 (one -
. - per son) for bodily injury; $1, 000 (one person) for
' ' " medical paygnents; and $5, 000 for property damage.
: Occupants, not employees, of automabiles are covered
only for damages for which the College'is legally abli-
A - gated; that-is, where negl1gence of the College is proved.

4 180 “_}%)
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(5/01'2.# - continued, pg. 5)

»

Members of the staff responsible for students riding in
College automobiles are required, in com’plia.nce with’
action'of the State Board of Examiners, to requisition
trlp insurance; to be paid from the particular activity
conce¥ned and/or departmental budget allotments.
Private cars on which the College pays mileage mustﬁ
be adequately covered by automoblle insurance..

"The State carries fire insurance.on aU. state -owned

automo iles.

=4
R

. Eastern Montana College has beén advised by'the,
. legal firm of .Anderson, Symmes, Forbes, Peete &

Brown, which has been retained by Eastera-Montana
College, of its opinion on'the extent of bodily injury
and property damage insurance coverage afforded to
faculty and employees of Eastern Montana College
under the terms of the State insurance policy cover -
ing automotive vehicles: '
-~ The policy that the State of Monta.na cagries -
affords complete protection for the State- owned
- vehicles but does NOT provide protectlon for
-faculty and employees who use their personal
car to conduct business for Eastern Montana
College and are reimbursed for this use on a
mileage basis.

~ -- Those who use their personal automabile to con- -

duct business for ‘Eastern Montana College should
consult either with their attorney or their insurance
~ agent and review the limits of property damage, *
bodily injury and personal liability insurance. For
very little additional premium, individuals can
mcrease their policy to maximum amounts for
personal liability and property damage to afford
them more complete protection should the need \

arlse.
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7012. 4 - TRAVEL - REIMBURSEMENT OF EXPENSES

.. Travel expenses of ‘State employees may be paid by credit
card, out-of —pocket cash, travel advances or a combination
© of these. .

a. In all cases an employee must complete Form DA:101,
" Travel Expense Voucher, to document times, places v
and nature of travel and to document allowable reim - )
Ty bursements. . o T

b. When per diem rates are claiméd, receipts as required
by the College are to be attached to the College copy of
the Travel Expense Voucher.

. N -

2. Transportation expenses . e

- Ca. Employees shall be-reimbursed for reasonab\e and
necessary expenses incurred in getting to and from
those places involved in College business.
b. The State's pohc'y/ at the least expensive mode .
‘ of transportation vailable will be used cons1der1ng
both State time and actual costs.
i. Common carrier tickets can be purchased fro;n a |
o travel agency with a trangportation book borrowed i
1 - from the appropriate dedn. -
ii. Cars from thé College Motor Pool will bZa' charged
to the user's department at 'the%, rates lgsted.

2

iii. Reimbursement for use of persongl cars will be
v ' _at the fate of 9 cents amile or the "air travel. I 4
N . equivalent, ' whichever is less. Relmbursement.

' at I cents a mﬂe will be made only when state

vehicles are not ava1lab1e and written approval :
“ has been obtained prior to departure documenting

that a state vehicle is not available or that,travel . °

in a state vehicle_is not "in the best interest of ’

the state. "

18; ."; | "f. ..g-
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@. Per diem )

- continued, pg. 2)

4.

a.

d. N

Allowences.

(é.

a.

3

s .

. $2.00 for lu?ch, $3. 50 for dinner. R .

. Washington, D. C,

Lt

i3
oA}

Per diem is a lump sum allowance provided to cover
travel costs above transportation and allowable miscel-
laneous expenses. .
Per diem is paid when an employee is in a travel

status for more than three hours. Thereafter, the
allowance is based upon whether the employee was in

a travel status for more or less than 24 hour\s. * The
allowance for trips of 24 hours or less is computed by
6-hour increments or fractions thereof based on lapsed
tlme.

If.travel occurs only between 7 a.m. and 6 p. m. and

the employee's normal work day is between 8 a. m.

and 5 p. m., the per diem ailowance will be only for
"noon" meal allowance of $2.

3

The allowance for trips of rr{ore than 24 hours is com -

puted on a *'clock quarters"” method. The allowance is "
~ dependent upbn which quarter of the 24 hours departure

and return times fall. Different allowances are pro- -
vided‘for in-state, out-of-state travel and trips to

-~
’

N -

'Departure and retu“rn times aré normally considered ,

to.be-when an employee -leaves from and returns to
the College, unles# he leaves directly from his home\

or returns dlrfzctly to.it, ‘ln which case, that will be =

- 'the tlme used

e . . y

If travel starts and ends within one hour of thee %
employee's,normal working shift,, the allowance’-

will depend Upon what would normally be the main
meal durmg that perlod up to $1. 50 for breakfast,

v <
. e
a’n5~ - . .
'

‘ lithe travel iS less than 24 hours and lcmger than

that mentioned 1in a, the allowance wlll he $4. 00 for .

" each.6 hours or fraction thereof in- state,, $6. 25 out-
of-state, $7.'5Q in Washmgton, D.C. !

» ° 4 . . '
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6. « Travel Expens‘e Voucher s

4 - continued, pg. 3)

If.the t:ravel is for more than 24 hours the allowance will
"be $16.00 a day for full days and $4. 00 for each addltlonad
- quarter in-state; $25. 00 and $6. 25 out-of-state; and $30.00

and $7. 50 in ‘Washington, D.C. .

\ . g .
. : ~ ) . ¢
When traveling by air, out-of-state travel will begin at
departure time when travel is not interrupted by in-state
business stops. . oo , , .
If the destination by air is Washmgton, D. C. » and the
period of travel is not interrupted fom business before
arrival in Washmgton, D.C., the special Washmgton, D. C._
per diem rate will-begin w1th departure ﬁrom the airport

in Montana. e .

When ‘travel].éf 'b‘; ground-transpost, in-state per diem,
_rates apply through the quarter of theday when the

employee crasses into a neéighboring qtate; out-of-state
rates apply through nhe quarter when ihcoming employee®
crosses into t:he stz{e. oL et

-

. -

Miscellaneous Expenses
% . - L
. ) . N .

a. Mlscellaneous expenses 1nclude necessary working
supplies purchased on an emergency basig, taxi fares,
business telephone talls; etc.” .They do NOT inclide ..
items su'ch as t:axes pa1d on meals or lodgmg and’ tips.

Each miscellaneous. expense claimed must: be explamed
in detail, . The approving superv1sor is responsible to”
~determ1ne validity of the miscellaneous expenses’”
claimed. Receipts should be requlre(i to support each -
lt:em of ml,scell eous expense exceedmg $10. 00.

; ) Ied
a. Travel Expense Vouchersland detdiled instructions fpr
preparlng thern can bg,obtamed from. the BT siness
‘Office,  _- . T
- Please type the voucher and submit t:hree copies t
Busmess Offlce along with a Form 130, Reqmsmon, lf
the ‘expense is to be paid, from state fupds, or-a Form -
100, Request for Check, 1f payment is to:be from -

" Local Fun,ds. R

18’”’




(7012. 4 - continued, pg. 4)

7012. 5 - TRAVEL - ADVANCE PAYMENTS .y -

N

Record your complete name and mail'ing address and
sign it with the same form of your name.

Put in the month for which the voucher is being com-
pleted, your‘department and depa.rtment number and
E. M. C. as headquarters.

The \;ouchgr contains spaces in which to indicate the
nature and date of each trip, time of departure and.
return, a description of the trip, mode of travel, and
columns in which to list transportation, per diem, and
miscellaneous expenses paid with the employee's per -
sonal funds which are entitled to relm.bursement and

" not prov1ded for in mileage or per diem.

Receipts are to be obtained for transportation tickets,
registration fees, etc., and attached to the voucher.
Small amounts may be ‘fumped by day.

The voucher must be signed by the employee who
incurred the expense and approved by his supervisor.

Each travel éxpense voucher-will be reviewed by the
Business Office staff, necessary corrections made

and payment prepared. =

A copy of the Travel Expense Voucher will accompany
the check to the employee.

-

. & 4

Advances will be made for travel when reimbursement

¥

for_expenses will be paid by funds held by. the College.
No advances for expenses will be made when relmbﬁrse-

ment will be made by third parties. s m -

3
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7012, 5 - continued, pg. 2)
)

2, For out-of-state travel, advances will be made for per
L ) diem. The College provides a travel book for the pro-
curement of trahsportation tickets from local travel .
agents, so that an individual will not be required to use
his own funds. For in-state travel, advances Will be
made for per diem and for the travel in cases where the
1nq1v1dual is using his personal car,

3. The amdunt to be advanced must not exceed the amount
indicated on the individual's travel request as the estim- - .
ated cost of the travel.

<

. 4. To procure an advance, the individual presents his copy.
of the approved travel request to the Business Office no
less than five days before the date the individuil desires

. to receive the advance travel allowa.nce. '

5. Upon completion of a trip and after submission of a
_Travel Expense Vouc a check in payment for
A ©  travel expense will bgiglvered to the Business Office.
' - The claimant must pick up the check from the Business
Office, at which time reimbursement of adva.nce travel
money must be made.

7012.6 -. TRAVEL - EXPENSES FOR CANDIDATES -
1. Approval to bring ‘candigletes for faculty positions to
“' "~ the campus at College expense must be obtained from
e s ~ the President or Academic Vice President prior to the
- . - visit.

2, When approval for candidates’ travel is given, the
. College will ordm‘a;clly make reimbursement on an actual
¢ost basis. : ~




7012. 7 - TRAVEL - REIMBURSEMENT FOR STUDENT RELATED
- ACTIVITIES s .

- 1, . Faculty-staff members Qccompanying students on authorized
curricular or extra-curricular trips sponsored by depart-
meqts or divisions of the College have their travel and per
diem expenses paid for such trips from regular operating

* funds of the College department or division.

2.; Faculty-staff miembers accompanying students on authorized
extra-curricular trips sponsored by a student activity or
student organization, have their travel and per diem expense
paid for such trips from funds of that student activity or

.orgalﬂatlon. .

3. Faculty-staff members.who attend state, regional or -
national meetings or conventions as authorized representa-

tives or delegate's for a student activity or student organization

have their travel and per diem expe_néeg, paid for such trips

from funds, of that student activity of organization.
s P

-
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