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Academic Honesty

The Academic Honesty Comm|ttee sets forth the obJectlves

and- procedures in its policy statement fs fo]]ows
‘ » ~

" OBJECTIVES ’ . Q

. .
1. To communicate to all members of the University commﬁnity
the conviction of the Unnversnty -and its faculty that
cheating and p]aglarlsm are déstructive to the central
‘purposes of _the University-and are universally d|sapprovedu

2. To. state procedures for accomp]nshlng the above objective
i " by. students faculty, academic deans,.and the University . &
Academlc Honesty Commlttee . L
PROCEDURES ' ' U 3 L
1. Both students and faculty should initiate dxscu55Aons which *

will lead to the. eievatlon of University mores on cheatlng
and- p]agnarlsm .

s

2.. Each facu]ty member shou]ﬁ'lnc]ude in h|s/her introduction to

a course: - , .

PR

(a) A statement of his/her definitions and‘policies with
regard’ to cheating and p]agiarism ’ R \

, (b) Statements about examlnatlons within the specific
course, e.g., frequency, kinds, importance, and

v

(c) The statement that every instance of dishonesty as - v
. deflnedzln (a) will Be reported as descrlbed elsewhere o
. . in this po]ncy . . . N

" . ’ . ° ) Bl . . ‘
3. Insofar as.possnb]e, temptations to potential violators :
_ should be removed. Specific suggesfions include:

(a) Only new tests should be used; samples of. course i

tests may, be filed in, the Un|ver5|ty Library. The - - !
Library will receive, file,.and make available to . ' '
students through the Closed ,Reserve System all tests
forwarded by the teaching facu]ty but will not .

.~ actively procure or .permanently- retain such tésts
(unless otherwise requested by a teaching department,
the normal retent|on period will not exceed five

. years).’

o [} ) ' ’
(b) When test items_are similar to those used in the past,
~strict security should be observed so that copies .
of Such items are not taken from the test area. .

(@) Testing of large groups should be held 'in places other
than rooms with hlgh densnty seating. : .

-




\
. v 2 L
(d) There should be prOV|S|on of suff1c1ent proctors for the _
_group being tested. Adsistance should be provided by -
|nstructors, and, where necessary, by studént assistants. : °
L. Faculty members should exempllfy the: highest levels of academic
honesty at all times. o _ b
5. Casés of academic dishonesty shall be reported to the Dean of the
" College in which the student is enrolled, to the Dean of the College-
in.which the course is taught and to the Coordinator of Student Ser-

vices either by the instructor or by a student in the class where the
incident occurs. A memlrandum stating the nature of the report and the
d|spOSltlon of' the case shall be sent to the Academic Honesty Committee
and to the Coordinator of Student Services by the- student's. dean. The
student shall be informed in writing of the charges made “and of his
rights of due process in all hearings,related to the’ matter.

6. Penaltles for offenses 4re deflned as follows: =~ . 1

Expu1510n Dismissal with no provision for

. readmission. AN

Dism%ssaf for‘a stated After the time has elapsed the

period of, time

4

"Suspensidn for é‘stated

‘student may apply for readmission

on the same basis as any student
entering from another school.

May not register again until stated

period of time has“elapsed. The !
studept is subject to all tegulations
dealing with his status at the time

of suspension, e.g., academic warning.

period of time

Where any of the three above stated
have been totally or partially sus-
pended, a student who subsequently- _
_violates the Academic Honesty Policy
W . is subject not only to the penalty
< prescribed for that subsequent offense .
o ) but also to the suspended portion of
- : the previously-imposed penalty.

The
. the

Suspended“PenaJty, \

student should be withdréwh from -
course and a grade of WF assigned.
} .

" Failure in course

'Fallpre in part of a

ln‘accondanep with practices of instruc-
courSe‘(teSt paper, etc )

tor. "

Assigned by academic dean. Facts are

Warning . .. ¢
. reqprded in student's record..

. -

Each penalty sha]] be considered to be a punishment of greater degree

than the punishments listed.below it (assuming dismissal time is at
Jeast as lopg as suspension time.) : ' ’

s 7 '




;‘1 : * * ! 3 |
) 7. Penalties for first offenses shall be in accordance with
‘the Following table: .
”
1
_ . : Minimum ‘Maximum Original .
Offenses Penalty " Penalty . Jurisdiction -
«Cheating or Failure on Failure in instructor
plagiarism-in test or course ° in course
tests or other assignment
assignments in : )
a course* *
Stealing, dupli- Suspension Dismissal Student's
eating; or for two for three ‘academic
selling examina~ quarters* years** and dean
tions or examina- institution N
. tion books of civil.
proceedings -
Stbstitution in - Warning (for Suspension Student's
class for a ' .substitute) for one academic
significant Failure in year dean
period without course (for
- perimission: enrollee) g
. Substitution in+ - Suspension - * Dismissal ¢ Student's Y
an examination for two for one académic , - . *° /
. - quarters¥®s® year** ‘dean
« ‘Other cheating Warning Suspension ‘Student's
' . ) for two academic
] - . © quarters®¥ dean . )
Purchasc of research papers or employment of a person or
° agency to- prepare such papers is considered by ‘the Academic
. Honesty Commlttee to be equxvalent to plagiarism.

**All or part of penalty may be suspended >

the maximum penalty may be increased to "

For second offenses,
< . ey
or to a-greater : 3

a longer period of suspension or dismissal,
degree of punishment. . . . ~

Ore year is defined as four consecutive quarters.

[
€

8. tn any case in which the penalty for the alleged offense is
suspension or expulsion, the academic dean having original
‘ JurlSdlCthn shall be required before making, a decision to ’
“inform the Coordinator of Student Services that the student
_ has been charged with the offense. The Coordinator of
‘. Student Services shall supply the academic dean having :
jurisdiction with any ‘relevant information and may make .
a recommendation as te the disposition of the case.

.
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The penalty is to be determined by the academxc dean
having original jurisdiction. The”penalty shall begln.
immediately upon the notification of the student in writing
of its assessment unless appealed. If appealed, the assess-
ment is to be withheld unti} completion of the appeal process.
If the original decision is upheld, the penalty w1]] be
effectjve as of the original: date of notification. “If,

A

'durlng the period of the hearlng ‘or the’ appeal, a quarter or

term ’ends, grades-and credits of the student shall be with-"

kY

. held pending final resolution of the case. . .

. .

The University Academlc Honesty Committee shall have appellate
Jurlsdlctlon in cases of academic dishonesty and shall estab— ’
]lsh its own procedural rules. The academic dean assessing a
penalty shall .inform the student in writing of his/her right to
appeal as described below, and that Sdch appeal must be ‘made
within ten’days of the date on whigh the. student recelves notice
of the pena]ty An appeal may be based on new evidende or on
procedural errors in the proceedings leadlng to the-assessment
of the pena]ty Appeals _are to be sent by the student in
written form to the Committee, with coples to be filed with the
Dean of the College in which the student is enro]led and the
Dean of the College in which the course is taught. The™
Committee shall have authorlty to initiate review of any case,
if it so desires, and shall hove authority to conduct an in--

. vestigation of a case de nova. "The Academic Honesty Committe€”

shall have the power to suspend -a pena]ty in whole or in part

“and to impose appropriate cond|t|ons as a corollary. This power

may: be exercised .either upon recommendatdon of the dean who
.imposed the penalty or in the course of. the review of a case by

- . the Committee. Final appeal jurjsdiction in any case gests with

the President of the University.

.~ . - '

< . Q ’ .
This statement 6f policy shall be published whenever p055|b1e
in all edlblons of the Student and Faculty Handbooks.

-

Academnc Responsnbllstles and R[ghts . ' L

There are several statements WhILh estab]nsh the guidelines of

academic responsibilities and rlghts The first of thése apgears
in ArtlcTe 1 of the Faculty Charter and states:

el

- (1) Fult freedom for the expression of"differing opinions and the

racc@ptance of the-spirit of criticism are essential- to the
atmosphere of a great university:

- " ' .0




(2) Academic freedom. is |nd|spensable to the Univarsity.
The freedom of the individual ‘teacher- scholar, however,

carries with it unmistaka?ﬁe acceptance of responsibilities
with regard td the good”of the University and of society;...

>

The U&iversity Policy on Faculty Apdointment and Tenure as
adopted by the Board of Trustees.in May, 1968, and amended May,
1971, 'is the second of these guidelines.

* The third of these is the statement on Freedom of Political
Expression adopted by the Faculty Senate in January, 1965, and
revised in March, 1969. The complete statement is available
from the Sepate office; the summary recommendations of the
statement are as follows:

(1) That there be reasonable regulation of the time, place,
and manner of conducting polltlcal actnvnty on the campus ;
and

(2) That there be no university Eest;iction on the content of
speech or advocacy.

The fourth guideljne was established in March, 1967 when
the Board of Trustees adopted a general university policy on
student disturbances. The entire statement is available in
the President's Office, but its introduction reads as follows:

A university community should be a citadel of free
expression, but the extent to which the prlnc1ple

of free expression grows as part of a university's
tradition depends upon the wisdom with which that
~freedom is exercised. 1In an effort to cultivate
maximum freedom and its judicious. use on the -
Bowling Green campus, the University is committed

to as little regulation of student political and
other group activity as is consistent with honorable,
orderly personal conduct and the normal functioning
of the institution.

On MEY 4, 1971, the Faculty Senate adopted a statement
formally reaffirming recognition of faculty responsibilities
including the following general statement:

Generations of teacher-scholars have recognized that
membership in the academic profession carries-with it
special responsibilities. The nature of the educational
process,,and the circumstances necessary ‘to-the search
for truth, and the use, extension, and transmission of
knowledgé, have. resulted in various statements of the
concept of academic freedom. Always, this demand for
freedom has been accompanied by an awareness of a
concomitant responsibility, which has been part of
. '~ the conduct of reasonable, learned, and humane men
, and women who practice the worthy and dignified
profession of teachef-scholat.

Q -
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l A copy of the full statement is available in the Sendte Office.

| The Qhio Faculty Senate has prepared a statement of faculty

‘ rights and responsibilities, a modification of which has been

‘ adopted by the Faculty Senate of Bewling Green State Unlver5|ty . .
| A _copy of this statement may be obtained from the Senate 0ffice.

|
|
|
\
|

A ReVISed Student Code has been approved by the Board Qf‘
Trustees in May, 1970. A complete copy is available in the
. 0ffice of the Vice Provost for Student Affalrs

. _Afflrmatxve Action Policy (See Equal Employment Opportunity
Policy) -

Athletic Recreational Facilities

~

.

Athletic recreation facilities--pool, handball courts, ice\r
arena, golf course, tennis courts, etc.--are available to the
facu]ty, staff, and members of thelr families on a priority
basis. Physnca] education classes, intramurals, "ahd scheduled
team practices and play take precedence over non-student use. = .,
The HPE Department (372-2876) and the PER Department (372-2772) -

- can provide. information about the use of these facilities.
| Handball courts in the Stadium can be reserved by calling
i 372-2401. Handball courts and facilities in the Men's Gym can ' .
1 . be reserved by calling 372-2070. The lce Arena controls this
N facility and can be utilized by calling 372-2264. University
X " tennis courts may be reserved in season by calling 372-0302. g
Faculty, staff and families . may utilize recreational swim periods
by calling 372-2673 Ffor details.. A limited number of*bermanent

lockers are avaiJa'.~ for assignment in the Men's Gym”and s
Stadium by arrang. it with the.''cage' attendant in these locker
. rooms. Full-time staff and dependents may take one regular

|
|
\
> . course in HPE-activities each quarter (golf,.swimming, skating,

i etc.) ynder ''fringe benef.its' privileges. _The Human Performance

i Laboratory in Room'11@, Men' s Gym,tls‘avallable for fitness ,
| evaluation of lnterested persons Call 372-2192 for an appoint- "~
\

A ment. -t L .
- Bonds ® :
: o i & .
7Anyoge desiring a payroll deduction for U.S. Savings Bonds
. should complete the recessary authorization card at the Universigy

Payroll Office.




Bookstore . ' S : 5

The University Bookstore, located on the main floor in .
. the Student Servises Building, carries in addltYaﬁ to textbooks
other books and college supplies such as paperbacks, hardcover
new releases, greeting cards, and a variety of gift items. Special
order service for books is available. University parking is

adjacent. .
‘ o ' .

Fl

The ID card of a faculty-member presented to the cashier
prior to ringing of sale will avoid error by alerting the check-
out operator that you arg eligible for a .10% discount on all -
purchases of. $1.00 or more for ei her cash:or charge. Charges
are made only on a register markeﬁ ”cha:ges” at the center of
ey tpe check-out out area. / .

For convenience ybur spouée or dependents, with proper AN
_identification such as their driver's license, may use your
card to make a purchase. ldentification is needed to cash

first party checks. ‘ :

e : S, .

It is necessary ‘to order textbooks well ‘in ag¥ance of a
quarter through your department chairperson. By the second '
meeting of your classes it would be well to check your students
to determine if all wanting books are supplied. Call the .,
8 Bookstore (2-2851) immediately in case -additional books are®
needed. , - » A

Publishers reqU|re that a faculty member write for his/her
own desk copies on forms you may secure from the Bookstore

er'with the help of your departmental secretary. _In an’
emergency, the Bookstore wn]l lend ynu a text on a 30- day
“ charge. : P

s o,
» . Additional information is available in the brochure "About -
the B.G.S.U. BOQ&Store”. . . . o

A N .

A Brdadcasting Services

Y
H

Broadcastlng Services at the UnlverS|ty are provided by
¢ WBGU-TV, WBGV FM, and Closed- CerU|t Instructlonal Television.

WBGU-TV | Broadcastlng on UdF Channel 57 with 750,000
watts, WBGU- l is a non- commerc:al, educational station affll-
lated with the Public Broadcastlng Servace Network It serves

¢

Y N - . \ N




, g s
. the University Qommunlty, public and prlvate schoo]s and the ' \\\\\
public with prograTmlng in the areas of instruction, general

education, and cultural and public affairs.

.

x In addition to a staff of full-time professional broad-
,casters, WBGU-TV employs a ]arge number of University students
" who receive internship experience as part of their education “\

in television program production and.operations.

\
! The studio is located on South Campus. The transmitter is

near thé town- of Desh]er.ﬁ

WBGU-FM. The University's FM radio station broadcasts
on 88.1 megahertz with 1350 watts. Programming is primarily _
cémprised of national and local news and public affairs and ) :
classical music. The station is an affiliate of the National ’
Public Radio Network which provides special music coricert
features and a broad scope of actuallty broadcasts on public
issues ‘from such sources as U.S5. Senate hearlngs, National
Press Club luncheons,- seminars, etc.

WBGU-FM's transmitter and studio are. ]ocated on the hth '
floor ‘of South Hall. ' )

s Closed- Circuit’lnstrUctiona] Television. CCTV is
virtually a setond television station, prOV|d|ng'a daily
schedule of instructjonal programs requested by faculty for
use by their students. Programs are carried on a dual ~campus-
wide coaxial cable distfibution system condecting all.- s °
academic buildings, residence halls, sorority and fraternity
houses, and most non- academlcabusldlngs Four 1TV channels y
are avallab]e in.academic buildings, one channel in residence

halls and sorority and fraternity houses : L P
LA

Ih addition to providing .programs-fented from other
sourced, the Closed-Circuit Instructional Television Office
works with faculty in producing instructiormal film and video-
, tape matenials ‘using ,the WBGU-TV studio and mobile -unit faci]ities.
A The D!rector of ITV is also responsible for te]eVIsed continu-
ing edlcation disseminated both by clgsed- CIFCUlt on the campus and.
» by broadcast on WBGU-TV.

s The CCTV Office is ]ocated in the Television BU|1d|ng from .
which point ITV programs are distributed on the’ campus cab]e
system. .

S B N
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Gampus and Civic Recreation . ' . P

]

. A1l faculty, and staff members receive notices of comtng
"attractions in the.campus Artist Series and the campys Film Series.
Season tickets are available for athletic events during the
academic year. Recital schedules are avan!able from the School
of Music, and notices will .be sent to faculty and staff regarding
the locally-produced opera. BGSU operates a public FM radio
statipn, WBGU- FM, arid a public television station, WBGU-TVY,
Channel 57. New faculty and, staff members’ may wish to ]ook over
Jqformatlonal materials dlstrnbuted~by the lotal ChamBer of .Com-
mérte. .. o .

’

Career Plannigg and PTacément Services - . ,
‘»“\ ~ !

5
.The 0ffice’of-Caieer Plannlng and Pl cement is located in
. the Student Services Building. The. five rofessdional staffu
“members provide individtalized counsellng to ald students
seaking career ghidance apd information. They also coqrdlmate
job vacancy information, aﬂﬂ employer recruiting. Qualified
candidates for a vacancy are notified and employers are
'forwapded a listing of those: contacted. Students' records and
their work status are continually updated through frequent "
©. surveys. . . R )

- A

FacUlty and staff members are invited .to share i the n

counseling and ,placement process through luncheons with
employer representatlves, classroom presentatlons,'and depart-
‘mental club programs. Assistance in locating qualified faculty
. and stafﬁ‘througb professional association contacts is pro- )
vided to academic and administrative departments. Statistical
information on vacancies reported in the variouys fields and
discipljnes are processed, analyzed, and furnished to depart-
ments. -

The office is open.-dai])y from 8:00 a.ﬁ. to 5:00 p.m.
Mondays through Fridays. ’ .

Class Admission Rosters ' - .

On the first day of classes, you will receive a roster of
students who have registered for each of your courses. Begin-
ning with the second day of classes, each new ‘student who
appears in your classes should present an admlSSlOn card, which

. I ' i ’

[y
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foster

L 10

witl cert?fy to you that he has registered and paid his fees.

On .the Tuesday following the first day of classes, you will

receive a cSrrected roster of students for each class. No drop
cards will be sent to you for students who have dropped your
course; their names will 5|mpr be omitted from the corrected

~ You will be reqU|red to mark any revisions needed for
accuracy on the setond roster mentioned .above, and a deadline

will be stipulated for the return of the rosters to the Registrar.

Durlng the quarter, lists of students who have dropped or added
your courses will be sent to you from the'Registrar. .

-

Because your corrections on the second,IBM roster are used
by the Registrar in preparing our University's enrollment report
to the Ohio Board of’ Regents, it,is imperative that you return
your corrections. to the Registrar on the date specified.

.

-

Class Attendanée ’

-

The fotlowing statement was adopted by the Senate in its
meet:ng of Apnil 6, 1971:

¢ The faculty believes that classroom activities are
~essenitial to learning and to the appllcat!on of*
know]edge

The student -is respon5|b1e for knowing and meetlng‘ a4

course requirements, nncludlng tests, assignments, and
class participation, as indicated by the course oA
instructor. The dinstructor has no obligation to give
make-up examinations or to review other class work

missed by a student as a result of *unauthorized .absence.

> . ”~~
» A student may be authorized to be absent for

reasons of University-sponsored activities, personal
illness, death in the immediate faml!y, and other
genuine emergencies. Absences for il]ness are
~authorjzed: (1) by the Student Medical Center when
a student is hospltallzed in.the Center; o (2) by the
Coordinator Bf Student Services or College Dean when the
student presents a.certificate thatahe/she has been under-
going medical treatment at Home. Absences. for University-
sponsored activities are authorized by the office of
.the appropriate dean; absences for other just causes

]
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are authorized by the Coordinator of Student Services. Such '
authorizations are certified by the Registrar, and the student
may obtain such . certlflcatlon to show |nstructors upon returning
to c]ass ' :

An instructor may accept a student's excuse for an
unauthorized abSentevas a basis for making up major
- tests and examinations. - He/she must accept an absence
certified by the Registrar as grounds for allowing
a student to make up major tests and examinations. The
?esponsnblllty, however, for making up work missed durlng
absences rests with the student.

L4

Classroom Environment, Responsibilify and Authority of Instructor

« Effective May 17, 1966, the Academic Council approved the
following statement, which has been endorsed by the_Président
of the Unlver5|ty

»

L reafflrms the present practlce whnch places

the" primary responsibility for the classroom environment
with the instructor. - It is assumed that the adminis-
‘tration will support this positien providing that the
_|nstructor conducts himself /herself in a professional
manner and in accordance with the Uniyersity policies and
regulatlons ;o , . -

In this’ context the use of recording deV|ces in the
classroom is the, prerogative of the instructor, providing
that the use of recordlng devices be consistént with the
educational aims of the class and not be used for any
other purpose except by permission of the instructor.!!

-

Computationa] Sérvices

. The Offlcenof Computatlonal Serv:ces is a service facnllty
for faculty, administrative staff, and students. It may be used
for research, test-scoring; class demonstrations, etc. The

- primary, responsnblllty for programming, keypunching of input
cards, and operation of equipment+rests with the user, though

members of the staff are available for . consultation and assistance.

- There is no charge for use of computer equipment for class
work or for unsponsored research. For research sponsored by
outside agencies which allow. butiget allotments for computer use,
‘charges .are made. in accordance with a schedule available from
the Offlce of Computational Services. .

TS

Bl




‘ The majority of raw computing resource is purchased by .
Bowling Green. State-University from the J. Preston Levis:Regional
Computer Center. All terminals (interactive and batch) on the
BGSU campus are owned or rented by Bowllmg Green and operated
by Bowling Greén State University Offlce of Computatlonal
Services staff.

The Computer Advisory %ommitteef a University standing
committee, advises the Office of Computational Services on -

matters relating to Rpliqy and operation.

Counseling,Center T ' .

The Counsellng Center, located in 320 Student Services

‘Buildlng, is staffed by persons whose tra|n|ng is in Counseling

and Clinical Psychology. The staff's function is that of working
with students seeking help~in handling personal, social, voca-

tional and educational problems and helping such students find
other, sources o6f-aid where such are. approprlate in the latter
sense, close communication is maintained with other areas but not g‘ 
in the sense of communication with othér areas as to theidentity '
of students who seek help or the problems which they bring.

» in the area of vocational and educational choice, various

tests may be used where appropriate, but actually a large-part of

the work with. students:xnvolves aid in the area of personal-social
adjustment where such tests often may not. be.of any great yalue. - -
Any reporting of information to others is not routine and would be
at thé request of the student. Counseling with any student in the

Counseling Center i- basically'a confidential relationship under ¥
contro] of the stu. .t. Brochures having to do with vogations and-
a tépe library describing Bewling Green programs and department - W

majors and mihors are maintained, in the Center. For addltlonal

- information concerning services of the Genter, contact,Frank C.

* theit regular checks

Arnold, D|rector'

q.

RN

Credit Unlon (BGSU Employees) o o ‘ '
A credit union operated by members of the University community*

is-available to all full-time members of the faculty and staff.

The'credit unibn prov:des its members with an opportunlty to save

money through a shares account system and to obtaln loans at the e

low interest rate of 1% per month .on. the unpaid balance of the loan,

12% per year on the total mote. A payroll deduct!on plan’ allows

members to have shares or loan; payments automatlcally deducted from

@ N
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~

In order to be a member.of the credit union with full loan

and share privileges,

a minimum of one share, worth $5.00,

is

required.

A service fee of $.25 is charged for each signature on

the account.

v

The credit union office
Hail

is located

in Room 231 -A Shatzel
second floor, north wing, phoné 372-2194, offlce hours

1t OO 3:00 p.m., Monday through Friday, except regulaf University

holidays.

‘

Developmental Education
The Developmental Edudatiog,PrOgram (372—2]0]), located in
the Library, is a service as well as a research unit. -Major

services offered by the program include courses designed to
provide alternatives to conventional teacher-centered instruction,
academic counseling and tutoring. Program staff are also con-
ducting research designed to ferret out the variables which
affect student achievement and teaching effectiVeness.

The majority of Students who take courses in-the Develop-
mental. Education Program come:to the University through the

Student Development Program.

‘small,
they.normally would.

Since the classes are relatively

‘the students receive much more jndividualwattention than
Their academit achievement is alsc closely

monitored by both faculty and staff.

Questions-concerning the

program should be directed to Dr.
: Y

Employment (Extramural GainfuT)

John F. Newby,

Program Director.

Lo

k3

Full-time employees may, not accept employment wnth any other
educational ;institution without permission of the department ST
‘chalrperson dean and Provost. The employee will advise his/her N

- -department chairperson and dean of any activities in which said
employee may engage which W|]l or may result in render!ng less
than desxgnated contract_time to the Unlvers1ty a

= ¢

[

Equal Employment Opportunlty Pollcy Statement and Afflrmatlve
‘Action Program L ,

Bowling Green State Upiversity affirms, through its Equal .
Employment Opportunity Policy Statement and Affirmative Action
.Program, its commitment and dedicated efforts to provnde equal
emp]oyment opportunity as prescrlbed by such laws as Federal

.
.

19
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Executive Orders 11246 as amended by 11375, the'Equai‘Employment
Opportunity Act of 1972, and the laws of the State of Ohio.
Bowling Green State University will not discriminate against

.any person because of racej religion, color, national origin,

sex, or age, and it will not knowingly cooperate with, support,
or emp]oy the services of other organizations which dlscrlmlnate
against persons on such grounds. .

The Equal Employment Opportunity Policy Statement and - -
Affirmative Action Program=«is designed to establish the action

of Bowling Green State University, its President, Trustees, -
Faculty, and Administrative Officers to provide equal emp]oyment
opportunity to all qualified persons without regard to race,

religion, color, national origin, sex, or age,.and to take A
affirmative action in instances where such opportunity may be

limited. Further, the policy establishes administrative pro-

cedures for both a periodic review of employment practlces

and for correction procedures in cases Wthh do not insure equal
emp]oyment opportunities. _ , J

- You may direct any-remarks you may have concernppg
d|scr|m|natory practices to: The Coordinator of Human Resources,
231 Admlnlstratlon Building, Bowllng Green-State Unlverelty

“

Faculty Appointment and Tenure ST

Present University Policy on Facu]ty Appointment and Tenure .
was adopted by the Board of Trustees Novémber 28, 1953, amended
in January 1964, January 1965, May 1968, and May 197i. Each ;
faculty member should have a copy of the appointiment and tenure. =~
statement. Additional copies are available upon request from the
OFflce of the Provost. : o . -

n

L s . <

W

Fee Waivers . .

BGSU has three policies regarding fee waivers: (1) for
full-time emp]oyees themselves, (2) for dependents of full-time
faculty and non-academic employees, and (3) For full-timé
employees attendlng c]asses at the Un:versnty of Toledo.

s
3

The following fee waiver policies were adopted by the Board
of Trustees on March 18, 1972:

POLICIES FOR PAYMENT OF FEES AS A FRINGE BENEFIT FOR
AN EMPLOYEE OF BOWLING GREEN STATE UNIVERSITY AND/OR
HIS OR HER COHABITANT SPOUSE, CHILD AND CHILDREN “

20
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The po]icy governing these staff benefits shall be as follows:

4

EMPLOYEE

.y A full-time employee of the University, . |nc1ud|ng an indivi-
dual employee full-time at the Unlver5|ty but compensated by o
.another agency (i.e., ROTC, research agency, etc.), and &ne who
has emeritus status, who de5|red either to audit & course or to
take a course for credlt, may do so without- payment of the -
‘instructional or genera] fee if

A1

(1) his/her area admlnlstretor’cerbffieé that the'indivfdual's
enrollment - will not |nterfere with the discharge of
h|§/her duties as a UnlverS|ty employee : . .

(2) his/her enro]]ment in the ‘section of the subject is
recommended by his/her academic dean or his/her area
admlnlstrator and approved by' the Un|ver5|ty Provost;

(3), his/her enrollment will not prévent a regu]ar]y reglstered

" student from attending the c]ass sectlon, and ,

. (4) he/she enrolls for the course in the Office of the
Reglstrar _ . S R
An émployee who is enrolled and who receives a .fee walJer
fringe benefit for such enrollment is classified as an employee
for purposes of'automobile registration, speC|a1 university fees,
and other charges or privileges which may be app]|ed dlfferentla]ly
among students, staff, and theibenera] public. Such an emp]oyee
does not quallfy for special student fee privileges" by V|rtue
of his or her enrollment“for coursework , -

-t

'SPOUSE7/CHILD ' -

The ‘cohabitant spouse, and/or child or chlldren of a full-,
time employee, including faculty and Civil Service. (or Loca]

" equivalent of Civil Service), and employees of the Departments
. of Aerospace Studies and Mi]itary Science, who has completed

. five years of full-time service at Bowling Green State University;,
may enroll Wi thout payment of the instructional fee either as. a,
full-time or as a part-time-student at the University, on the .
campus or at an off-campus branch or center, provided that the
individual is eligible to be considered a personal exemption
under the provisions of. Section 151 of the Internal Revenue Code.
The general fee and any other course fees or charges will be
paid by the student.

21 - . o
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3
The cohabltant spouse and/or chjld or'*children of; a full-
time academic emp]d@ee who Was emp]oted prior” to Marcg ,, 1972,

. and has attained the sgatus of permanentsgtenure or has attalned
the’ rank of associate.or full: professor if not on tenure, in=
cluding ‘member s of thé Depar;ments of Aerospace Studies, Military

" Science, and emeritus staff members, may enroll without payment
of the instructional fee either as a full-time or part-time
Student on cémpus or at an off- campus branch or center, provnded

‘that the individual is e]xglb]e to be considered as-a persona]
“exemption under the provisions of Section 151 of the Internal

Revenue Code. The general fee and any other course fees or
charges will be paid by the student '

A fuil-t;me non- academlc employee. is one who works 40
hours a week on a regular schedule and is employed full-time
- for a minimum-of nine months a year--such‘eligibility to be
determlned by approprlate authorltles. .

< -

b

- A ful]-tlme academic employee is-one who is app0|nted -
(inciuding leave of ‘absencé) for a minimum of three quarters ...
of the same fiscal® year and whose' teaching dssignments and/or
other’ asstgnments are determlned by approprlate authorities

to constltute a fu]l load.. . - . '

8

PTease'note that fee waiver requests for full-time emp]oyees

Y must be approved by the Provost*‘but that fee waiver requests

.for dependents need be approved only by the dean of the college .
or the area ‘head. Forms are available in the offices of area
-heads and. departments and need to ‘be processed”through the’
Office of the Provost ¢ .

-
-

« In 1971 the Boards of Trustees of BGSH and the Unlvers1ty
of Toledo approved a recnprocalfagreement whereby full-time
empLoyees of one uhiversity may- take courses at the.other
university with a waiver of fees. This agreement covers
full-time employees only and does not include walvers for
dependents .

- 1

S
BG employees receive the same benefits at the. University:
of To]edo as on our campus, and our, ru]es and limitatigns
under the. present policy for emp]oyees apply for taking
courses at the Unlversnty of To]edo

JF
.
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v Proéedures for segurlng a Fee waiver for c5urses at
UT are as fo]]ows Y, ' 23

’ ] ¢

1. It is necessary to ‘be properly admitted as a student

T (either unde;graduate or gréduate) at UT before N i'

enro]llng for courses. -

-

7 2. Fee walver forms are dvailable in the Office of the
. Provost “(238" Administration Building) as well.as a
' reglstratlon card for parklng permit. -,

-

‘ > ¢ s

3. Addltlona] |nformat|on will be g|ven to the employee
when he/she picks up a form' _

\ . o

Final Examination Schedu]ef L . . -
B e . : s &

The official policy of .the University on final examihg}
tions as proyided by thedFaculty Senate on October 18, 1966,

and authorlzed by the Presudent on November 30, ]966 reads:

-9

's

-

. . . that a]]’c]asses feet accordlng to the

ca]endar in the catalogue, that final examinations

. for all students be held at the hours officially
scheduled, except’ with specific permission of the
Provost, and that all grades Be reported at the

, approprlate time®after the lea] examination perlod "
Permnssnon of the Offlce of the Provost may be secured

by provndlng a memoramdum in writing stating the time for,
which the examination is scheduled, the time at wﬁlch it “?
- desired to offer it, and the redson for the ¢hange. Pro-
“vision for make up or specnfldatlon that' no conflicts with
other examinations are involved must be includéd. This.
memorandum, enddrsed by the Chairman of the department and

* =~ Dean of the college involved, should be.forwarded to the
Provost's Office. An immediate’ response by telephone will-
be confirmed -in writing by the next day. Permission will not
be granted to schedu]e examinat ions during the last week of
cladsses at times other than the regular*meeting time of the °*
“#1ass involved. No permission -from the Provost's Office )

" is required in order to provide a make up examinatin for one
.or two students oh the grounds of conflict or qther urgent

reason3 for being abseht from the fin&l examination. ’

N

L
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examination be given. The requirement is that should\bqe be :
glven it be given at the scheduled time. Make-up examinations ]
*for |nd|V|dual students may be arranged by the lnstructor at ’ '

his/her d|5cret|on y oo N
) ~Grades and Grade Reporting ) - . . ‘
Once your grad%s are burned in at the Registrar's Offlce ©
" we do not change them unless a suitable request should be sent = .
"to “the dean who'will notify the Registrar if the change-o6f-grade :
is approved. It is advisable that all dnstructors retain a °
- record of grades and attendance in their courses. * Grade books
°/ © may be.ébtaiﬁed through your department office. .
» £ . 53

lt is necessary that you dellver your-grade sheets persona]]y
" to the Offjce of the Registrar. With deadlines for grade reports
to students on°”scho]ast|c warning,'’ reports to parents; and .
grade records in the various deans™office, we cannot rely on '
any mode of communication other than your personally taklng your
‘sheets to the Registrar's Offlce

. 18
. . . & ) '
-NOTE:- Thére is no University requirement that a final '

. -

RN y

Upder the quarter: system, our University requ1res that '
grades be recorded -for each student at the end df each quar-
zer only. .No mid- quarter grades are required. Final examina=<
tion. schedd]es are announced every quarter by the 0ffice of
the Provost in time for _you - to.prepare- your examinations
‘far. eagh %ourse,rand sp'ﬁia] rosters will be sent to you
by the Office,of the Re 1étrar for your grade reports. )
., ~ -The grade ™|" (incomplete) may.be used where the student
has been granted extra time to complete the work of the course
‘ for good and sufficient reasord. Dates by which* undergraduates -
must remove their incompletes-are listed below; any extension
_of these dates must be.obtained by petition by the student from
' “his academic dean,

. \,J bi, 4 ' l - : b N
t . - L' .
' ¥, - Fall quarter . . . ... L. o February 15, 1976
"11 . Wlnter quaTter ¢ swr o+ e+ . .. o . May 15, 1976
T e ?prlng quarter. %NA e e+« ege » o+« - August 15, 1976 ‘
) Summer . qg%rter Jf. e e e e N e e e November 15, 1976 - - . .
' For graduate studedks the foilowing “remova] of incom- " A .
-p]etes regulations are effectlve .
{ &

. - ¢ ! A .' :341 ‘ ‘ | _ —)
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For the Summer, Fall and. Winter quarters the
fha x imum a]]owab]e time to remove an ''Incomplete' is.
the last day of regutar tlasses in the quarter fol-

lowing the one in which the : “lncomp]éte” was’ acquired.
For an "Incomplete' given in *the Spring quarter, a
student will haye until the end. of the fifth week of .

the Fa]] qyarter to remove. the grade. . :

v

A form wn]] be provided for the |nstructor by the 0ffice. : '
of the Registrar for the purpose of removnng |ncomp]ete
‘grades. A

-

Most courses are graded using the A-F system. " Special
letters are used:to indicate grades in specific courses. For
example, the letters P/U (pass/unsatlsfactory) are-used for
graduate students’ enrolled in.undergraduate.courses. § Qr U grades
are used for undergraduate students enro]led on a Pass-No Pass basis.
1/S (lncomplete/satlsfactory) are used for thesis and dis-
sertatlon cgurses. OnJy a few graduate courses have been

. approved ‘to carry S/U (satlsfactory/unsat|sfactory) grades.
Check with the Graduate College before you attempt to record
an ''$'"" or "U'" grade at the 'graduate Yevel. A grade review
policy was recommended by the Faculty Senate on February
‘6, 1973 and 4s now in effect.  Each department has de-,

.signated a peérson to, conduct grade appeal procedures.
* Consult your. department chairperson or designated grade
review offlcer for. department procedures
. . . .-
ﬁospita] ‘ e i . v e . .

. .
- ~ B

-

The Unnversnty Health Servnce is avallable to students
only--except in case of emergency. Thls ruling<is necegsary -
because of the large dally volume of. students 12 the ou?§
patient serV|ce,and because of the shortage of staff phy-
5|c1ans 1t s requested that all University personnel ex- °
cept students contact an area physnc»an for medical service.
University employees may obtain vaccnnatlon against inftu-
enza or any other .diseases as may be needed. Any UnlversLty L
emp]oyees who are undergeoing treatment for allergies and
need injections, on a regu]ar ba5|s can obtain these at the.
Health Service. o . . —

Fg

Housing . T g .
. . <«

There is no provision for housing guests of a department
or guests of individual faculty members at University ex-
" pense. Hotel nooms are available at the University Union.
. [ . 4

-5 | ‘
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N ~ Insthe event that you go on leave of absence’or trermi- -

> ‘nate”your employment with the University, you may.swant. to ﬁ
1ist yours residence with our Universjty Housing Office, , !
which publishes tists of apartments and homes avallab]e for ; ]

:.s rent. . S s o » o .
\dentification Cards N | o
_ - - Y
- " Each contract employee in- the academlc area should check -fﬁ . \~°
N with the Office of the Provost for an ID card. . ' i
‘ ' : . ;v , - ) )

~ LY
’ e v

Injuries sustained. in “the courqe of emplpyment must be -
/ reported to the 0ffice of. Personne] Services on a Bowl ing
"V Green State University. Accndent Reéport Form as soon_as prac- v .
ticable. " The Accident Repdrt Form is the basis for”*ayment
of professional medical services and prescriptions. = Re-
gardless'whether- immediate professional medical séfV|ceS'Were
utilized for any injury ‘as a result of the accident, an
accident report shall be submitted. Experfence has proven
many. times that medical help may be required subsequently.
Job-related accidents resulting in 1nJury-that-occur off

campus as we]] as aon campus-shou]d be reported
4

3

A Unlversnty Saﬁety Officer will ‘investigate those ac-
« cidents that require amplification or clarification. The ’ . .
University Safety Investigators are'memhers of the University
Palice located in We%t‘Commons Dining Hall.

A1l University employees (faculty, staff, student) are
covered, hy Workmen'. Compensation for medical expenses and
-y compensation for industrial injuries.

Instructional Media Cehter : ' : S

s v The University Instructional Media Center provides equip-
. . “ment, materials, and equipment operators to assist faculty in

. - the instructional ‘program of ‘the University as well as a pro~
' duction service of graphics, photography, transparencnes etc.
. The'Center also provides a consultant service in the utilization
" of materials, will make recommendations, and will provide source
and price information for individual or departmental- purchases.
Production and/or procurement of audio-visual materials usually
takes from several days to several weeks; thus your requests
_to the Center should be scheduled as far ahead as possible.
"For more specific details regardlng services call Mr. Howayd
Cotrell, Acting Director of the Center, 372- 288]

<y
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Insurance »
L ———

A}

. 'Questiehs regarding Health Insurance and/or claims should
‘be referred to R. H. Meister, Room 322, Administration Bldg. -
- ! . b : ’ u ~ ) 3 N . .

N ~

~ All insurance deductions are made on the same basis as the
number of paychecks received (i.e. 9 or 12 checkg), exctept the .
Educator,, I ncome Protection® Plan premium which is*always deducted
in nine payments ‘AT1 ‘programs are based on an October | through -
September 30 |nsprance year, and the deductions provide cover-
age for that perlod with the exception of the Hospital-Surgical
plan. As the Uanersrty pays all bhut the family cost of the
Hespita] coverage, the Hospital-Surgical plant is canceled at, .,
‘the end -of the month -in which the contract terminates. In the
,case of the facdulty member, this will be the'end of June. Any
.advance payment for family coverage wi]] be refunded.

.

[N

A Trave] Risk Insurance Plan is prOVIded by the Un|verS|ty
at.fio cost. |If an employee should suffer accidental death or
di'smemberment durlng travel while on.unjversity business, the
program will pay a maximum of $50 OOO
\ b4 ~

The” UnlverS|ty makes available a Student Travel Po]lcy
which provides accidental death and dismemberment coverage
p]us idemnity for physician, surgepn, hospxtaﬁ and nurse'
expenses when due to accidental injury. ‘All students may
be insured whlle traveling sto or from and while participating
in activittes sponsored and approved by the UnIVeFSItY V[
except for the play or practice of‘competltlve ath]etlcs

Prier tora trlp the'director or person in charge should®
contact Mr. Menster for:further detan]s, completton of i
proper forms, etc.

’
e d

Key Regulations

To secure a key a faculty member will contact his/her depart-
mental chairperson ahd make arrangements to receive a key to certain®
rooms ot buildings. The departmental secretary wilk then fill out
.the key authorization card and call the Physical Plant’ Department,
372-225], to order the key. After 48 hours, - the recipient of the

‘key can present h|s/her card to the secretary in"the Physical Plant
:Departmént officg, Central, Services Building, sign for the key,

and receive it. When keys are no longer needed, please return them
. to the PhyS|ca1 R]ant Offlce Central Services Bui]ding.
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.Library SerJice ' , ) wo
Your- students should be notified that, a special lerary
Handbook is available to them free at the "Libraty, giving ,
instructions and directions for the use of l|braryxfaC|llties
\ - . ;. .
) : lerary services are offered at thg Main lerary and
- d1so the Science Library, located in the Math- Science BU|ld- oo
ing. These services are descrnbed in the faculty editton -
« - of the Lnbrary Hafdbook which ‘is available on request from = - "
" *the Library. Information regarding reserve bogks, micra- <7
fllms/micrgprlnts,'|nter]xbrary loan, stack privileges,
logh periods, etc., is ingluded ‘in this handbook. Fdr ) -

further information .inquire-at the llbrary by phone or in oo
- person | P N '

A course (A&S 150) is now offered during the fall
winter and spring quarters for one credit hour - C/U-credit

) only. It is an introduction to basic research techniques
. including information retrieval, use of basic reference
ﬂL* sources and materials. .

Your ID card is needed for charglng out library materlals
If a secretary or student assistant is to pick up library
materials for you, be sure to send along your ID card. >
Requests for books and other materials to be purchased should
be made on book-order cards provided through your department

Chairperson of your department library representatlve (appointed - e
by the chairperson). . .

Upon request to the Director's Office, the-Librery will
'send you its weekly Booklist, showing books and other materials
which bave been catalogued the preceding week.

L o A monthly publlc%tlon Imprint, is sent .to ajl members of the :
faculty in order to let them know what is gofng on i the Library, -~ ®*
what services are available, and any changes that Kave béen made.

If you are not recerVIng your copy of Imprint, call -the Director's
. " Office, 2-2856.
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The Libr ry recelves a ]arge percent of the new]y pUb]lSh d
books throughazn approval (or gatherlng) plan. "This is .a prodedure
whereby & dealer sends_us one copy of each new title pub]lshed in
the U. S. or Canada that fall within the subject profile estab-
. 1ished by us.. These books are kept in the Bibliography area
(Room 232) for a time so they may be examined by the faculty.
If not desired by anyone they are returned to the dealer at no
cost to the Library. For further details about this operation
see your Departmenta] Library Representatlve or a member of the
Library staff. .

- 1

News and Photography.Service "

T .

. The ‘Mews and Photography Service is the offlClal agency
designated for the dissemination of University news and in-
formation to the :various news media.

« The News Service covers news and feature stories about’ ‘
University-sponsored gvents, ‘research programs, academic
ag mplishments, student achleveméhts and Bowling Green's
Jﬁ%lnued efforts to provide a quallty educatlon

\i}

. Because of University expansion and staff limitations,
it #s difficult for the News Service-to keep“in constant
- contact with all campus news sources. Therefore, it is help-
Ful-if each/Tacu]ty and.staff member can keep the Hews
Service fully informed of significant activities. New
projects, particularly those’ of service to students and the
“public, academlc achievements and honors, and research are
of” special interest to the News Service.

~ "The Uhlv rsity Photography Service provides high qua]lty
‘Eerv1ces to fulfl]] official staff and departmental needs.
Photography . Service will provide without charge portrait »
photographs of faculty and staff members for publicity.pur-
poses such ‘as newspapers, magazines and printed programs.
Facilities are available on & time-and-materials charge basis.
Requests for photographic services for classroom instruction,
research, etc. should be directed, however, to the University
» Instructional Media Center.

The News Service may be contacted through writing, te]e— s
phoning (2-2616) or personal visits. Offices are located
. in 806 Administration Building.

29
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Oéaice Services. - ‘ ’ : 24
Three offices are avai]ab]e‘to provide mimeographing and
spirit duplicating services and issuance of office supplies.
. They. are located in 318 Student Services Building, 111 Uni- _ .

versity Hall and 611 Administration Building. The offices C
are open 8:00 to 12:00 and 1:00 to 5:00 Monday through
Friday.

L}
© -

Xerox copying service is available in the Student
Services and Administration Building offices and offset
printing may be obtained in the Ad. Bldg. Office.

. Office suppligs are available at all locations and will
be issued to any member of the faculty -and charged to the
department's budget upon request.

Extension Over]oad/Course Assignment Poficy

1. The u]tihate goal of the University is to staff all classes,
»+ including resident credit and extension, in-load with
regular faculty. In-load assignments can be made at the
discretion of the.Department/College; however, compensa-
tion from Extension Programs remalns as presented in six
be]ow ' )
. ~
2. Overload teachlng or any other form of extra compensation
' may not be used as an lnducement in the recruitment of
. facu]ty .

3. Overload teaching, when needed, is available to all members
of a department |rrespect|ve of rank and tenure. Department

chairpersons must recommend/approve of all assignments and
courses offered through their departments. ' .

b - 0ver]oad‘assignments are limited to two regular ex-
tension class assignments per academic year and these may
not be'made in successive quarters, nor in the quarter
following compensation for non-teaching overload
assignment. Successive quarter overloads may not be
assigned without written approval by the Co]]ege'ﬁean, ]
arid in no case, shall extension class aSS|gnments exceed
two durlng an academlc year.

1.
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5. Overload-teaching is not available to: faculty who have been -

’ released part or fulltime from teaching duties to engage
in personal research or other personal scholarly ‘endeavor. -
In other words, overload assignments are'norﬁa]Ty”made‘to
faculty already involved fulltime in teaching assignments
unless that noninstructional assignment is required by a pro-
gram, department or BGSU. . : K oo

6. Compensation for faculty.engpged in overload teaching,during
the academic year will be according to the following Schedule:

Regular faculty overload: o Part-ti%e faculty:*

. Professor  $480 per credit hour  $4Q0 per credit hour
. Asso. Prof. 375 per credit hour 350 per credit hour
©, Asst. Prof. 315 per credit hour 300 per credit hour
g * Instructor 260 per credit hour 250 per credit hour
Lecturer . 230 per credit hour 200 per credit hour
*When recommended at an equivalent rank by a department
~ . chairperson. .
7. Each and every course and facul ty member assigned to such
course in extension must be selected, evaluated, monitored,
and conducted in accord with the sponsoring department's
practices and standards as they exist on main campus.

8. All extension instructional assignments for 300 through
graduate level courses must be to individuals holding faculty
status in the baccalaureate or graduate school of the: parent

rinstitutiony, ' ' '

9. (A]]_chairpersons are encourageé to adhere to the 0BOR guide-'
~lines related to these matters (available in Extension office).

4

| Parking Services

= The Parking Services Office is located at 104 Commons and is
responsible forsthe maintenance of parking lots, signs, and park-
ing meters on campus.g This office is also responsible for
enforcing the University Motor Vehicle/Bicycle Regulations which

- cover registration and parking. It is the driver's responsibility

to‘contact the Parking Services Office within 48 hours after
arriving on campus and register the motor vehicle.., A Motor Vehicle
Regulations booklet is furnished at /the time of registration. ‘

3
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- kﬁzrls office a]so reglsters blcycles for the City @f Bowling
e

, 26

e «

The following items are|necessary in order to register an
auto; drivers license with social security number, auto registration
certificate, and student validation card or faculty-staff parking
fee-waiver.” These waivers can be obtalned from department budget
administrator. i

“Gre assisting students and faculty- staff in complying with a
city ordinance which requires bike-regi-stration. Personal identi-
fication, make and serial number of the bicycle must be presented
in order to reglster The blke reglstratlon fee is $1.00.

The Parking SerV|ces Office is open Monday through Friday

2 from.8.a.m. to 5 p.m.s During the first week of each quarter, the

office is open until 7 p.m. for the convenience of.evening students.
The Parking Services phone number is 2-2776.

4

tPayrolls

All wages are subject ‘to the\State of Ohio income tax
and the Bowling Green 13% City income tax.

FACULTY AND STAFF

Personnel on ]é -month fiscal year contracts (both faculty and
non-faculty) will be paid on ‘the last day of each month--or
on a Frlday precedlng the Saturday or Sunday last day of the-
month.

Faculty on full-time academic year contracts will be paid
on the 15th day of each month. These people and these people.
only have the option of a 9-pay or a l2-pay basis; new faculty
indicate preference when they sign their contracts Once a
pay-option is chosen, it cannot be changed durlng the year of
the option. A request for change of optlon must be made to

the Payroll Office by August 31

Please be advnsed ‘that the 12 pay optlon has the 10th, llth

"~ and 12th-checks paid in July, August, and September of the summer

following the academic year, |f a faculty member has a summer ,
school contract and is on the ]2-pay option, these salary payments.
are issued.in a separate check. Current.tax regulations require
our withholding of taxes at a flat rate on any supplemental wages:
pald during a regular pay period. These flat rates would there- *
fore be applicable to the summer contracts. The flat rate with-
holdings will he 20/ for Federal purposes and 2% for the State

.tncome tax.

3

L

s g



3

Y

A]] faculty and staff emp]oyed part time or for less
than the entire academlezyear are paid on the 1§th of each
month. The first check is issued 0ctober 15

GRADUATE ASSISTANTS AND TEACHING FELLOWS b

All graduate assistants and teaching fellows on academic
year contracts are paid‘on the/9 pay basis,” October through June.
The pay dates are the 15th of éach month or on a Friday pre-

cedlng the 15th af it falls onwa Saturday or Sunday.
g

A

STUDENT ASS ISTANTS o 5
All studentcassistants‘(undergraduates)'are'pald on hourﬁy
payrolls under the superV|Ston of the Office of Student

Financial A|ds "

-

'A]] paychecks are avai'lable on the first floor of the
Adminjstration. Building (cashier's window). Checks are pro- .
cessed locally, and every effort will be made to have !them
available on the @bove stipulated dates. By writtem request,
the Payroll Office will deposit your-check in a checkihg ac-
count at a local bank for you (your checking account number is
required).. . I f you would like your check released to anéther .
person, please give wrltten authorization to the Payr01]
Office. . .

R Toe

L. NGTE: It is against stafe regulations to issue advance
payment on salaries. It is suggested financial aid be \
.sought from local flnanC|a1 institutions or the BGSU Credlt

e

Union. @ - : ;

L , oo .

'bersonne] Files

The Office of .the Provost-maintains a confidential per-
sonnel file on each faculty and staff member in the academic-
area. Faculty/Staff Employmeént Record formssy ‘transcripts of
academic records, and other documents are kept in _this file.

~Yhen you publish a scho]arly article or monograph, when
You present a paper before -a learned society, receive an im-
‘portant ‘award or otherwuse distinguish yourself in a profes-
sional or scho]arly manner, please file the information in this
office. A complete curriculum vita should be on fl]e, you may
submit an updated,vita at any time. Blographjca] information —
which you wish to make publicly available should be placed on
file with the-University Néws Service. : :

33 .
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Changés in Address and Personal Data 8

The Office of the- Provost is responsible for updating -

" irformation in personnel files. Any changes of home address,

4]

home phone number, campus' address and campus phone number
should be reported to this office. ) . '

!

Placement (see Career Planning and Placement Services)

Plagiarism (see Academic Honesty)

ﬁost Office

The Post Office is located at the south end of the first
floor, University Hall, and may be used for either federal : .
or eampus mail. The office window opens after the morning

- mail has been sorted at 9:30 a.m. and remains .open until.

4:50 pP.m. except during the lunch hour, 12 noon to 1:00 p.m.’ N
The window closes at 11:30 a.m. on Saturday during Fall, -
Winter and Spring- quarters.” During the summer the window

is closed on Saturdays. e : "f -

-

3

Stamps‘méy be purchased and packages mailed at the
University Post Office. Money orders may be purchased up to
3:30 p.m. Money orders may not, however, be cashed at the

 _Post Office. Ma.il_ may be registered’'or.certified. .
- All official unl\versity mail is to be delivered te the

Post Office unsealed.. “The Post Office has been directed not -

to accept any sealed mail for metering unless prior approval

has been given. “OfTicia[ ﬁniversity envelopes must indicate

your return address (both your name and your department) as

well as '""Bowling Green State University, Bowling. Green, -
Ohjo 43403." This requirement is necessary for accurate

departmental budget charges and for delivery of returned
mail. g '

. r
‘Please inform ever@one with whom you correspond to address
your mail as follows: Name, Department Name, Bowling Green T
State University, Bowling Green, Ohio 43403. Mail not properly
addressed will be returned to Senderu

Q. ’

' Campus~ﬁail is delivered without charge and its use is
encoutaged for. mailings to faculty and staff.

£

3
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- ONLY MAGAZINES AND PERIODICALS PURCHASED FROM UNIVER-
SITY FUNDS SHOULD BE ADDRESSED. TO THE UNIVERSITY. For
several years, the University has followed the policy of re-
questing that all personal magazines be mailed t& the =
.employees' home addresses. This expedites the delivery of
all- other ‘'mail and eliminates forwarding or storlng mail ° A
and/or magazunes during the summer months. »

[

Psychological Services Center

<

The. Psychological %eTVicés Center wasaestablished
for the purpose of training graduate students™in the area 2
of Clinical Psychology and to prOV|de needed psychological
services to individuals and agencies in Bowling Green and
nearby communities.. The Center is gtaffed by twelve -~
psychologists all holdlng Ph.D.'s from accredited
institutions, as well‘as_by a, number ,of advanced gPaduate
students who work directly under staff supervision.. The
services provided include diagnostic evaluations of | ’
intelligence, learning disorders, .personality, and work
potential; individual and, group treatment of children
and adults; family therapy;:consultation with teachers,
judges, welfare'workers, and other representatives of ¢
agenC|es regardlng the treatment or management of .
*individuals under thelir care and supervision; and research
consultation relative to design or data analysis. The fees
for psychologlcal servnces are dependent on the nature of
the services rendered, the annual income, of the fam,ly and
Family size. For further informat,on contact Dr. Donald F.
" Kausch," Director, phone 372-2540.

+

Reading 'cnnic

a

= )

The UnlverSIty Readlng C]lnlc has three functlons

(1) Competency based teacher, education in dlagnostlc,
prescrlptlve, and lnd|V|dual|zed readlng technlques,

(2) PrOV|d|ngwd|agnost|c and readlng improvement services
“ to the Unnversuty, schools, and communities;..and

(3) sStimulating and pursuing reading research. .

35
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< The competency- teacher education function is accom-

plished by the fifth and sixth year graduate, readihg programs.
Diagnostic and ?eadlng improvement services are available

to University faculty and students within .scheduled classes,
091 "Reading lmprovement‘ and on a self or faculty referral
basis. The diagnostic and reading improvement service
function is accomplished by providing services for”pupils

in surrounding schools within the context of a Saturday
program during the academic year and a four week summer;
program. There is a fee for reading clinic services.. The
reading research function is accomplished by faculty -and
graauate students. For.fulT information call Dr. Joseph S.

Nemeth), Dlrector of the Reading Clinic at (419) 372- 0151
Ext. 349 _

Q - . ’.A

Recreational Facilities (see Athletic Recreational Faciﬂithes)

K
a v
. .

Reservationé for Physical Faqilftﬁes

o ) -
I ’

University-sponsored groups that desire to schedule
on-campus events may make arrangements in the Office of -
Space ‘Assignments. Dates,, hours, room reservations, etc;,
should be cleared through this office for all meetlngs help
sessions, conferences, ang social functlons
3

Groups not sponsored by the University may schedule,
with the permission of the Coordinator of Space Assignments,
‘campus fa%l]ltles if the facilities have not -beer’ preV|ously
reserved for campus activities. Local chapters. of
fraternities and sororities are sponsored“ and may’ use

facilities without charge if 'approval is' secured through the
Coordlnator ‘of Space ASS|gnments. ‘ 3

)cCharges for - fhe use of-varlous rooms, assemb]y ha]]s,
and,audntoriums can be determlned by calling the Qffice of N
Space Assignments. Such c arges o not include fees for pianos,

.special ]lghts, and podlums, additional charges are made when

extaaord;nary equlgment is requested. Lo A

~
RY
P .

Retirement System o .
. a

The deduction: for :Ohio State Teachers Retirement amounts
to 8% per month. Forenon- ~academi'¢ personnel, the deduction

for Public Employees Retirement amoumts to 8% per month. If
~ you desnre further information concerning the retlrement system,
call R: H. Meister, Room 322 Ad. B]dg *
" * N
4 . 7,
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Senate Membership

There are sixty Senators elected by and from the. faculties
of the degree-granting undergraduate colleges. Schools, not
within colleges, 'and the Library faculty of the University
Library, shall have representation based upon one representa-
tive for edch twenty-five faculty members or fractlon thereof.
Any  tenured or probationary member of the fu]]-tlme faculty
is eligible for election to the Senate, provided his term

,-of office begins, after two full years of\serV|ce at Bowllng

Green State UnlverS|ty The term of office for’ elected ’
Senate members is three years, approximately one-third of
the members to be elected annually. For full infbrmation
about Senate membership and eleotlon procedures, see Article
111 of ‘your Faculty Charter. :

Smoking Regulations _ ‘ . R

In academic-buildings, smoking is permitted in offices
and in other areas where ash receptables are provided. The
following regulationss; however’, adopted by ‘the Board of Trustees
May 9, 1959, apply partlcu]arly to classrooms

"There sha]l "be no,smoklng in any c]assroom, :
laboratory, or other instructional room. in any Uni- Z
versity bu%]dlng at any time. All persons entering

- any classroom building or the Library shall confine

~* their smoking to the areas in,the respective buildings .

" in which -smoking fis pe@mltted as clearly indicated by
official University signs posted in the bU|ldlngs, and
shall refrain from smoklng in all other areas of such

. bUIldlng " ] C.

-

a

Speeéh and Hearing Clinic

.

The University mdintains a Speech and Hearing Clinic to
assist students who have deficiencies in these areas. The
Clinic facilities are avallable also, on a 1imited. basis, to
personnel in the University and Bowllng Green .community who-
have speech or hearing problems.. For-full lnformatron, call
Dr. William'Hinkle, Clinical Coordinator. ’ ‘

“
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Student Atfairs ' " ¢ °

' . PO

‘Offices engaged in support of both academic and non-academic
related student _programs are located in the Student Services Building.
Offices of the Vice Provost for Student Affairs, -the Coordinator
of Student Services, the Coordinator of Academic Llalson, the
Coordinator of Student Activitiés and Organizatjons, the Coordlnator
&6f Residence Programs, the Student Counseling Center, Stldent
Financial Aids, Student Employment, Career Planning and Placement,

'the Student Cdurt the University Bookstore; various student organi-

zation offices, and other related student affalrs offices are in
this bul]dlng . :

_‘
«

The University maintains a professional student affairs staff
in gonnection with the Office of the Vice Provost for Student Affairs.

" Questions concerning student life should be referred to this office.

The Vice Provost for Student Affairs, Dr. Richard"R. Eakin, over-
sees"' the student affairs area. . :

The Office of the V|ce Provost for Student Affairs operates ‘
under & concept that is’supportive of student.- rights and interests.
Faculty and students should be aware that the following basic
procedures 9f due process of law, established for the protection
of student rights on our campus, are operative for the Office of

the Vice Provost for Student Affalrs B

(1) A proper charge under a stated rule or regulatlon
properly: promu]gated

-

(2) The rlght to be heard in any adversary proceedlngv
and to Ppresent testimony. : J

(3) The,right to appeal- to a‘higher body or authority

Lo of a different composntlon than the initial authority.

s

Student Devélopment Program . A

! The Studeht Development Prograﬁ (372:26&2),1J0cated in’ Room b2k

- of Student Servnces, was _established to recruit mingrity studeﬁyg,

provide supportlve services for them once they reacﬁgd campus, and
rétain a¢ many of these students as poﬁsnbde so they "might benefit
From the Un|verSIty envuronment , , )

.
. -
.
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The lncrea5|ng.number of mlnorlty students on the Bowling
Green campus ‘with varying needs has led to the r€bnganlzat|on of
the Student Development Program into 2 major units: (1) the Educa-
tional Opportunity Prégrams, conS|s§|ng of Upward Bound: and Bridge

Programs, Project Search, general recruitmd&nt, financial aid and
student assistance. Each program .is designed to aid the minority
student in gaining admittance.to the University and providing the
necessary financial support; (2) .the Personal Deve]opment Programs
comprised of Career and Personal Counseling, Hispanic Affairs, Peer
Counseling, Social and Cultural Activities, provide the necessary
personal and socjal support services for minority students. P

The two components of the Student Development Program are

:movnng in concert to help the minority students reach their desired

outcomes, such as a“bachelor's degree, saleable vocatienal skills
and the ability to effectively survive within the environment in
which he or she finds himself/herself. The specific goals of the
program are: :
1. To identify high 'school students in Ohio who, because of
educational deficiencies, cultural differences, and .
findncial restraints would ordinarily not consider a
post-secondary ,education. »
2. To identify and recruit minority appllcants who meet the
regular Graduaté College.

3. To provide financial aids liaison services to -the Unlversnty
- financial aid office in providing financial assistance to
each Student Deve]opment Program student.

R .

. To provide counseling services to assist students in
their academic, emotional, personal; and social adJust-
‘J ments in the University community.

5. To assess students' acadpmwc needs and to provnde:academlc
. . advisement that will assist students in the successful’
achievement of career goals. a
The mission of Upward Bound Program (372- 6151) located in
Room 550 of «the Education Building; is to desngn and. lmp]ement a
program with continuous and intensive academic and social- cultural
support for 100 students who meet the idelipes established by
the U- S. Office of Education; to rais Cthe skill levels of the

39 ‘
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o stu&ents to improve high school performance and to provnde for™:
... the motivation that is deemed necessary to atta|n succéss in
postsecondary educatlonal experlences

PFOJeCt Search (372-2642), located in Room 424 of Student
SerV|ces, is a consultlng and recruiting program which actively
recruits m|nor|ty graduate students. This affirmative program .
of effective minority Pecruitment involves organization, identi- ~
fication, communication, and persuasive encouragement of candndates
to apply for announced openlngs - v

’

'

Summer Session Appointments

Summer session teaching assignments are offered to faculty
members in accordarice with departhmental policies and subject
to the approval of the dean. Summer employment is based on
anticipated summer enrollment, and limited by budget decisions.
No faculty member .should expect employment in any given summer,
untess he or she is on a fiscal year (rather than academic)
contract.

Summer session. teaching is compensated at a fixed rate.per
credit hour of instruction; 1/45-of the preceding academic year
salary is paid for each credit hour of "instruction in a '
flve-week term, and 1/36 of the base salary for each credit
holur in the ten-week summer quarter. No faculty member may earn
more than 1/3 of the contract salary for the preceding academlc
year durin any one summer.

Assignments to non-instructional duties are paid according
to the weight of_ the assignment, . usually by evaldating tbe

. numbey of credut hours of instruction to which it is equnwalent.’

The Faculty Research Committee makes research grants for the
summer .session, usually gbtained from the O0ffice of Research
Services. *

v

~
.

Transportation

~ The Unrver5|ty ‘maintains a fréét of rental Vehlc]es. If you
need a carj; bus, truck ,or van, ca]] Transportatlon Services at
2-2251, Ext. 225. Transportatlon Sérvices is also responsible for
arrangnng long-term leases and vehicle purchases -call 2-2251,,

- Ext. 235. , ' ‘ *

'
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Travel ‘
. . )
Trave] on Unnversnty business and to professnona] meet- .
ings may sometlmes be reimbursed in part or in full depending _///'

on departmental policies and available funds. All reimburse-
ment is subject to University regu]atlons, a copy of which may
be obtained from the Busuness Offlce

Unemp]oyment Compensatlon
Your employment at Bonling Green State University is T
covered under the Unemployment Compensation Aet which may
provide income if you should become unemployed through no
fault of your own. Should you become unemployed for any

reason, contact the local Bureauof Employment Services. If .
- suitable work is unavailable, you may qua]LfY for unemp]oy~'
men t compensatlon.‘A,f : CoeT .
. Facu]ty members who have a“contract for emp]oyment in

the following fall are not eligible for unempldyment compensa-
tion during the summer. Furthermore, student employees who
are regularly enrolled in classes are not covered by the

" Unemployment Compensatlon Act, 4

’ Further information may be obtained from the Office of the

Provost.

”,

'UniVersity'Po]ice . ~

The Unlversrty Police Department is ]ocated at 104 Commons.
The Police te}ephone is 2- 2346.

“The Unlverstty Police Department is- reSponS|b]e for all®
law enforcement matters on campus. ‘Their primary duties include g&
preventing cr|me and malntalnlng order by conducting car and . <
foot patrols of the cappus. Persons found .wiolating a state
. Jaw or a city ordinance are processed through the Bowling Green
Mun|C|pa1 Court’as .provided for by state law. The Police Depart-
ment is open 24 hours per day, seven days per week and all
incidents reported tc the department are assigned to an officer
for lnvestlgatson

Unlversgty Pojice provide several service type functions
such as unlocking vehicles, lending jumper cables for stalled
vehicles, and render;ng assistance to visitors. Also, a lost
and found counter ‘is maintained which is open Monday through
Frlday from 8 a.m. to 4 p.m. i g

L4
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Fires should be first reported directly to the City Fire
Department, telephone 352-3111, and then to the Unxversnty Police
Department, -2-2346. :

University Union
: L4
The University Union offers a variety of services and
facilities to the campus community; dining areas, guest rooms,
- meeting rooms, catering services throughout campus, including
banquet programs, a. bowllng/bllllards area, art exhlblt and
browsing room.

Personal and departmental charges are available in the

Reservations for the use of rooms by University sponsored
organizations or departments may be made in the Conference and
- Arrangments Office located on the first floor. Arrangements and
information on Guest -Room facilities and rates are available at)
the Information Desk in the main lobby. )

) &

Pheasant Room and the ''Little-Shop'' - a special little gift store.
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FIRELANDS CAMPUS

This ‘'section is added for the convenience of faculty
at the Firelands Campud :and is de5|gned to answer
-questions partncu]ar to that campus operations.

‘Archives (See Library)

Bonds N

Anyone desiring a payroll deduction for U. S. Savings Bonds
should complete the necessary authorlzatlon card at the Bu5|ness
Office, Flre]énds Campus.

Bookstoré

~ An attendant will be present from 8:30 a.m. until 12:00 noon
and '1:00 p.m. until 5:00 p.m. daily. The bookstore will be open
until 7:00 p.m. durlng the first week of each quarter for your
convenience. - N

DESK COPIES OF TEXTBOOKS

Desk copies of textbooks cannot be purchased with Unlver5|ty
funds.

Complfmentary desk pobies usually may be obtaihad from
publishers upon filing a written.request. Forms for this purpose
are available in the Business Office or Booksfore{

In the event requested desk copies are late in arrivi.g,
required textbooks are available from the Bookstore on a 30- day
loan basis. Loan copies will be charged to the instructor's

. account through the O0ffice of the Bursar. Upon receipt of free -
desk copies from publisher, the borrowed textbooks may be returned
to the Bookstore for credit.

One word of caution: Make certain borrowed textbooks do not
contain wrltlng or other marks. Bookstore personnel-are not per-
mitted to accept return of such textbooks. Also, complimentary
desk copies of textbooks usually are-identified as such by the
publisher. Therefore, no exchange of them for borrowed copies -
is possible.

Career Planning Services (See Counseling Services)

43
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Class Rosters . -

On the first day of classes you will. receive a roster of
students who have registered for each of your courses. Beginning
with the second day of classes, students.whose names do not appear T
on the class roster must obtain a TEMPORARY CLASS ADMIT card from-
the Registrar's Offlce prior to the next class meeting. This card
then authorizes you to add them to your roster. Students not on
the roster and who do not possess this card should not be added
to the roster.

[y

£

This procedure is vital in that a report of our enrollment >
(WHich determines state subsidy funding) must be made to the Ohio
Board of Regents by the 14th calendar day following the first day
of classes. Students not shown on this report for your classes
are also not shown on your Faculty Service Report.

-An updated second roster will be dlstrlbuted durlng the _
second week of classes,

During the quarter, roster wpdates will be sent to you by
- the Registrar's Office. . : . .

-

Classroom Facilities

Y.

Allowing for the fact that some instructors prefer classroom
arrangements different from those of their colleagues (e.g.,
circular arrangemﬁnt of chairs, clean chalkboards, etc.) the
approach on our campus always has been td leave the classroom as
it was found (chairs reasonably aligned, chalkboard erased, etc.).
Instructors are_ expected to erase the cha]kboards before.leaving
the room.

, . —

" Should you prefer an arrangement different from that of the
classroom you enter, feel free to arrange it accordingly. How-
ever, at the conclusion you should restore the classroom to the.
condition in which you found it (a]]OWIHQ, of course, for the
norma] dlscarding of papers, etc ). .

We wou]d be gratefu] if you would turn off the lights es you
“Jeave-the room.
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_Computational Services - Maih'Campus*and Firelands Campus

The Office.of Computational Services is a service facility
for faculty, administrative staff, and students. It may be used
for research, test-scoring, class demonstrations, etc. The primary
responsubvllty for programming, ‘keypunching of ‘input cards, and’
operation of equipment rests with the user, though members of the
. staff are avallable for consultatlon and a55|stance

There is'no charge for use of computer equlpment for class
work or for unsponsored research. For research sponsored by .out-
side agepcies which allow budget allotments for computer use,
charges are made in accordance with'a schedule avallable from the

- Office of Computatlonal Services.

- At Flrelands, remote terminal faC|1|t|es are available by
contacting the Office of the Admlnlstratlve ASSIStant or through
the Computer Science faculﬁy

A

The maJorlty of raw c0mput|ng resource is purchased by

“Bowling Green State University from the J. Preston Levis Regional
Computer Center. - All terminals (interactive and batch) on the
BGSU campus are owned or rented by Bowling Green and operated by

- Bowling Green State Un|ver51ty Office of Computational Servnces
staff. .

The Computer "Adv,isory Commfttee,'a University standing .
commlttee, advises .the Office of Computational Services on matters
‘relating to pollcy and operat|on. '

Y

COpyinéuMaphine

In the interest ofezénserving funds, and to allow for
- extenuating circumstanc the following guidelines pertain to
the use of the electrostatlc copylng machine:
i
1. ,Secretarlal and clerical personnel are to operate the .
machines. However, in an emergency sntuatlon, it may
'occa5|ona11y be necessary for others “to do their own
copying. 'In that case, the number of copies made is to -
be reported to the secretary.

2. AN copylng of materlals for classroom instruction is to be
referred to the Faculty Secretary to determine the most
economi.cal multl-copytng process to be used: . ditto, mimeo=-
graph; gr offset. :
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3. All copying of materials pertaining to persona] matters-ls o
to be done on the xerographic copler located in the library.
The cost is 10¢ per copy. .

. |
. . - |
With regard to | 3, and in an effort to lessen the finan- . i
cial burden on indiﬁfziéis, and to encourage the dissemination,
of scholarly works which will benefit thé entire University
comiunity and its pub]sc permission for copying personal _
materials.on the xerographic copier located in the Library at .
a lesser charge of 6¢ per copy can be obtained from the Dean of
Firelands ‘Campus. Each faculty and staff member is encouraged to
contact the Dean at their earliest convenience; and, review with
him any copying requests of this nature. . '
|
|

‘Additionally, it is fully recognized that extenuating cir-

«~ cumstances occasionally make it necessary to produce copies by
means- which -are uneconomical. . However, prior approval for copylng
of the materials”in an extenuating circumstance -must be obtained
from either the Assistant Dean or the Business Manager.

. Counseling Services

The Counseling Office is located in Room 138, West Building,
as part of Student Services,.and is staffed by a professnonal]y

. trained Counseling Psycho]oglst The counseling services are A
available to all personnel of the Firelands Campus; student,

. faculty, and staff. The counselor's main function is that of
working with students needing help in personal, social, educa- .
tional, vocational, and inter- persona] problems. Persons seeking,
counseling enter |nto a confidential relationship with the coun-™~
selor who subscribes to the ethical standards of counseling as
explicated by the American Personnel and Guidance Association
and the American Psychological Association.

TESTING SERVHSES

Administrdtion and'interpretation‘of the ACT testing ser-

“

vices and the ACT Career Planning Profile is one of the responsi-
bilities of the Firelands Campus Counselor. Other standardized
tests which are available to members of the Firelands Campus
include: intelligence aptitude, personality, vocational interest
-inventories, study skill analysis, value clarification. Stan-

. dardized.tests are used ‘to facilitate the counseling process and
test results are consndered confidential materla]

=




oLy

. 4
TUTORING SERVICES .

services available to students in need of special assistance

in attaining satisfactory -classroom achievement. Student-tutors

are selected through specific recommendatign of faculty, and

work in cooperation with both the Counselor and the instructor.
. Students needing tutorlng help are referred to the Counsellng )

Office by the instructor of" the course in which they are

experiencing difficulty.

[2 The Firelands Campus Counselor coordinates the tutoring

CAREER -PLANNING SERVICES )

Some of the developmental tasks facing a college student N
during his first two years at college include: (a) an awareness
of career resources and programs: (b) self-assessment of the
student's career interests, aptitudes, and values; (c) an aware-
ness of ‘specific requirements for specific careers; (d) estab~
lishment of tentative career goals and the'academic plan.of
study necessary to achieve those §oals.

To facilitate the achievement of these developmental tasks
requires the cooperation of the faculty, the student’s academic
advtsor, and the school counselor. -

The Career Planning Profile,’a requirement for all students
planning to enroll *in the career—education programs at Firelands,
is designed.'to help students develop realistic careér goals.

~ Career development seminars and workshops are offered each
quarter. The Strong-Campbell Interest Inventory provides
studerts with data on specific career interests. Faculty and
staff members are invited to share in the career planning ser-
vices by classroom presentations by representatives of various
careers. Literature on specific requirements for various careers
is avaiJable through the Counseling Office.

For additional information céncerning the services of the
Counseling Office, contact Dr. Robert F. Marrer, Coordinator of
Counseling Services. L : :

Emergenhies
- ) 1
This sets forth emergency procedures to.be followed in the
. . )
event of accident, fire, illness, or physical plant problem.
Members of the p]ant operatlon and maintenance staff are on

S gy

~




duty 24 hours a day, seven days a week, and have been ‘instructed
to assnst in all emergency situations. -

-3

TELEPHONE ~

The Firelands Campus telephone switchboard is open during
regular office hours (8:00 a.m. to 5:00 p.m., Monday through
Friday, except for holidays). Limited telephone service is
available from 5:00 p.m. through 9:00 p.m. (Monday through
Thursday, except for holldays) during those periods of regularly
scheduled c]asses

Off-campus te]ephone calls after the above hours may be
made from pay telephortes located in the West Building (first ,
floor lounge), the East Building (Student Lounge), and the North = . ~

_Building (flrst f]oor foyer) .- : ’ '

FIRE
1. During regular office hours: 1 o T
a. Sound the nearest fire alarm. //
b. Dial "0" for the swutchboard opecator -and state the -
, ' . - location of the fire. ’
T , c. The operator wiltl, ca]] the'Huron Clty Fire Department
- (433-4114) statlng the loeation of the fire.

° ‘ d. The operator_W|]1.not|fy the Business Manager.

i

2. Dutside regu]ar office hours: -
a. Sound the nearest fire alarm. :
b. Proceed to the nearest pay telephone and dla] "o for
_the off-campus operator. -State the location of the
~fire and ask that the Huron,City Fire Department
" (433-4114) be hotified immediately. This does not
o require the deposit of money. . T
c. Inform the plant operation and maintenance personnel .
. _of the fire, and proceed to a position outside the. '
building to await the arrival of the Fire Department

NOTE:;;: Any fire extinguished by an ind1vudua] should be called
. % to the attention of the Busnness Manager. -
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MISCELLANEOUS

. Generally physical plant probiems (mechanical faildres, roof
"~ leaks, .broken pipes, vandalism, broken windows, etc.) should be
reported to the switchboard. Dial "0'. N

CA

.In the event that the switchboard is closed, inform a
member q} the-plant operation and maintenance staff.

EMERGENCY ALARMS : o - .

Firelands Campus buildings are equipped with many avenues
- of egress. Accordingly, ‘when the alarm bell'sounds, students
‘are to proceed as quickly and in as order]y manner as possible
through the-nearest exit.

1

West Bui]ding o v : 2
a. ‘Persons 1eavnng via the west doors of the West Building
should proceed ‘in a wester]y direction-until they reach
the lawn boundaries.
. b. Those using the southeast doors of the West' BU|]d|ng
in an emergency should turn to the right (south) as they .

leave the building and proceed to the extreme edge of
" the lawn area.

T

East Building

’ . * l‘ o

a. Persons leaving the East Building via the west doors of
that building should turn left (south) -and proceed to
the end of the lawn area.

b. Individuals leaving via any other doors of{the‘East
Building should continue straight ahead until'they
have reached a point at least 200 feet from the building.

North BU|]d|ng

9

a. Persons ]eavnng through exits of the North Bul]dlng
should prdceed in straight lines away-from the¥building

until they reach distances of at least 200 feet from
the bul]dlng

It is mandatory that all faculty membérs ahd students leave

the building immediately upon hearing the emergency alarm bells-~-
no ‘exceptions. A signal for re-entry will QF given following -

all drills. .
49
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FIRST AID -- lLLNESS

|n addltlon to those emergency procedures discussed else-
where, attention is directed to facilities located in each
bU|]d|ng to temporarily accommodate persons suffer:ng from minor
illnesses or |nJur|es

V East-Bun]dlng: Room 101-B located just off the lobby
contains two (2) beds, a first-aid kit, and -lavatory.

- West Building: ~Room 325-A contaihs a bed and wheeled
stretcher. Room 335 (Faculty Secretarx_Office).contains
a first-aid kit. : g

£

W/

North Building: West,Bu7laing location.

. . o ) ,
In case of apparent major illness or injury, the person ,

so affdicted should not be moved until competent medical aid

(rescqéﬁ%quad doctor, etc. ) is available. . In such. instance

" the area should be cleared of’all unnecessary personnel and the

person made as comfortable as possible.w

~

AMBULANCE SERVICE

A1l accidents or other emergenciés requiring rescue, ambu-
lance, or first-aid service should be reported as follows:. .

‘ H l>¢ . “ ‘7
1. During regular offlce-hourS'

a. Dial "0'" for the SW|tchbo rd operator and state the
location and nature of. the emergency. v )

b. The swntchboard operator will notify the Huron City
Res¢ue Squad (433-4114).. ) o .

2. Outside regular office hours:
" a. Proceed to the nearest pay telephone and dial ''0" N
for the off-campus operator. . ‘ : b
b. Briefly state the nature of the emergency and requestA
the Huron City Rescue Squad (433-4114) be notified
to send an ambulance to the campus-. No money is
needed f//place the call.
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Faculty Secretary Guidelines n -

in order to*faCIiltate the most eff|C|ent operation of the
Faculty Secretyry's 0ffice, the-Firelands Faculty formally adopts
the following pirocedural roles.

The Faculty recognizes that these procedural rules are
.hecessary to provide the Secretaries ample time to plam and pre-
» pare the effective use of staff 'and equipment.
. : . . ) o
The Faculty, therefore, deems it necessary to éstablish
the follpwing rules of priority to govern the Secretary s work
schedule, in the fo]]ownng order :

Urgent administrative work as authorized. by the Dean only.
. .Preparation of class assignments and examlnatlons
. Reproduction of faculty-prepared stencils (or dlttos)
designed for class .work.
Profe55|onai correspondence for faculty. . .
Assisting the administration in preparation of officially
* sanctioned unlverS|ty material.

v B W N~
P . .

in Conformance with the above priorities the following
. procedures are estab]isnedr'

B ’

A1l reproductive and secretarial work is to be glven only

to the Facuity Secretary, do not give it to a clerky If the
Secretary is not in the office, | place the material on her
desk. This applies even when.the Secretary is absent for
the day. Requests routed:in any ‘other way will not be

processed. s

.
\ e

24 hours isvghe minimum time required for short assignments
) %o be gotten out; whenever possible allow more time.
. % - I .
Final exam werk or 'exams of over three pages should be in -
at least one week before the date required
Indlcate on the materxai the number of copies, date, and . time - -
needed, or any special instructions (assembied, stap]ed, etc.).

Completed work will bé placed in the Room 335 file drawer
whlch bears the instructor's number.

B




R . .('- I ) .
The Faculty Secretary's office will be available for make-up , -
tests between 8:30 and 10:30 a:‘m. an% between 1:00 and 3:30 .m.
Special arrangements -for other t imes. may be made the day

before. : T : : .- .
"D . v [

-«

. Personal work done on the copyrng machlne W|T] be cha?ged

* at the rate of 10¢ per copy, unless*prior approval is
obtained from the Dean of Firelands Campus or the Business
Manager. Requests for personal reproductive work will be
considered; however, such work will be done only after all
Firelands FaCU]ty class work is out and will be |nterrupted
at any time that regular work is received. Cost of all
material used will’ be charged to the faculty member re-
questing the work. ‘ . .

! Use copy machine in East BU|1d|ng whenever p0551b]e.
»The facilities of the Faculty Secretary's Offlce (telephone,
etc.) are not to be used when the office is closed for lunch
hour or night time hours. Do not ask a custodial member to,
unlock the office for your use.
Since the Faculty Secretary's OFfrce has been established
prlmarlry for the assistance of the faculty, purely administra-
tive work should orfly be assigned to, the Faculty Secretaries
_when it cannot be performed hy other secretarial staff and then
only in conformance with thé rules and priorities set forth above. .

Final Examination Schedule.. | |
" The off|C|a1 policy of the University on final examinations

as provided by the Faculty Senate on October 18, 1966, and

authorized by the President on N0vember 30, 1966 reads;

.that all classes meet according to the ca]endar in the
catalogue, that final exdminations for all students be held.
at the hours officially *scheduled, except with specific
permission of the Office of the Dean of Firelands Campus,
and that all grades be reported at the appropriate time

. after the final examination period." ,
Permlssxon of the Office of the Dean at Firelands may be

secured by providing a memorandum in writing stating the time .

for which the examination is scheduled, that time at which it is

desired to offer it, and the reason for the change.” Provision

F .
e . -
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-

for make up or specification that no conflicts with other , .
examinations are involved must be included. This memorandum ,
endorsed by the Dean of Firelands Campus, should be forwarded *
by. the Dean to the Provost's 0ffice. An immediate response

by te]ephone will be confirmed in writing by theQQext day. ¢
PermlsS|on will not be granted to 'schedule examinations during
the last week of classes at times othef than the regular meeting
time of the.class involved. No permission from the Provost's

T 0ffice is required in order to provide ‘a make up examination for

one or two stUdents on the grounds of conflict. or other urgent
reasons for being absent from the final examination. , .

NOTE: There is no University requirement that a finatl
examination be given. The requirement is that should one be
given, it be given at the scheduled time. Make-up examinations ™
for individual students may be arranged by the instructor at his/her
dlscretlon . T .

)

Guidelines foeracu]ty Appointment at Fire]ands Campue

4

-
.

1. The proceduree for, facu]ty app0|ntment to Firelands
- Lampus is the same as for the Bowling Green, State
University*Campus PLUS, two additional steps The
- approval of the Dean of the:Firelands Campus, who
actua]]y offers the contract, is required in‘addition to
. ;recommendatlons from the maln campus departmental

. committee and a committee of peers at Firelands Campus.

2. A faculty member's load will be 36 quarter hours per
academic year or approximately 12 quarter hours (or 18

. contact hours) for each of three quarters. .

3. It may be necessary to assign classes jn the Fremont

. Resident Credit Center to. Frre]ands Campus faculty
members. Necessary travel expenses will be reimbursed ¢
according to the Travel Reimbursement Pollcy of F|re- '
lands Campus. e
L.:The Dean of Firelands Campus approves matters affecting
»faculty conditions of employment; such as, sick leave,
travel authorization, absences from c]ass, assignment
of teaching loads, etc. >

5. Faculty members are responsibte. for placing textbook .. N
orders through the Bookstore or the Business Manager™

6. Faculty members are expected to live within commutlng
distance of the Firelands Campus..

7. Tenure is in Bowling Green State Unlverﬁlty upon recom-
mendation by the department with assignment at Fare]ands
Campus. Faculty contracts specify thatlthe assngnment_
is to-Flre]ands Campus.

53
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Identificatlon &ards -

L}

Each contract employee in the academic area should check

with ‘the Office of the Dean for aquD card. - a
5 InstructlonaI'Medla Servicess ) A 4
- AUDIO VISUAL EQUIPMENT - -, | N .
\ The foIIOW|ng equipment is avallabIe for instructional use:

“reel-to-reel and cassette tape recorders, overhead perectors,
opaque projectors, ,16mm movie projectors, 8mm Joop pFOJeCtOFS
biack and white 1'% video tape equipment, 35mm slide projectars,

, filmstrip projectors, fnlmstrlp/cassette pFOJeCtOFS 'slide/
cassette projectors, and 35mm camera. . o

o
v

The listening center is availlable for cIassroom or indivi-
. dual use at all times. There are Ehree (3) tape recorders
- and one {J) turntable included in the cernter's console. Ten
~of the booths are equipped with recorders
" To request audio-visual eqU|pment notify Margaret Weiker,

lerary Secretary, in advance of the date of use. Notlflcatlon
. can either be done by: phone (Ext. 211) or by using an equipment
O request form.available in the leﬁ%Ty Office. The equipment
will be placed in ‘the classroom and removed when use is completed.
Requests for regular-usage (i.e.; every Monday night from
6:00-9:00 p.m. ) need only be made once per quarter Most
overhead projectors are permanently assngned to cIassrooms by .
faculty request.

INSTRUCTIONAL SUPPORT SERVICES o

A variety of servicés aré provided to facnIntate |nstruct|Qn
Equnpment and staff are available to laminate and/or mount visuals,
prepare transparencnes duplicate tapes, .photograph materials and
deveIop sound slide programs. Requests for,production services
should be- made as falr’ |n advance” as possible.

s

. FILM RENTALS S L ' L

- 4

“Film chtalogs are available for use in selecting films for
classroom showing. Film orders must be placed as early.as )
possible to insure ava|Iab|I|ty ‘of flI%s oh the,date sqheduled
Place orders in the Business Office.

1 > ¢
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SHUTTLE SERVICE .
. 4 oI\
There is a shuttle service several times weekly between
the Library in Bowling Green and.the Firelands Campus. Books
may ‘be checked out for the quarter and journal articles photo-

" copied. The Firelands Library has a complete.listing of main

" campus periodicals., .As time ‘permits subject bibliographies

of Bowling Green holdings will be 'done®at the request of faculty

. members.,

¢

Insurance (Student Travel Risk)-

~ Faculty members are advised that students should be
encouraged‘to participate in the University's insurance program
when engaged in official activities (such as field trips) which
require that they leave Firelands Campus--unless they have
signed official Waiver forms (available from the Business
Offiiil/f The charge to’the student is 15¢ per day. The
i2551Jctor should collect the money -from students and give it,
ih.addition to the names and social security numbers of partici-
pants, to the Dean's secretary. Waiver foyms, when signed,

~should be sent to the Office of the Dean.

w

This procéaure should.be completed at least 48 hours (2
days) before the trip is scheduled to be made. . -

r

DESCRIPTION OF HAZARDS . ' : . ‘ F

The'hazards‘against‘whicH insurance is provided under this '
policy are injuries sustained by an insured person while traveling
to and from and whlle participating in all activities, except

. the play or practice of competitive athletic activities, approved

>

:aqd sponsored by the University away from the campus. This

poliécy provides 2L-hour coverage for such actiyities.
h - 57“ 3

.

“BENEFITS AND COST | ‘ :

Y

When injury results in death or requires medical treatment
by a legally qualified physicial or surgeon, confinement within
a hospital, employment of a licensed.hurse; X-ray examination,
or ambulance use, the benefits are as follows:

For Death . Maximum Medical - .Cost per Day
$5,000 - $5,000 15¢

[}
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WALVER dE/ RESPONSIBILITY

Students not desiring travel risk insurance must signa
waiver' to that effect. Forms are available in the Office of the
Business Manager.

Keys

lg is the function of the Office of the Business Manager to
assign keys to all personnel, including occasional persons to
whom keys may be givenfor temporary and specific use. All keys,
eXcept those chargedto.fndividuais remain in the custody of the
office.

It is directed that all who know they have building and
equipment keys not registered in the Office of the Business
Manager report the fact at once and take immediate steps to have
Athe key(s) registered.

It is not the intent of this action to deﬁrlve any person
of the convenience of having a key or keys if his /her posntnon
justifies same. The purpose is to account strictly for all
keys and maintain a centralized office where keys may be obtfained
by those who have legitimate need for, them. Akso, this plan™
will remove fram all, except the Business Manager, the necessity
to make what is ineyitably an unpopular decision on occasions when
keys may be denied individuals. v \$

In the event University keys are lost or stolen, the office
should be notified, in writing, of the circumstance as soon as
possible. '

Library

For complete information concerning library hours, services
available and procedures for book.orders, reserves, and instruc-
tion in library use, refer to the latest edition of Library
Information-for Faculty. . T

SELECTION OF MATERIAL

Faculty and staff participation in the selection of books,
periodicals, and audio-visual software helps to assure that the
collections will be most useful for supplementing the curriculum -
and operation of the campus.
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Active participation dn the selection process 'in the area
of faculty and staff members’ specialization is expected since
they are best informed re]atlve to publtcatlon in their fields.

&4

Suggestions should be submitted to the lerary on request
cards that'can become a record of the action taken. Suggestions
should include as much information as is available about the work
requested. Complete information reduces the time required for
processing and, therefore, speeds acquisition of a ‘desired
title. : : i ‘

Request cards are available at the Library. The lerary
staff will gladly assist the faculty and staff members in the
location of books, book reviews, bibliographies, and other aids
to book'se]ection.“ ) :

~

ARCHIVES .

1

The Firelands Campus lerary has the respon5|blllty of

collecting the materials concerning the educational and adminis-
trative policies of the campus, as well as publications by and
about administrative officers, faculty members, students, and
others connected with the campus. Minutes, papers, correspondence,
committee records, histories or descrnptlons of the campus,
catalogs and reglsters photographs of and descriptions of .
student activities, programs, biographical materials, student
newspapers and magazines, and other publications should be
collected and preserved in the archives.

The Fireldands Campus lerary-also acts as a collection agent
for the Archives of Bowling Green and forwards materials to the
Unnversnty lerary for nnc]usnon in the Archives.

A1l faculty and staff members are requested to send coples
of any of the above kinds of materials to the Firelands Library
for inclusion in the Archives. It is desirable to have at least
two .copies for the Firelands Archives and two for the University
Archives. Please send at least four (4) copies of all Ppublica-
tions to the Firelands Library. If .you are in doubt about the
'value of materials, pléase request.an evaluation of them™before
disposal. Revns:ons are counted as new publncatnons even if no
significant changes are made. ©

Advisors are requested to remind student groups that the
Lnbrary/heeds to preserve the records of their act|V|tles

57
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Lockers . @ - ) ' °

University officials must have immediate access to all .
lockers. Only University-approved locks, as sold in -the Book- ,
store, may be placed on lockers in the North and West Buildings..-
Other kinds of locks will be cut and removed 72 hours after -
notification of intent.

*

Mail (Outgoing)

No personal mail will be posted unless stamps are affixed
or unless the Dean's secretary is paid for stamps. University
funds may be expenced only for OFFICIAL MAIL. Official mail
must be unsealed when given to the Dean's secretary for mailing.
It is then run through the postage meter--in contfast to the use ,
of stamps for personal, or non-official mail. .

If a first class letter is to be sent with material other-
wise eligible to be sent third class, please inform the-secretary
of that fact so advantage may be taken of ”spllt class' rates.

v ‘ Routine correspondence with offices or persons on the Bowl@ng

. Green campus should be noted as such by affixing ‘the initials
"E.M." (campus mail) on the upper right-hand corner of the
envelope. .

Personal mail should be sealed and stamped.

*O0ffice of News Services. ’ - : .

‘ " The Office of News Services is the official agency desig-
nated for the dissemination of Firelands Campus news and informa-
tion to the various news media. ’

about University-sponsored events, research programs, academic
accdmplnshment, student achievements apd Bowling Green-Firelands
Campus' continued efforts to provnde quality education to the
community. S

S

|

|
The Office of News Services covers news and feature stories

|

|

|

|

Because of Campus growth and staff limitations, it is diffi-.
cult for the News Services to keep in constant contact with all
campus news sources. Therefore, it is helpful if each faculty -
and staff member can keep the News'Services fully informed of '
significant activities. New projects, 'particularly ‘those of .
service to students and the public, academic achievement and
honors, and research are of special interest to News Services.
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The Offlce of News -Services may be contacted through

‘wrltlng, telephoning or persona] v|S|ts Offices are located

in the East Building. -

*0ffice Supplies

" Personnel Files

-Although we furnish some office supplies, our limited
resources will not permit, dur supplying you with some less"
essential’ items-on%n individual basis. Thus, yoy may have to
do a little sharing (or provide your own) when you need a desk
stapler, a three-hole punch, or tape dispenser.. We have had '
some- of these T'tems and we have issued them on a limited basis.
Some also are available for use in the officeof the Faculty
Secretary. , :

Supplies usually available for your official use include
blotters, gradebooks, thumb tacks, rulers, paper clips, scratch
pads, gradlng pencils, lead pencils, ball point pens, file
folders, file guides, stationery, legal pads, index cards, ditto
masters, and loose leaf binders. These are dispensed at the
Office of the Faculty Secretary.

ES

curriculum vita should be on file; you'may submit an ypdated e

’ les . " .
The Office of the Dean maintains a confidential persofnel
file on each faculty and staff member in the academic ar
Faculty/Staff Employment Record forms, .transcripts of academlc
records, and other documents are kept in this file. When you
publish a scholatly arficle or monograph, when you present a '
paper befare a lgearned society,, receive an important award or
otherwise *distinguish yourself in a profess:ona] or scholarly
manner, please file the information in this office. -A complete

4

vita at any time. Blographlca] information which you wish te*

‘make publicly ava;]ab]e should be placed on fl]e with the Office”
_of News Serv1ces s

[

- . ) 4

Posting of Notices

Experience has taught that the use of Scotch Tape (or any
cellophane-type tape) on painted or varnished surfaces results
in.pulling off the finish when the tape is removed. We have had
to. do some rFepainting in the buildings every summer because of
this. .. . )
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Use masking tape when it is necessary to post notices on
painted or varnished surfaces--which we hope will not be often.
Actually, it seldom is permissible to post notices on painted
or varnished surfaces and donng so without authorlzatlon can
result in removal without prior notification. Authorization,

can be obtained from the Buslness Manager, Room 114, East
Bunldxng ’ 7
. \ A
e Generally speaking, notices should be confined to bulletin

boards provided in the buildings for the express purpose.

No notices should be posted on doors and/or glass surfaces
at any time.

»

Purchasing

Firelands Campus organizes and administers purchasing in
accordance with responsibiiity and authority delegated by the
Vlce President for Operatlons of Bowllng Green State UnlverSIty

) No individual has authority to enter into purchase contracts,
~ or to obligate Firelands Campus~for indebtedness, unless
. specifically authorized to do so by the Dean of Firelands Campus
or the Business Manager. The term “purchase contracts!' also !
includes all rental agreements for any and all purposes--physical
education classes, intramural sports, pageants, plays, etc. Any
such negotlatlons are considered unauthorized purchases and the

-

|ndlv1dual may incur personal obllgatlon to the vendor. o

v ,All purchase requests are to be .oryarded to the 0ffice of
the Business Manager forAprocessing.
G + .
In the event you have questlons, please contact the Business
v Manager, (Ext: 238).

Retirement System-n

. e - s
" The deduction for Ohio State Teachers Retirement amounts

to 8% per month. For non-academic personnel the deduction for

Public Employees Retirement amounts to 8% per month. [f you

desire further information.concerning the retirment .system, con-

tact the Business Manager or call R.- H. Meister, Room 322

Main Campus, Admlnlstratlon Bu11dlng

.

i
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Schedule Changes (Student)

A o

Students must attend the sections for which they enrolled.
A student desiring to change his/her schedule Tust comp]ete
a drop/add form, have his/her advisor sign the form, and return
it to the Registrar's Office at Firelands Campus. Instructors °
will receive notification of sched%]e updates during the quarter.

3

Smoking Regulations ' e A

In academic buildings, smoking is permitted in offices and =
in other areas where ash receptacles are provided. The following
regulations, however, adopted by the Board of,Irusfees May 9,
1959, "apply particularly to classrooms: °*

"There shall be n0~smoking in any classroom, laboratory,
or other instructional room in any University building at
any time. All persons entering any classroom building or
the Library shall confine.their smoking to the areas in the
respective buildings in which smoking is permitted as
clearly indicated by official University signs posted in the
buildings, and shall refrain from smoklng in all other
areas of such building."

lnvconformity with University regulations; there is- No
Smoking in Classrooms; Laboratories, Restroems, Elevators

or other areas that;nmy be designated from time~to<time. -~ Fire-
lands buildings are equipped with strategically placed urns and
ash trays. Please use them and help preserve our facilities.

. Space Assignments

o

-

»

Requests for space assignments by students, student organi-
zations, faculty and non-university groups are made on a form °
which may be obtained from the Business Office, Room 114, East
-Building. This form should be completed, returned to Room l]h
for approval prior to the expected. date of use.

Approved assignments are signed by the Business Manager and
the Administrative Assistant (for the Dean) and entered on the
campus-wide calendar in the North Building lounge area. The
calendar is available to anyone W|sh|ng |nformat|on regarding
meeting p]acps and times.
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Conflicts and disappointments can be avoided by strict
observance of the space assignment and calendar regulations.
No-evént should be announced prior to receiving approval, in
writing, from the Business Manager and the Admiristrative Assistant.

Stﬁdent Records

A copy of all student registrations is retained in the -
Registrar's Office at Firelands Campus. {(f a student's name
does not appear on the class roster, or if the student is unsure
as to his correct section number, refer him to the Registrar's.
O0ffice at Firelands Campus. ) *

) Information concerning a student's high school record and
American College Test results are available for many students.

Instructors interested in this information shou]d visit the

Registrar's Office at Fnrelands . -

' Te]ephone To]] Calls .

There are two kinds of calls--personal and business. The
former should be identified when you ask the PABX operator to
place the -calls. She will then make a record, our bills will be
scanned when they arrive, "and you ‘will .be nétified of the’ charge.
Also, it is possible for you (and weoprefer) to have the operator
charge your “personal long distance calls to your home phone bill.

Long distance calls for business purposes should be made
‘qhly after you decide that the urgency of the matter requires
a call. Lettérs have the advantage of providing a record of
your requests, etc. Also, if it is not a personal matter, perhaps
you can tell the PABX operator or Dean's Secretary what you want
to know and one of them can include your inquiry on one of the’
other calls we may have to that same office on that same day. #»m‘@ii,a»m
This doubling up often saves the charge of a separaté phone call.

“Testing Services (See Counseling Services) - ‘ .

Travel Regulations

The follbwing are travel regu]éfions applicable to all '
full-time Firelands Campus instructional and admlnlstratlve
personne] : .
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Please note that travel (to conferences, conventions, etc. )
which would result. in an instructor not meeting scheduled classes
must be approved by the Dean of Firelands Campus from two-four
weeks in advance of the event. Travel request trip authorlzatlon
forms are avallable from the Dean's secretary.

Each full-time faculty member is allowed a maximum of $75.00
per year for reimbursement of approved travel expenses between
Firelands and the Bowling Green gampus on official, business,
and/or expenses in connection with attendance at professnonal
meetrngs, etc. ' S :

Travel expense reimbursement forms may be obtained. from'
the Business Office’ (Room-114 in the East Building) or the
Faculty Secretary s Offlce (Room 335 in the West Bunldlng)

I f you desire clarification of the regulatlons, contact
the Business Manager (Ext 238).

PERSONAL AUTOMOBILE o " ' '

1. .]3¢ per mile allowance, to |nc]ude all expenses incurred
except parking and tolls. : >

2. Only one. person may claim mlleage when two or more travel
together. : .

3. Driver is responsible for liabP4itx insurance. However, the

University carries a Travel Risk Policy for employees
while traveling on official Unuversnty business and a policy
\\\for Unnversnty~owned vehicles' > .

k. No mlleage is allowed for travel between home and Flrelands
~-Lampus.. e

Cw

.5.” -Allowable round- trlp ﬂ|leage between F|relands and the
Bowling Green Campus is 124 miles.

OfHER TRANSPORTATION EXPENSES . | "

1. Turnplke tolls and taxi fares. are renmbursaﬁ?e (no receipt
s reqU|red)

3
.

2. Parking expenses may be reimbursed provided receipts are
-submitted for cost exceeding five dollars.

y - 63
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TRANSPORTATION BY AIR, RAIL, OR OTHER COMMON CARRIER *

-
’

1} « Travel should be at the lowest availab]e convenient rate.

2. Recelpts are reqU|red for relmbursement .

LODGING GUIDELINES .

1. ' Receipts for lodging are required, and the actual cost will
‘be reimbursed. |f recelpts are not provided; the assump-
tion will be that the traveler obtained accommodations at’
no cost to the. UnlverSlty Travelers are encouraged to
obtain reasonable accommodations. If the -robm is shared
w th others, the rate should ‘be reduced accordingly. In
the event an employee's spouse accompanies him (her) on a
“trip and no evidence is furnished indicating the room rate
for single occupancy, thé.employee will be reimbursed
at no moré-than two-thirds (2/3) of the lodging charge for
.double ﬁtcupancy : :

MEAL GUIDEL INES e o

1.. When overnlght trave] is involved, the actual and reasonab]e
cost for all meals will be reimbursedg

2. Reasonable time: |If no overnight travel is invo]ved;vmealg
will be reimbursed provided travel is required outside a
20 mile radius of Huron, Ohio, and: ‘ "

a. Breakfast: If the traveler departs prior to 7:00 a.m.

b. Lunch: -If the traveler departs prior to .11:00 a.m. .and
returns after 2:00 p.m.

c. Dlnner: 9 If the traveler departs, prior to 5:00 p. m. ~and

returns after 7:00 p.m.

3. Meal expenses incurred during routine trips to and from
Bowling Green, Ohio, aré excluded from'reiTBgfseqent.

L, Reasonable allowances: The policy intends to defray the
actual and reasonab]e costs for meals,(no receipts are
requ;red) "Questions will undoubted4y arise concerning

"the maximum.cost which is considered reasonable. Therefore,
the following guidelines may be helpful. - )
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a. A 'reasonable allowance for meals is as follows:

In-State OQut-of-State
Breakfast $2.00 $2.50 . !
Lunch ' 3.00 3.50 .
Dinner R 6.00 : 7.00 .

'b. The actual cost for meals at conferences and other

meetings will be reimbursed if the amount is.in excess
of the maximum rates suggested above. Conference
literature containing quoted rates or actual receipts
should be furnished to ‘justify full reimbursement.
. 4
Other exceptions may ‘be authorized by the President, the
Provost, or a Vlce President through .the Dean of Firelands
Campus. -

REGISTRATION FEE GUIDELINES , .

S

-

»

Registrétion fees often include the costs for meals and
lodging.

Registration fees can be reimbursed in full provided a
receipt is submitted and provided written evidence clarifies
what meals and lodglng are included (or excluded). The
printed program, receipt, printed literature, or letter from
the organization indicating such explanation will be
acceptable.

o

OUT-OF-STATE TRAVEL

°

Jf travel is by car, the maximum mileage reimbursement

allowed shall not exceed the total equivalent cost of the lowest
ratqd airline fares for the number of employees trave]nng
. together. : .

MISCELLANEOUS EXPENSES

'

Rental of equipment, meeting rooms, state car expenses- and

other necessary and reasonable expenses -may be reimbursed (if
receipts are submitted for items costing $5 or more)

. 85




2. - Travel expenses for “field trips' involving student'groups

TRAVEL POLICY APPLICATIONS o ' B i T
- This. pO]ICY is applicable to all ‘University re]ated travel,

including all operating budgets, construction funds, and Federa]

private and other grants (unless grantor specifically authorized .

in writing that a different policy shall apply).

TRAVEL EXPENSE EXELUSIONS
1.  Expenses for guests,-tips,1entertainment;"f]ight'insurance,
alcoholic beverages, and State sales tax.

123

such as music activities, debate teams, athletic teams, etc.
are reimbursed on the basis of actual expense subject to
budjet limitations. The Dean's Office jis to be informed
forty-eight hours before a field trip is made.

" “ 4 @

PROCEDURES FQR PREPARING TRAVEL EXPENSE REPORT L :

1. The origfna] and twd (2) signed copLés of tHe‘trave] expense—)
report should be submitted to the Office of the Dean of Fire-
lands Campus for appfoval and subsequent processing. ‘

2. A traveler's signature on a travel expense report constitute€s
certification on the propriety of all expenses while on
- official University business.. Expense reports should be
sumbitted monthly or, at least by the end of each quarter.
ot 1 v . .

B . ;‘ B ~
‘3. Travel expenses are not paid in advance.
L, Expense checks will norma]]y be mailed to the traveler's

home address within approximately five (5) days after the
expense report-is—reeeived T the Office of the Dean of
Firelands Campus (provided the report ‘is accurate and conf~
plete. ‘Errors such as lack of receipts, insufficient
|nformat|on, etc. will de]ay reimbursement. untj ] c]arnfled)

5. Trips of two (29 or more days dgratlon may be grouped on §
" single travel form to avoid using a separate line for each
day. S .
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6. Trave] expense report forms may be obtained from either
thes’Firelands Campus Bubiness Office located in the East,
Bul]dlng, Room 114, ‘or the Faculty Secretary's Offlce

ﬁ% located in the West Buu]dlng, Room 335.
L]
7. Questlons should be-referred fo the Business Manageru i -

(Ext. 238).

-~

UNIVERSITY-OWNED AUTGMOBILES
1. _»The fo]]owung is an excerpt from the State Department
Tof Flnance Travel Regulations: " ‘

» )

”State Owned Automoblles

Aukomobi]es whlch:arelthe properfy of the State of Ohio -
may beyused only for official business:of the State and
" shall be opera&ed“at All times to comply with the pro-
visions of, the law and rules of the road. It shall "
"the duty of the"ppera}or of each State-owned motor: vehlc]e
to render every- ass:stance and courtesy to all other ’
‘travelers on the hlghway }When involved in any aCCIJent,
the reports required by law shall be made immediately “ N
Dtogether with-a written réport to the employee's immediate’
, superior. If any person ?ther than a State employee is
conveyed in,a State-owned’vehicle, it shall be the duty
of the employee to notify such person that he shall be 5t
conveyed only at his own risk." '

In addition, to- the .above, the fol]owung,guudellnes have .
been developed to assist us with regard to oyr veh|c1es . .
2. VWhen lnvolved in any accudent, a wrttten report is to be ’
’ submitted to the Dean*eﬁ—F+re+andSw€ampus.
3. -Out of State travel is not permnssub]e .
e . '
4. Routine visits to the Bowling Green campus to attend ¢

departmental meetings, etc. will be chargeqd to the trav%l
all&wance of a full-time faculty member at the rate of

10¢'per m|]e . RN
5. .Students tnavellng in-a UnIVeFSIty owned motor vehicle
must be insured (see Insurance-Student Travel Risk). ‘

Arrangements for Unnyersuty insurance ¥overage must be made .
48 hours in advance of the trip through the'Dean's secretary.

- .
4 #

. . . - :

1 .
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6f Arrangemﬁts to use Univereiti owned vehicles ‘should be ..
. made with the Busaness Manager- 48 hours in advance of the.
) p]anped trave] to assure ?ou of thetv avan]abbllty L Wi
: rY .- ’ )

Tutor¥ng Services {see Counseling Services) : .

. R P v Y o . .9

"~ N R

- Vehicle Régulatioﬁs : oo :

Y

Faculty members and students are to read and comply with

Firelands" Campus Motor Vehicle Regulations. for 1975-76.+ Decals .
- are tc be attached to the rear bumper as specified. Regu]atiohs )
"and decals may be obtained at .the Business Office, Room 114, e
' East Bun]dlng , ’ . .- :

» -
. -

Parking regufﬁilons are enforced durlng dayl ight "and evenlng )
hours. Do not’ park on-main drive, ramp-loading dock, service R
circle, or service court behind North Building. The entire area
. from Rye Beach Road to our buildings is desngnated_a Fire Lane-- »
as is the ring Toad on the perimetér of the parking 'lots.: Visitor -
"parking (15 minutes) is permitted around ithe outer edge of the

frvnce cnrcle--except for an area at the fire hydrant., You are ” .
., advjsed to ‘bécome famllwar with penalties for v10]at|ons as . sl
éﬁumerated\ln the Motor»Vehlc]e Regulatigns. Flnes ‘are pald ¢
at .the Fl{edands Business .0ffice or to the‘Unnversnty Bursar.’

] ,Gradechj %ﬁudents are wnthheld at the//onclu5|on ‘of the quarter 1

for thos o have fines, due .
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IS){ZDDG Bowling Green State University  Office of The Provost
= ; : Bowling Green, Ohio 43403

October 6, 1975

MEMORANDUM -

&

TO:  Cabinet, Deans, Department Chairpersons, SEC v » L

©

: , - - I
FROM: Sheldon Halpern, Vice Provost for Faculty Affairs Q'H/

RE: FACULTY PERSONNEL MANUAL

Attached for your use (and comment) is a draft policy and
- procedures manual in the area of Faculty Personnel. Eventually,
s it will be revised and integrated into a University-wide
manual being compiled by Resource Planning.

The Academic Chartér, when, finally approved, will be attached
and cross-referenced throughout. In the meantime, the
Faculty Charter should be used as a companion document to
“this. . " a

Although I have tried to make the manual as inclusive as

~ possible, I cannot guarantee that there are not important
omissions. Please do not consider this draft as the last
word on anything.

SH/ec

Encl: - - 69
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BOWLING GREEN STATE UNIVERSITY FACULTY PERSONNEL MANUAL

SUBJECT: University Policy on Faculty . DOCUMENT NO:. I-A-10 .-
' Appointment and Tenure- 4 ‘ N

"PAGE } _ OF 5
SUBMITTED BY: Senate

APPROVED BY: Board

‘DATE OF ORIGINAL DOCUMENT AND AMENDMENT DATES: May 10, 1968;
‘ May 20, 1971; August 27, 1975. : - A

EFFECTIVE DATE OF POLICY/PROCEDURE: August 27, 1975

I General Policy. In-order to insure instructional service

of high quality in an atmosphere of academic integrity and mutual
confidence, it -is the policy of Bowling Green State University °

to provide stable employment to every faculty member during the
period of his coritractual service to the University and to provide..
assurance of opportunity for continuous employment to every qualified
faculty member who has attained permanent tenure as described in the
following paragraphs. : ' ’ '

II. Kinds of Appointment. Appointments to the .teaching faculty

of the University shall be of two kinds: ; :

A. A regular appointment shall be for tenure or for a probationary
period of ‘service leading tO permanent tenure on the teaching
faculty. A regular faculty appointee while on probation
shall be. evaluated each year. The appointment may be termi- _
nated by action of the appointee or by action of the University’
as hereinafter provided. : ' ' 41;

)

B. A temporary appointment may be full-time or part-time.

. 1. Full-time temporary appeintment shall be by annually © .
» renewable agreement and may continue for a period no -
longer than six years for an Instructor, five years for
an Assistant Professor or Associate Professor. - This"
maximum period. shall be reduced by one year for one year
~of prior full-time teaching experience at an accredited
college or university, and by two years for two or more
years of -such experience. Temporary appointment may be
terminated by action of, the appointee or by action of
‘the University as hereihafter *provided. '

2. Part-time temporary appointment shall be for service
less than full-time during a given period and/or for
any' period shorter, than an academic year:. "~ All part-time"
appointments shall terminate at the conclusion of the
-appointment period without further notification.

ITI.  Terms in Writing. The type and status of appointment or changes
in the type and/or status of appointment shall be in writing and in

a form approved and executed by the Uniygersity and the employee.
Fadu;ty rank (appointment); change in status (pSEmotion) and tenure

in an academic department shall not be granted without the consent 7ﬁ4,
of the department affected. In the event conseg is not granted,
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BOWLING GREEN STATE UNIVERSITY FACULTY PERSONNEL MANUAL

SUBJECT: University Policy on Faculty DOCUMEVT fo: I-a-10
(Continued) Appointment and Tenure,

PAGE 2 OF 5

..

“the academic department 1nvolved shall file a complete. explanatory
‘report with the Academic Council stating the reasons for not granting

the consent in the specific case involved. The Academic Council
shall be the final authority to sustain or reverse the original

"~ decision of .the academic department. Fallure of an academic depart-

>

ment to file a complete explanatory report as herein required within
fifteen (15) days from the date of written notification that a
specific candidate is nominated for appointment with rank in the
department affected shall constitute consent, except that when: .
classes are suspended for more than three days the waiting period
shall be thirty (30). days. The Academic Council may extend the

time perlods noted above for' an additional period of fifteen (15)
days in those instances where in its judgment such extenslon of

time is deemed adv1sable

&

IV. ProbationaryVPeriod " The period of probatiohary service on a

regular appointment to the teaching faculty shall -be six years for
an,'Instructor, five years for an Assistant Professor or an Associate
Professor. Appointment at the rank of Professor® (except VlSltlng
Professor) - shall carry immediate tenure.. All years of prior full-
time teaching service at Bowling Green State University and in
other accredited colleges and unlver51t1es, and/or all prior years
of other kinds of full-time employment deemed by the Unlver51ty to
be directly applicable to teaching service shall count in meeting
the probationary period requirement; provided, however, that in any
case the probationary period shall include full-time service on the
faculty of, Bowling Green State University of four years for an
Instructor, three years for an Assistant Professor and three years
for an Associate Professor. Part-time service and time spent on
leave of absence, excepting for the time spent on leave of absence
for scholarly act1v1ty (excluding study for advanced degrees) shall
not be counted as part of the probationary period. When a facuIty
member is promoted from within the University, his total probat-
ionary period shall be the number of years indicated herein for the
rank to which he is promoted. The probationary period for new -
appointments to the faculty made after the start of any semester,
quarter or other established unit of an academic year shall begin
with the first day of that period provided, however, that the
appointee served one-half or more Of that unit. If the time of
service was less than one-half, then the probationary period shall
commence with the beglnnlnP of the next academic period.

V. Termlnatlon of Appointment Pricr to Acgilsltlon of Tenure

A full-time appointment to the teaching faculty may be terminated
at the close of any academic year ‘during the appointee's temporary
or probationary period by written notice of the Unlversfty s

~intention not to re-employ him/her. *Such no¢tice must be given before

March 1 preceding the close of the first academic year of his/her
services at this University and before December 1 preceding the close

- of thn second academlc vear of his/her’ eérv1ces, and at least twelve

p I £
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-months in advance after two or more years in ‘the lnstltutlon.

Should the University continue to re-employ a person on full- tlme
temporary or probatlonary faculty appointment for a period longer
than that defined in Section II, subsection B above, such re-
employment shall. be understood to constitute an award of tenure
status. . TFor teaching faculty appointed during an academic year,
notices of termination shall be given at least three months prior
to the first anniversary of employment, as defined in Section IV,

at least six months in advance of the anniversary date of original
appointment in the second year and twelve months in advance of the
annlversary date after two Oor more years ‘in the 1nst1tutlon.

VI. Attainment of Permanent Tenure. A faculty member contlnulng
to serve under regular appointment to the teaching faculty after
the expiration of his prdbationary peried shall have permanent
tenure. Promotion to the rank of Professor during the probatlonary
period shall constitute immediate tenure. Promotion to the rank of
Associate Professor during the probatlonary period may be made with

immediate tenure. All faculty members serving under tenure'app01nt—

ment ‘indicated by their contracts with the .University prior to the
adoption of thlS statement shall continue on permanent-tenure.

VII. Meaning of Permanent Tenure. Permanent tenure on the teaching -
faculty of the Unlver51ty shall mean :the opportunity to accept full-
tlme employment in duties approprla&e to his training=and experience
as a member of the teaching faculty%through each successive academic
year at a salary appropriate to the appointee's rank. The permanent
tenure of a member of the teaching faculty shall continue until

death, resignation, retirement because of age or disability, dis~
continuance of his teaching position as a consequence ofa University-
wide financial exigency or for an¥ other reason which discontinues

or reduces a segment of tHe university's research or educational
program, termination of his appointment for adequate cause, or his
failure to accept within sixty (60) days a written assignment for the

~ensuing academic year of duties appropriate to his training and

experience as a member of the teaching and research faculty. Should
a -faculty member on tenure . challenge a written’ assignment and be
actively pursuing his challenge under University procedures, the
President may extend this~time limit for an additional thlrty (30)
day period to provide adeqguate time for such challenge. If requested,
a hearing as prescribed in Paragraph VIII below will be provided in
all cases of termination of tenure appointment. A teaching faculty
member may be offered and may accept at assignment to administrative
duties and position without interrupting or impairing his tenure
status, but tenure shall apply only to his rank and service in the
teaching faculty; an administrative assignment is subject to change -
at any time by action~of the President

VIII. Terw1natlon of Appointment for Cause. In any case of dis-

mls=al for cause, a teaching faculty member on tenure shall recelve
- 78
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a written notice that his dism%ssal is being considered. Such
notice shall contain a statement Of the reasons therefore, and a
" statement as to the rights of the faculty member to a formal
hearing before the Faculty Senate's Committee on Faculty Personnel
and Conciliation.. Within ‘ten (10) days after the receipt of such
written notice, the faculty member may request in writing a formal
hearing by the Faculty Senate Committee on Faculty Personnel -and
Conciliation. A formal hearing shall be held within thirty (30)
days after the receipt of. such request except that priorﬁto the
formal hearing a member of the faculty not a member of the Committee
on Faculty Personnel and €gnciliation (appointed by the chairperson
of said committee) may proceed informally and in confidence to
attempt conciliation. Such appointed faculty member shall not
subsequently serve on the committee in any formal hearing which
may be held-in the case. At the formal hearing the faculty member
shall be permitted to have an adviser of his own choosing who may
act as counsel, shall have the right to call witnesses on his own
behalf, and shall be éble to confront and cross-examine those making
chargeés and offering evidence against him. A full stenographics
record of the hearing shall be made available to all parties
,concerned. Upon conclusion of the hearing, the Faculty Senate
,Committee . on Faculty Personnel and Conciliation shall present its
report and recommendations directly to the Provost or President
within thirty (30) days. The Provost' or President shall accept
the report and recommendations as constituting the judgment of a
faculty  member by his peers in. the case. If .no hearing is
requested in accordance with the above provisions, or after a
hearing has been held and the report and recommendations made, a
decision in the case shall be made by the President within thirty
(30) days. A written appeal from such decisioh may be made within
fifteen (1%5) days thereafter to the Board of Trustees who shall
review the completd record of the case and make a final decision
-thereon. The Board of Trustees, however, and prior to making a
final decision, may require a further hearing, in which event.the
same hearing rights as stated above shall apply. The employment
of a teaching faculty member on permanent tenure shall be termin-

9 ated as of the date of the final decision of dismissal. daid

faculty member shall receive his full salary up to and including
_th@ date of dismissal.qnd for one.academic Year thereafter to be
pald in accordance with the terms of the then existing employment
~contract of the terminated faculty member. The salary for one
academic year shall mean the total consideration that the faculty
-member would have received under the then existing employment '
contract and shall :not be more' than the equivalent salary for one
calendar year. 1In the event that such dismissed -faculty member
becomes engaged in other employment during the time he is receiving =
compensation- from the University, the ,total remuneration from sub-
stitute employment shall be deducted from the finangjal obligation |
of the University. As a congition precedent to payment, the dismissed

s
’ . *. ‘7 ‘ «
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faculty member must inform the President of thes University in
writing as to a change in his home address or employment status.

IX. Obligation of Faculty Member. A faculty member having’rights
and privileges of permanent tenure shall have the continuing pro-
fessional responsiBility to keep informed in his discipline, to
render efficient service to the University, and to ‘abide by the
known régulations and procedures of the University. A teaching
faculty member serving' in an administrative capacity has a similar
obligation of remaining familiar with the developments in his .
~academic discipline. If a member of *he faculty desires to terminate
an existing appointmehtl or to decline a renewal -in.the absefce of
notice of 'nop-renewal, he shall give notice of not :less than-.three (3)
-months if an Instructor or Assistant Professor and of four (%) months
if an Associate Professor or Professor befdre the end of his contract

)

period. He may request a waiver of this prowvision. .
. <

X. Library Staff Member with Faculty Rank. The policies and
provisions described in the preceding paragraphs with respect to

a member of the teaching faculty shall apply to a faculty member
engaged in full-time professional library.se;vice on the staff of the
University Library, professional library service on an academic-

year basis being'substiyuted for teaching service wherever mentioned-.

XI.' Administrative Tenure by Special Action of Trustees. (Note:
The Board of Trustees agreed with Senate recommendations concerning
the removal of this section from this particular document.)

XII. Sanction.of the Board of Trustees. The applicable provisions
the foregoing paragrdphs are subordinate to and subject to the
lihitations, restrictions, prohibitions or regulations that.exist‘\b :
: or are imposed upon the Board of Trusteés by the Constitution or by
. : the statutes of' the United States or of the State of Ohio including
- but not limited to the rulings and interpretations by the several
agencies“thereof or by limitations in funds of the University as
judged solely by the Board. The terms and conditifons are subordi- .
nate. to and subject to the powers vested in the Board of Regents.

3

) The provisions of this policy statement shall be deemed part
- of the Uhiversity's employment agreement with each faculty member
- in consideration of his adherence to his own contractual commitments
. to the University.  The President of the University or other desig-
rated officers shall employ faculty members and enter into binding
contracts with them on this basis, with the full power and authority:
of -the Board of Trustees. , . . .

., _ SRR &
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_ Permanent Faculty. The tenured faculty of the Unlver51ty should comprise
those faculty members who have been certified by peer judgment to be

both qualified and competent to render hlgh-qualluy professional ser-
vice to a range of programs sufflc1ently broad sojas to reasonably

assure a continued need for their services, barrlng University-wide’
financial exigency or discontinuation of an academic program. Each

unit of the' University should have sufflc1ent permanent faculty .
to'provide the range of knowledge and specialized competencies : ‘
necessarily called .for by the nature of the discipline and the under- '
graduate and graduate degree programs offered. Probatlonary appoint- .
ments are made when the tenured faculty members pf a unlt are fewer N
than its needed number of permanent faculty.

Temporary Faculty. Every unit, some more than gthers, contributes
services to programs whose centers are elsewhere; usually through
general studies offerings. Although every faculty member is expected
~to part1c1pate in such service activities to some extent, the existence
of service activities, in and of themselves, doks not create a need
for permanent faculty. Therefore, to the degree that a unit engages
in service activities, it will have a varying number of staff on
temporary, adjuncd/ graduate assistant; doctoral fellow,.or other
non-regular contract status. Such temporary staff should be highly
qualified to render the service they perform, but should not be led
to expect appointment to the permanent faculty or for more than, a:
‘brief period. : ’ L

i
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; 1. Staff allocations (faculty and graduate assistants) are to be made 534
program. Within a department, program refers to the segment of the
department's activity devdted to a g1ve% program level' of 1nstruction
General Studies, Baccalaureate General, Baccalaureate Professional,

tlasters', or Doctoral. In 1nterd1sc1plinary,grograms the scope of a
program is usually obvious

2. To qualify for staff increases, a program must meet the following
conditions: .
*a. Show an overall increase in enrollment greater than :
16 per cent from 69~-70 to 73~74 -
~b. ., AID have an average FTE staff/lOO students not ‘more
v , " than 20 per cent above the mean comparable programs
in the other state universities of Ohio.

“c. AND show a contipuing increasing enrollment trend for
the three years 1971-72. to 1973- 74 greater than ‘or
equal to 5 697%. )

. d. AND exceed the Ohio Board of Regents ”standard” for
‘ faculty productivity of student credit hours per FTE
faculty member at the time the. pos1tion is authorized.

e, AND show no decline in total fall enrollments between
Fall 1973 and Fall 1974.

3. If all conditions are met, a program is eligiBle for staff increases,
prov1d1n" the quality of the program justifies ‘such an increase and
funds” can be .made available from reallocation of faculty salary bud-
gcts or from other sources. . . - ~

~

4, Programs are open to staff reduction (by non-repldcement, reduction
of number of tenured positicns available below numbeT of eligible
probationers, termination of temporary appointments, etc.) if

a. FIEL faculty/lOO students exceeds the average for comparable
programs in the state by more than 30 per cent

Q f / ;; ' s - E:()
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b. OR FTE faculty/lOO_students 1s greater than the average for®
A ‘the state and enrollment growth 1969-70 to 1973-74 is less
than 8 per cent. .

! .. 5
c. OR evaluation reveals that the quality of the program does
not warrant continuation at existing levels. ‘

5. Among programs open to consideration for staff reduction, the urgency

.. of reduction is greater if enrollfent growth since 71-72 is less ‘than
.5.69% OR the present staff fails to equal or exceed the OBOR standard
of credit hour productivity per FTE faculty.member OR there has been a
decline in enrollment from the fall quarter 1973 .to the fall quarter

i

1974. : Y

6. Reallocation of positions within a college may be made as the salary
budget for the college permits. Where'program reallocations rfesult in
a change in the total size of the faculty’of a college, adjustments to
the'tota;'salary budget for the college will be made by the®*Provost. - °

7. These standards will not be rigqrouély applied to programs established
after July 1971. - s ‘
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1ferred at the average salary level of the college or school.

~zation of a school or college will not 1nvolve transfer of funds to :
or from the school or college. ‘ : : : - o

Pos1tlons added, to or subt acted from a college or school s total -~
authorization on the basis of allocation formulae will be trans- - '

Reolacements for reasons other than retirement- w1th1n the authori--

Funds ;éleased by }etlrements will be negotiable as line items
betweer” the Provost and the Dean on a case- by-case basls. Lt >
. Ve
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The following policy will govern initial appointments on faculty con-

. ‘tracts for this year and the foreseeable future.

1. Normally, appointments will be by teméorary contracts with
total service not- to exceed three years. ’ .

2. Probationary appointment will be authorized only when

a. There is a demonstrated need to create or add to the
permanent faculty of a department or program, and

b. The state of the ma;ket‘precludes finding a qualified °
candidate to servgfon temporary appointment.

3. Prcbationary appointment will be made only when

a. The candidate has completed.allvreqdirements for the
appropriate terminal credentijal;.or
/
b. The candidate has been informed in writing that failure to
complete the appropriate terminal credential will result in
automatic termination after two years of service.

4. If a probationary appointment Js authorized, but not made, ‘it
must be re~authorized the follgowing year, ’ b

5
’
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I

Full-time Eaculty members (on tenure, term-or probationary appointment) may

be appuinted and assigned in several ways  These are identified in terms
of the: ' :

)

(1) Budgeting of salary by one or more colleges*, in which the faculty
member is said to hald a salary. '

(2) OGranting of faculty rank by a department in each of one or more
colleges, in which the faculty member is said to hold rank.

(3) Teaching or programming assignments in one or more colleges in
which the faculty member is suid to hold assignment.

“Regular appointments are those in which the facu}ty member holds rank and
sulary in a single college. )

Inter-college appointméhts'are those in which the faculty member on regular

appointment occasionally or regularly accepts assignment in ‘a second college,

and are normally made on an ad hoc basis without altcration of.the contract.
1 ) v . )

Joint appdintments are those in which the faculty member holds a salary in

one colle%?, and- holds rank and assignment in more than one college; rank and

assignmerf€_in both colleges are to be shown gr the annual contract.
cD .

Dual appointments are those in which the faculty member holds a salary and
rank in pore than cone college; proportional budgeting and assignment are to
be shown on the annual contract, which is signed by both deans.

A dual or joint appointment .should be made only when the faculty member will
be rendering distinct scervices in each college ( e.g., teaching or advisiag
majors in a specidlized professional program) and should not be made for ser-
vices which are appropriate to regular appointment (e.g., teachifig courses

or advising in pﬂggrnms enrolling students from more than one college).

Faculty members on dual or joint appointment should expect the evaluation of E
every department and college in wnich they hold rank to be involved in the . 0 "
decisions concerning tenure, promotion, or salary advancement.

ERIC | - 84 -
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In joint appointments, it is the responsibility of the dean of the college in
which no salarvy is held to supply information to the department and dean of the
salary collepe; it 1s the responsibility of the dean of the salary college to sce
to LU that due account is tuhen of performance and achieyement iu programs of '
the non-salavy collepe. : '

In dual appointments, in order to preserve percentage proportions of time and
Salary between the colleges, promotions and silary advancemeat must be agreed
upon Ly both deans. (A rimary assignment should be identified in one of the
colleges.)’ v

Faculty members on dual and joint appointments may participate fully in the
governance of each department and collcge in which they hold rank. Par-
ticipation in the governance of the university willP be mediated by the
salavy cellicege in joint appointments. In dual ‘appointment, one college will
be designated for this purnose st the time of appointment,

*All statements concerning colleges and deans apply equally to independent schools
and their directors. :

-

“
It




A

BOWLING GREEN STATE UNIVERSITY FACULTY PERSONNEL MANUAL

SUBJECT: Administrative Relationships of DOCUMENT NO: I-aA-70
Programs and Program Directors : .

- : ' PAGE: 1 -+Q0F 2

SUBMITTED BY: Dean, HCS
APPROVED BY:  Deans

DATE OF ORIGINAL DOCUMENT AND AMENDMENT DATES: July .26, 1974

EFFECTIVE DATE OF POLICY/PROCEDURE: July 26, 1974 .

1. Some program specializations function within the confinés of
the offerings of a single department, although in more than
one college of the University. Program directors are re-
sponsible for maintaining communication with the department
chairman, and with the deans of all colleges in which the
program may function. :

2. In the case of a program housed within a single department, the
program director reports to the department chairman who in turn
reports to the appropriate dean(s). Direct communication
belween the program directors and a dean may take place as nec-
essary. In all cases, the program director has an obligation
to keep the chairman informed of such communication.-

3. Staff needs, requests for new staff, and ecruiting and employ- !
ment for program faculty should take placde through normal s

'dgpartmental procedures. . - : -

4. Although staff authdrizations are made by the college(s), re-
Cruitment 1s a matter of negotiation between program directors:
and the department <chairman. The appointment is finalized
by the approptiate dean(s). ’ - .

5. The supervision of staff‘activities'which are directly involved
in program specialization should be a joint effort involwving . ‘ i
both the program director and the department chairman. :
‘ : . LI ‘ :

6. If the staff authorizdtion for a particular program specializa-
tion is not consistent with prescribed departmental standards,
1t may be necessary to adjudicate such differences among the
proyram director, chairman and the appropriate dean(s) of the
rcollege(s). ‘ ‘

7. Recommendations involving salary increments, promotion and

ce@nure considerations for those Sons participating in a

programmatically-oriented collede, may be -initiated in all

|

relevant cases hy the program director, and subsequently,

|Einalized through the chairman and the department. If there )
lare ‘unresolved differences, such differences may be resolved
©  iby the appropriate dean(s) of the college(s). T

- 86 . {/“‘_”” | | -i
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10.

11.

12.

13:

Scheduling of classes, determining class enrollments, teaching

‘purposes of adjudication to involve the approprxate dean(s) of

' Appointment of program directors will be made for amn initial

Curriculum changes, aithough“originating Witﬁin“brogram 55&23513
ization, must be processed through the regular departmental '
channels before final adoption by the appropriate college(s).

loads, etc., is a joint matter of discussion between the program-
director and the department chairman. IFf there are unresolved -
differences, such differences may be adjudicated by the ap-
propriate dean(s) of the college(s).

If there are other differences in policy bekween the program -
director and the department chairman, it may be necessary for

the college(s).

Program directors in the College of Health and Community Services
will be appointed by the dean of the College  of Health and
Community Services with joint concurrence by the dean and
chairman of any other department and college involved. The
chairman of the department does not have a final veto over

such appointment, but either of the deans involved does. .Eventu-
ally, formal procedures for the involvement of faculty in the
selection ‘and evaluation of program directors will be worked

out within the faculty of the College of Health and Communlty
Serv1ces .

twa year term. At the end of this term, evalﬁatyon will take
place. The reappointment is possible but not wired. The -
evaluation will involve the chairman and staff he home
department, as well as the deans of con;ract anaﬁﬁrogram col-
leqes involved. . .

Program directors app01nted for 1974-75-will meet Wlth the
dean of the College of Health and Community Services and the
dean of the college in which the home department is located
before the begipning of the academlc vear to clarify inter-
collegiate relationships, curricula and advising procedures.

There are some interdepartmental programs which are entirely

housed within a college;, and which normally report to the dean
of the college, such as the program in Graduate Business Admin-
istration, ‘and the program of Study Abroad. The guidelines in
this document do not affect the relationship between the dlreﬂtors .
of such programs and the deans and councils of their colleges.

87
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Deans' Council approved the followihg titles for faculty members who
are not regularly and continuously on the staff of Bawling Green State
University: ’ 5 T : ,
Lo : - =4

1. Adjunct Professor. Title reserved for those who receive no BGSU
salary. Furthermore, the title of Adjunct Professor should normally
be granted to someone who holds professorial rank at another
institution. ‘ o :

-#

2. Lecturer or Senior Lecturer. These titles may be used for persons
who are occasionally employed part-time, or for less than one year
at a time, but who regularly serve the university in this way. The
title of Lecturer may be held during the period when the faculty
member is not on contract and may be .continued during the contract
pertod. The title should be customarily expressed as Lecturer in
- + indicating the department or discipline. The
choice between Lecturer and Senior Lecturer showld correspond roughly

- to the choice between assistant and associate professor.

3. Professional Associate. This title may be granted in a- departmerit
or college, and may serve two purposes. First, for people who do not
have professorial qualifications, it may be used to represent the
‘kind of continuing relationship which would bear the title of Adjunct
Professor if gualifications permitted it. Second, it may be used
for a position comparable to the Lecturership which does not involve
assignment to credit courses to periodic employment by the university.

Recommendation for these tiktles may be initiated by a department oxr _
dean. In either case, the dean of the College in which the appointee
1s to hold rank approves and transmits the recommendation to the

Provost, who will approve or refer the recommendation back to the
. dean for discussion. '
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1. The title of University Professor shall be conferred upon members of
the faculty already holding the rank of Professor, whose creative
professional achievements are such as to have won them national
distinction and recognition beyond the limitations of a narrow field
of interest. -

- 2. Nominations should origindte with departments, and should be accompanieé-
by a list of names of persons with national reputations in the general
field of the nominee's interest; e.g., scientists, rather than °
botanists; humanists, rather than philosophers; musicians, rather.
than violinists; etc. - 4 -

3.- All UniVersity Professors and Regents Professors, active and emeritus,

shall constitute a committee to receive and review norminations. ' This
committee shall solicit the Jdpinions of the persons listed as references,
and make recommendations to the Provpst on each nomination. : S

4. Thé Provost, in consultation with.the Council of Deans, 'shall consider «
* . the recommendations of the committee and forward his/her recommenda~- -
;7 tions to the President and Board of Trustees for approval.

- s, Award of the title of University Professor will be by special resolu-
tion of the Board of Trustees. No more than one ot two’such awards

should be made in any year; none need be made ih any year. s

o

6. Conferral of the title of University Professor shall be made by the..
President at a special convocation, at which the Professor so honored =
will . be invited to deliver an address to the University community and
commynity at large. . . ¢

r
kY

7. University Professors shall be so identified in all official bublica-
< tions, shall be given prlecedence in all academic processions and
convocations, and shall /be accorded whatgver other horors and privileges
the President and Board!of Trustees deem approoriate. The title,
however, will carry no spécial stipend or other remuneration. .

89
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The ultimate goal of the Univeréity'is to staff all classes,

including resident credit and extensdion, in<load with regular
“faculty. - .. - ~ . ' ) o .

- : : oo N - )
Overload teaching or any -other form of extra compénsation‘may
not be used as a inducement in the recruitment of faculty.

Overload teaching, when neededfkis available to all members

Iy

of a department irrespective of rank and tenure.

N

Overload assignments are limited to two r

egular

academic year and these may not be made in succe
nor in the quarter following. compensation for n

classes per
ssive quarters,
on-teaching

~

overload assignment.

Overload~teaching is not available to faculty who have been
released part or full-time from teaching 8duties to engage in
research or other scholaxly endeawor. “In other words, overload
assignments are normally made to faculty already involved 'full-

time in teaching assignments. SimilarYy, no compensation for . =,
overload teaching may be made to administrative staff.

+

s

LN . . . J
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Assignment/Administrators

,  _PAGE 1 OF

SUBMITTED BY: VPFA

 APPROVED BY:  Deans

DATE OF ORIGINAL DOCUMENT AND AMENDMENT DATES: March 19, 1974
< . v V Y '
EFFECTIVE DATE OF POLICY/PROCEDURE : Academic Year, 1974-75
'L )

No, compensation for overload teaching may be paid to administrators
with exgcutive’ responsibility. Administrative staff may be compensated
if the appropriate supervisor has testified in writing that work on

the full-time adninistrative position will not be reduced to allow

time for teaching .or 'preparation. e

]
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“ PAGE 1 OF 1
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SUBMITTED BY: Ad Hoc .Comm., Status of Women ‘ ‘
APPROVED BY:  .Senmate . o ) ‘

DATE OF ORIGINAL DOCUMENT AND AMENDMENT DATES: ~ October 17, 1972

EFFECTIVE DATE OF POLICY/PROCEDURE: Academic Year 1972-73

- | | g a

In those divisions of the Univerity which have in the past employed
few or no women, deliberate and aggressive efforts to recruit and

__hiré qualified women should be ade.
, . 1

. LY . . !

Within the course of the next’t#ree years, every department and
program within the University should be able to demonstrate that _
-good faith efforts haveébeen made to bring the ratio of women faculty -
tn line with the ratio of womeh|Ph.D's available in the national pool -
of.qualified graduates of each profession. -
All .new positions and unfilled positions must be posted, announced
publicly, and advertised in the major professional publications and
other appropriate bulletins before candidates can be considered.
Lists of available qualified women candidates currently being \published
‘by professional organizations must be consulted, with no prior assumption
concerning mobility, ma§ital status, etc. ' : +
There must be an increase in ﬁhe representation of women faculty in
.policy-making bodies at all levels of Uhiversity operation. Administrators
should actively seek out and appoint women to policy-making positions
and committees. , o o B

s i , .
There must be an increase in the number of women appointed to the most

responsible administrative positions, including highest salaried categories.

4

i
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SUBJECT: Advertising for University Positions DOCUMENT NO: I<B-15
Faculty/Contract Support Staff : : )
' : : 4+ PAGE 1 OF 1
[ .
SUBMITTED BY: CHR - )
APPROVED, BY: Affirmative Action Committee .

DATE OF ORIGINAL DOCUMENT AND AMENDMENT - DATES :

EFFECTIVE DATE OF POLICY/PROCEDURE : ‘ o

In order’?ﬁf/pﬁesent University employees to be made aware of oppor-
tunities for advancement and to have an increased.amount;of_app1icant,f]ow
for employment positions, the following procedures must be adhered to by
each department chairman and area supervisor, ‘ ' '

. 1. Upon receiyjng-adthbﬁization to fill a contract position,
: " the department~chairmgn or.area supervisor will send
o notification to the Coordinator of Human Resources.

*

2. Notification will include:

a. Job description , €

b. salary range S _ «

C. .name of person to whom application should be made

d. deadline for applications and/or /credentials

e. amountof preparation and experience

f. date position is available: . : o .

g. “include the names of professional Orbanizations and/or
‘pub]icaﬁions with whom the position is listed.

3. An announcement of available positidns will be made in the ' !
Monitor or some-University publication on a reaular bdsis ‘
. by the Coordinator of Human Resourcés. The positions must
remain open for at least ten days after posting. -

AT1 applicants«for the position mysit be considered based
upon qualifications to perform the /job. Al] criteria for -
employment must be related to the jiohb to he performed.

4. ‘When professional organizations, ljcal agencies, and media ,
are contacted the statement of equal opportunity employment . .
must be included--(An Equal Opportunity Employer). ’ '

5. When a contract is to be offered, an Appointment Activity

Record will be submitted to the Coordinator of Human Resources, o C o
. serving as notification.that compliance with all recruitment
; regulations has been accomplished. ) o
. , . 3
> o S)E}
Q 1 “
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SUBJECT:  Information and Control Procedures DOCUMENT NO‘: I-B-20
Faculty/Staff Appointments ' o
. * o ‘ PAGE 1 OF 2

SUBMITTED BY: Provost, CHR. .

APPROVED BY: beans

~

N . l . ’ - - L3 . ' | ’ : -
DATE OF ORIGINAL DOCUMENT AND AMENDMENT DATES: .September 11, 1974
, ’ 8 : . - ' .
EFFECTIVE DATE OF POLICY/PROCEDURE: September 11, 1974

4 o

L3

1. As soon as authorizatiohs for new faculty/staff positions and/or
replacements are provided to the Deans/Directors by the Provost,
a deadline shall be set for position information to be reported
to the Coordinator of’ Academic Budgets on the.enclosed form
with a copy to the Coordinator of Human Resources.

2. position descriptions are to be sent to the .Office of the
Coordinator of Human Resources for appropriate advertising,
with a ¢opy to the Vice Provost for Faculty Affairs. The
Coordinator of Human Resources shall provide the Vice Provost .
and College/School office with information on date (s) and
publication(s) ‘of position advertisement. '

N

o .
3. A set of fulllcredeptialS'priorJto ah appointment is to be
provided to the Provost for only those candidates to be inter-
viewed by the Provost or the Vice Provost for Faculty Affairs.

4. A copy of Notice of Appointment together with the Appointment:
- "Activity Record should be ‘sent to the Coordinator of Human
Resources. The Coordinator.of Human Resources will notify the
Office of*the Provost and the College/School office that all
Equal Opportunity and Affirmative Action guidelines have been

met. . ‘ . , -

5. Credentials for appointed faculty/staff shall accompany the :
signed contract and Notigce of Appointment when' submitted to the
Office of the Provost. Credentials will be reviewed by the
Vice Provost for Faculty Affairs to ascertain if guidelines
issued for appointihents are being followed. v ’
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SUBJECT:{ Emergency Search &nd Screening : DOCUMEN‘T NO: I~BZ25
‘ Procedures (Contract Staff) . : S '

. '
) . : B -

PAGE 1 OF '3

: s
'SUBMITTED BY: CHR, VPFA .
APPROVED BY:  Deans R .  ' ' . |
DATE OF ORIGINAL DOCUMENT ANDﬁAMENDMENT‘DATES;‘“ octbbe} 25, 1974 L
. -~ ‘/ ‘! , ) . ' f
EFFECRIVE DATE OF POLICY/PROCEDURE: ' October 25, 1974
' ~ 1.  An emergency ICCTULtln“ situation e%lsts only when® Qg£é:ot th; following

condltlons exist:

a) A vacancy must be filled by a ﬁérticularxdatciand no ; .
temporary arrangements arve possible; i.e;, to cover L
classes or staff residence halls.
b) Information that the vacancy exists or will chst ls
L. received by the appointing person or ageincy thivty days -
l" ' : " or less before the necessary date.

!, ' S 2. +1If at least flfteen days' notice is given, thc following stcps_
will be taken:

v

s . -

a)" Local advertising thrcugh wﬁ;cever media are available '
b). Telephone calls to regional institutions to locate

candidates for possible interviewing -
- c) Snarcn of back files of unsolicited applications or

appllcatlons SOllClted by prior searches for 51m11ar )
acancies. - , L : ' 2

.

3. If fewer than fifteen days'notice is given, immediate notlflcatlon
"mo? ‘the Coéordinztor-of Human Resources can be substituted for step
- but steps 2b and 2c mus ‘be £o1llowed.

4., A documcnced racord of the :earch procedure, including all appllcants
considered and all contacts made, will Le submitted to the Office of

ltuman Resources, following the format of the AppOLntment Activity
Record wherever possible. Lt »

\
3

S, Contracts .issu=d under emergency procedures will be term only, non-
“renewable at tne end of-the current contract period. 'If the position
is to continue Beyond that time, rebular recrultment pxocedurea will be
followed. The person appointed throuﬂh emergency procedures may be
an applicant in that process, and on-the-job’ experience gained during
cinergency appoimiment may be con51dered as a quallflcctlon but not as
necessary one for all appllcants

, ERIC | T o ‘ o ]
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SUBJECT: Emergency Search and Screening - DOCUMENT NO: I-B-25
(Continued) Procedures (Contract Staff) = _ ’ , -
‘ i PAGE 2 OF . 2
o . -
- JRS . g - - -
6. Every dontract-issued under emecrgency procedures will bé accompanied by
s a cover letter containing the Eollowi?g statement: . .
This appointment was made on short .
netics, under circumstances not allowing
for muximum utilization of equal opportunity
, ardl affirmative action procedures. Therefove,
N - tiris contract wild not be venewed bevom! the”
. y stated teritination dave. Uf the position is
. [ *to be contimed beyoad that dace, you nay
’ che dnvited to apply” for vegulav appointment.
L]
L} . N
t
4 o
v 5
3
.
. J
i
h ] : N
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.SUBJECT:  Policy Governing New AppOlntmentS DOCUMENT NO: I-C-10
¥ . . A

' SUBMITTED BY: VPFA, Provost
APPROVED BY: ° Deans ' R .

DATE OF ORIGINAL DOCUMENT AND AMENDMENT DATES: July 12, 1973

a to Chalrmanshlps ‘
- - ‘ PAGE'l ' OF 2

.

)

4

v

EFFECTIVE DATE OF POLICY/PROCEDURE: Academic Year 1973-74

)

(2)

(3)

New chairmen and chajrmen.appointed to new terms may be appointed .to their
onsitions on a fiscal year or academic year basis. 1In addition to a base
- salary, each chairman will receive an administrative. st1pend based on

departmenta1 size as Tlsted below: , '
, Size of Department S Stipend
(full-time head_copnt including Firelands).

.4 . \
One to five members ’ L $ 500.00
Six to ten members . o © 1,000.00

i -Eleven .to twenty members : 1,500.00- )
Departments larger than twenty members - 2,000.00 ' SN

’

In the case of fiscal year appo1ntment the standard vacation period offered

‘w111 be one month. This does not preclude attendance at meetings of a scho]ar]y

nature or other meetings which would enhance the performance of the cha1rman s/
duties. ’ ' ’ A

The administratiie stipend is intended to compensate the chairman for the
extra regponsibi]ities and obligations which he or she assumes upon accepting
the Chairmanship. It does not imply that he may!not receive a reduction in
teaching Toad in order to permit him to oarry out those duties adequately and
compietely It is expected that every chairman will devote some part of his
working year to the teaching of courses within his department, 1nc1ud1ng half-

time summer teaching for .one summer term in non -doctoral departments. (Cha1r-

" men on fiscal year contracts who wish to take more than one month of vacation

may be granted a leave without pay dur]ng the summer session, the funds conserved

in th1s way be1ngused to compensate an act1ng chairman). Regardless of the nature

of the contract the chairman is responsible at all times for the d1rect super-
vision‘of his department , S)EB _ o _ .

&

. o> . R
R . . B & ’ ' o
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" SUBJECT: Poli,cy Governing\New Appointments DOCUMENT NO: :E -C-10
(Continued). to Chairmanships o 5 S
e L ' PAGE . OF

ot

(4) When a cha1rman leaves the chairmanship either by res1gnat1on or non- reappoqnt-
ment, he will recelve his next contract at his base facu1ty sa]ary for the aca=
demic -year plus an 1ncrement for merit where appropr1ate Merit increases tq
‘the base facu]ty sa]ary will be made as justified on the basis of performance
in teach1ng, research, and administration of the department. The adm1n1strat1ve
stipend w111 be increased only as requ1red by growth of the department but the:
table of st1pends will be reviewed and adjusted at regular: 1ntervals

L]

(

5) Should those chairmen current]y in office. who are not on f1sca1 year contracts _
wish to convert to such, they may do so in consultatlon w1th their Dean«w1th

~%he concurrence of the Dean and - Provost Otherw1se their contracts will rema1n
on.the present ba51s unt11 the end of their present terms of appo1ntment as —

chairmen."
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'SUBJECT: Summer Salaries ' . DOCUMENT 'NO: I-C—Zd

s ' PAGE 1 OF 2

» : . ) ‘ .
v
. . {

SUBMITTED BY: Provost
' APPROVED BY:  Deans ‘ .
DATE OF ORIGINAL DOCUMENT AND AMENDMENT DATES;  Spring, 1973;

EFFECTIVE DATE OF POLICY/PROCEDURE: - Academic year, l973-74' .

- P : ~
.

Chairperson Compensation

Summer - salarles for chalrpersons/dlrectors are computed on the
basis of 9/45 of the academic year salary. If-the department/scliool
is non~doctoral, the 'chairperson/director is ékpected to teach one '
course during one term of the: summexr sesslon' :

If the chalrperson/dlrector chdoses not to be on duty or not
to be available for ‘departmental responsibilities, he/she is entitled .
to'delegate these respon51b111t1es to an acting chairperson who ‘will - "
receive the chairperson'’s compensation. When the ‘chairperson/director
elects to be away for one term of the summer session, for exahple,
an actlng chairperson/director appolnted for the alternate«term shares
a portion (2/45 or 3/45) of the administrative compensation. Regard-
less of teaching or administrative arrangements, it should be under-
stood that chairpersons may be called upon to meet hls/her responSIbllltles_

at all times (Charter, Article VIII , Sectlon 6) : 2
- J & . . . v

.Faculty Compensatlon , 5 c R \

For determlnlng salaries of faculty for one term of summer school
1nstructlon, ‘the academic year salary is divided by 1/45 x hours "of
instruction for regular lecture or lecture lab courses. ‘Example (3, 4, 5)
~ J - .
For full guarter compensation the academic year salary is divided
"by -1/36 x hours of instruction for regular lecture or lecture/lab
courses. Example (3, 4, 5) . T

~No faculty member will be compensated for more than 9/45 of the
academic year 'salary during one term of the summer session nor for .
more than 1/3 of the regular academic year salary for the full quarter.

i

00
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A

] b
]

Non-regular faculty contracts dre computed on the bas¢ salary of
$8,400.*%/ In other words, no.salary is caleculated on a base salary:
lower than this amount. Salaries for visiting professors from other
univeérsitids arée determined on i

¢

FACULTY WITH SUMMER RESEARCH GRANTS WHO ARE TO RECETVE SUMMER

1

~

he same basis as Bowling Green regular,
fuli-cvime faculty unless the department .chooses'to offer a lesser amount.
. 7 : A s .

CONTRACTS UNDER THE GRANT SHOULD FORWARD THE PERTINENT INFORMATIGN TO -

THE COLLEGE: OFFICE IMMEDIATELY FOLLOWING AWARD OF THE GRANT, BUT NO |

LATER THAN THE. TIME SUMMER CONTRACTS ARE PREPAREDI.

H

. L ) i
. N [ . .
* 'See I-C-25,Part-Time and Overload Faculty Salaries, for currently
.updated figures. T : ' . .

D

LY . '
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SUBJECT: ° Part-Time and Overload Faculty o DOCUMENT,N0='.I-C—2§

Salaries . L
PAGEs_1 QF 1

- SUBMITTED BY: Dean Educ., CAB, VPFA

<

T Seotember 9, 1974; July 10, 1975. -

Y

APPROVED BY: - Deans . ' - o

- DATE OF ORIGINAL DOCUMENT 'AND AMENDMENT DATES’ S%Ilngq '1973;

3

. EFFECTIVE DATE OF POLICY/PROCEDURE:  Academic year, 1975-76.

=

[

. . . N = .
Per Credit Hour Rates for Full-Time Faculty Overloads on Gampus -
= L .

Professor - $480 - B
« . Associate 3Ys . o
.o Assistant s+ 315 ° ) o
L- ' Instructor 260

Lecturer 230 ’ )
Approved (4-1)

Ry

Per Credit Hour -Rates for All Other Part-Time or Overload Teaching

“

Professor $400
Associate 350 . .-
Assistant”® 300 .- : | L
. , Instructor ' 250 . o -
T - : C " . Approved (4-1)
| . . SR ..
. } " ;
. o :
< ' '
-3
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“SUBJECT:” Payfoll Procedires | ’ DOCUMENT NO: I-C-30 ,
2 . b o ,eAGE%_]_ .oF 4
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.APPROVED BY: * ¢ ' - - ‘ ; “ N g
. DATE OF ORIGINAL DC;CUMEN~T.P:ND AMENDMENT ‘DATES: .

LY . . . 1
» . o oL

'
T4

EF}?‘ECTIVE\ DATE OF POLICY/PROCEDURE:  Academic year 1974—75

' . .
- - ;s ! .
2 = 2t
NI

o~ .
- o5

© 1. BPLORENT . i : . .

©all contract employees are to be employed through the area
Viece President or, other area head. :
. Al ' < v \
Payrol1‘=uthorization férms are to be submitted for all
" contract payrdll changes to the payroll offlce at least two
. weeks prlot to "issuing such checks. : L s

2, CONSU.LIg.NT FEES .- . I

o -

" (a) .Any payment for consultant fees and/or services to a ,
 University employee will be processed through the payroll
department and will be subject to Federal, State; and City
-income taxes and retirement benefit deductions. Payment
‘will be 1ncluded w1th your regular University payroll
dﬁec&. oo ’

3. ‘PAYDATES - - ' . ) .
- .

, Facultyvsalariés for the academic year may be divided into either : ,
'nine or twelve equal installments as’ individually selected (option

cards must be submitted with other payroll forms approximately

two' weeks prior to the first. payroll). Anyone failing to submit

an option card will be included with the. nLne-lnstallment group.

Choices may be changes ONLY at the-conclusion of, any. optlon perlod" e
& by submitting a new card to the Payroll. Department prior to

‘ 'Septem?er 1. Checks are available- on. the l?;h of each month.

(a)

’

. (b). Graduate Assistant, Teaching Fellow, Resident Hall Assistant and
. N - Assistant Hall Director checks will be issued, in nine installments. - - e
-, The first quarter is divided into four (4) equal checks and the - '
. second and third quarters into three (3) equal checks. Checks '
are available the last working day of each month. Each quarter is .
divided into three equal checks, available on the lst of the month. .3

103 .

N >
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SUBJECT: Payroll Procedures o DOCUMENT NO: I-C-30
{(Continued) . ! . . v
o : , . PAGE _2 OF 4
\‘ . o L4 . . ) . - - - .
° N . : T ow
o |

(é) Checks for Admipiétrative PerSonnel will be available on the

last day of each month (or the last working day prior to vacation
. periods. R ? '

1 . - B . 2
: ‘ : . . i e - L .
"4.” CHECKS MAY BE SECURED BY ANY OF THE FOLLOWING PROCEDURES:»

(a) At the Bursar's Office Cashier Window,
" Administration Building in person, Jr
designated,;n writing, or :

 Eirst floor,
by any messenger °

-

(b) Department secretaries may- secure departmental checks;
however, security and prompt dist%ﬁbugion should be _

) d i . provided. Designation should be for the academic year,

' : and the list submitted to the Payroll Office two weeks

preceding payday, or _
(c) By signifig a Payroll Office authorization card to deposit
checks at a local bank~(deposit reteipts and earnings

statements will be forwarded a few days later by campus . - '

| mail), or v * "

. . . - .
.

(d)ﬁ By written authorization to the Payroll Office checks will
. : be.mailed to the home addresses. 3

‘(e) Payroil checks for employees at Firelands‘Campus and the’
. branches are automaticdlly mailed to their home address.
5. CITY INCOME TAX' « - o

3

The preceding salaries are subject to the' one ‘and one-hialf
* .percent Bowling Green City Income Tax. The city income tax will

- be deducted for the City of Bowling Green unless the emp loyee R

notifies the Payroll Office dtherwise.

A

6+ PAYMENT DATES FOR STUDENT STIPENDS FOR RESEARCH GRANTS AND S

INSTITUTES :

o . o . _ o
-+ Paymént dates for student stipends for research grants. and
‘inscitutes should be clearad in advance by the.grant director with
’ the Director of Restricted Fund Accounting in the Business Office,

]

. Room 322, Adm. Bldg. . ‘
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(Continued)

.PAGE 3 OF "4

10.

11.

. . SICK PAY EXCLUSION FOR FEDERAL INCOME. FAX , ;

" or Area Head may file your absdnce record with the Business Offjice

INSURANCE ' ‘ S

Blue Cross, Surgiéﬁl, Group Life Insurance (John Hancock @ - r .

Ihsurance Company) and Eduéators Mutual Insurance. All questions
should be referred to Office ol Vice President for, Operations,
Room 205, Adm. Bldg., Ext. 22126.° . Y

1

All insurance deductions (except those for Educators Mutual
Life Insurance) are made on the same basis as the iadiviaual's pay ' -
basis, i.e. 10 paychecks = 12 equal deductiocs.- Educator Mutual
Life Insurance deductions are made on a l0-month basis, but cover
12 wonths. " ) :

The Group Life Insurance premiums covering term lifé insurance
and major medical insurance are currently ruled nontaxable income
for ‘both Federal Income Tax and City Itcome Tax. The gross earnings Y
listed on the annual W-2 Federal Income Tax earning$ statement has ;
been reduced by this _amount. ‘ s : ) ' N

o ) . P

9
TAX+ DEFERRED ANNUITIES ' .

B
a . -
. W2y .

For information on tax deferred annuities, contact Mr. Russell Meister,

Insurance, Administration Bui%ding, Room 322. : , .
v

"

k]

3

N -

v If you are entitled to a7sick pay exclusion for Federal Income
Tax purposes, notify your supervisor so that each Vice President
prior to the end of the year. You will then receive a statement of .
such entitlement which should be attached to your Federal Tax C
Return. ) . ) e . o '~ : v

BONDS . : _ o

(164

-

v

. ) . Wi ‘.
Anyone desiring a payroll deduction for U, §. Savings Bonds

shiould complete’ the necessary authorization card at the Payroll

Office, Room 325, Adm. Bldg. 4 = ' '

' STUDENT TTMESHEETS - . S o

Hourly student employees are to be employed via the Scudedt
Personnel Office in accordance with the approved wage scale, ) .
Students are paid at two—weekvinterv%£§—-evhry other .Friday. Each - . = .
payroll perjod begins on Monday (on Sunday for certain areas). Time-
sheets for each two-week perfod are to be submittad to tha Payroll ,

Office by 5:00 p.m. on the Tuesday following each payroll period. N
Payroll checks are available gqn the'seqphd Friday morning thare-
afcter, at tha Rursar's Offige Cashier Window, First Floory Adm. Bldg.

~ . . . - ‘

[ . 10 5 ° - “
. . " N N . s
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BOWLING GREEN-STATE UNIVERSITY FACULTY PERSONNEL MANUAL

SUBJECT: Payroll Procedures _ -, DOCUMENT NQ: 1-C-30

(Cantinued) o : ) 3 : -

| - o ' PAGE 4 OF 4 .
12. NONACADEMIC PERSONNEL ' - | S P

All research, office, maintenance and other nonstudent personnel
(excluding faculty and administrative) ave to ‘be rmployved throuwzh
"~ the Nonacademic Personnel Office, Shatzel Hall, in accordance with
the approved wage scale. Payroll rates, hours of employmnent, et
cetera, are to be determined by that office. Nonstudent timasheets
R for hOurly employees are to be submitted on a biwveakly. bﬂslssby
five o cloc on Tuesday to th Fonacademlc PersQn1;k Othce

<

-

Departments using timecardsdare to submic chbm each rfonday
sogning (Eor the previous wedk) to the Tlmekeeplno OEE‘LQ Room 313,
«Adm Bldg, - L 4

.
R T -
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Policy on Federal Tax

SUBJECT:  University DOCUMENT NO:I-G-35 -

Withholding from Payroll > - <
T : _PAG‘E}.»].,,-“ oF 2
. o ‘ ‘ . : : o ) P - R
SUBMITTED BY: VPQP , | ‘q; 5
L ' \ o, o
APPROVED BY: . : .

-~ . AR “‘A

“hDATE‘QF CRIGINAL' DOCUMENT AND AMENDMENT DATES: Vo date available

. [
. o :
»

EFFECTIVE DATE ‘OF POLICY/PRCCEDURE: Yo date available’ -°

.The'UniverSLCy has followed a pof}c}_of_ﬁoc.interEerihg with personal -
Faderal Income tax macters of faculty or seaff members, Because several
quescions”hate beeq raised by faculty members concerning largzr Federal e
tax withholdings an explanation may be helpful in your fimancial planning.

~
. 3

" Firsc, irsshould be aocad chac the University is required by law to

o adhers to thegyichholding requirements of the Internal Revenue Code, This
requirement stems c¢lear with liccle if duy possibility for Universicy ar

Ladividual option, - ' : - :

Secondly, provision of paragraph 31.3402 (g)-1 of the Incernal Revenue
Code require thac all wagas paid coacurremtly within a Payrall period shall
. be aggregatad and the amount of tax deterwined as if the aggregace conscituted
2 single wage payment for the “regular payroll period. Thus, if a faculey
member has elected to be paid on a ctwelve check basis and he teaches summer
school, the abova regulation will resulg in a substantial locrease ia wich-
holding cax for either or boch of cthe alevench 2hd cwelfch Sucmer checks.
However, the net annual iﬁ&bme tax liabili:zy would ba approximately the
Same as compared with payﬁeh&s'spread evenly duriag che calendar year, Any

iIe;ﬁwLEhholding which may otcur as a resulc of these uneveq Wage payments ! )
refundable 2t the time of filing “individual aanual Federal tax recturns, , ‘
»-Similarly, any tax due is payable ac thac time. ‘ b

The followiag scatezmencs Summdrize the tax calculations listed on the

o

, following table, Each example refleccts the amount of tax wichheld for-« ¢ ‘
selecced saléry levels oq bocth the teq and twelve-month pay options. The Lo

table refleccs calendar year 2arnings, not the academic year salary, Alsa, :
: o — . . 4 :
other souvrces of locome may change individual tax situations.

s v . .

l, The federal withholdiag tag tables are wvalculaced op the assuamption
that earaings will be-telacively cansistent throughout cthe year,
. Aay month for which cthare I1s 00 income may resule in “under~wi£hholding“;
any chacg whicg_pyramids-earnings for two Pay periods may resulc in
“over—wichholding”. : - "

F
- L . . g . . . . - . ¢
2, "For Taculety employed <duriaz che academic year but noc during che summer; .

.

. B t
. . it . . . , +
(2) Based upon ths same salary, more federal tax Will be withheld _
© uader the ten-pay coiion (as couparad wich Zhe cwaLVE—pny option).
N ’

»

. . -~ X . . - o » . . 2 -" .
(b) The differeqce Wwill range frog approx;macely.SlOQ - 3350 per
78cr, depeadiagz upoa the salary eacned. -

L)

e o 107 e

- ’
. . - .
‘WHM7H ‘ . . | :
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SUBJECT: . = University Policy on Federal Tax b DOCUMENT NO: I-C-35 o
. (Continued) Withholding from Payroll : . e ™y
: . ’ : ' z PAGE OF 5 -~ . .

. : . —2 —2 .t
L . x"'~ ¢ .;’
- » g 4 -
. \>,~ \ )
- .- . - ’ .- - ° . RN
. 3. For faculty euiploygud both during the summer aund the academic year: <
'“(a)' If the academic year s‘alary is pdid in ten (10) equal checks, -
- the summer tax/withHeld will be computed at the normal ra¢éa’, 1
(b) However, if the acac‘lemic“year salary is paid iny twelve (12) & -
) ~equal checks, the summer earnings will be added to your eleventh . '
- and/or twelfth check, so that a.much lareer amount is‘deducted DR
for ‘summer tax. Please note that-the tax deducted from this Yol 1
one summer check may be $250' - $550 higher than might be ot
' anticipated:- - ’ i L it LA
(c) More tax i’ wizchheld under the twg:lvé-month pay opgion. o
If you should have further equegtions, do not hesitate to contact the .
~ Payroll Office or the Busigess Office. - ¢ { :
. . : , < ,.‘.
. & - o > * i
. ’ & _ ‘ : 4 “
.Y - ° - . . '
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Ry . . . N * . ‘ ‘ 8 26 75 K
, r . BOWLING GREEN STATE UNIVERSITY . : . /26/
’ . INSUBRANCE PROGRAM : ;
"I.  John Hancock Group Insurance Plan <‘

\ Participation in this plan is part of your salary contract and an amount
equal to your contribution is included in,” and will be daducted from your 9
pay. Covegage consists of Life, Accidental Death anhd Dismemberment, Long- '
. Term Disability and Major Medical insurance on eligible employees and Major
‘Medical insurance on eligible dependents, _The Life, Accidental Death and
Dismemberment and Major Medical coverages become effective on the date the
‘employee assumeg active{employment and- the Major Medical on the dependentg
of the employee becomés effective at the same»time.’/Loag-Term Disability
coverage becomes effegfive for the eligible employee one year following
the first day the enployee assumes active employmeat, Details concerning
benefits, costs, bedeficiary selection and claim filing are described in
the John Hancock booklet and on the attached sheets. o v

&
>

- NOTE: Please cotiplete the John Hanééckmenrollment (Blue) card.

~ " . ‘ ’ . k-

- ~ -

' & ' ' N .
. LI. John Hancock Dependent Life Insurance i .-

Employees eligible for the Joha Hadcock Groﬁp Plan (Item ;) may insure their /ﬂ\\/)/*

spouse and children for life insurdnce., As a new employee, you may enroll. 3

your dependents at this time, with the coverage becoming effective on the

date the employee assumes active employment.” If you do not make application

during this period but decide to at a later date, the John Hancock Insurance !

Company will ask for evidence of insurability-on your dependents. The ‘

application for thig plan is on a voluntary basis and the laws of the State

of Ohio require that the employee pay the full cost of the coverage, Costs, _

coverages and eligibility of dependents are described in the'enélosed (green)

folder and cost information sheet, * ' ' :

. (d,‘q 4 - . ‘

NOTE: Blease complete the Dependent Life Insurance enrollment °
(Yellow) card, if you wish this"coverage.(’ '

III. HospitalZSurgical—Anesthesia-Medidal Insurances : —— , s

)

THe University pays the cost for the employee portion of Hospitalization 4 l
inéurance‘and for ‘the employee and family Surgicai}Apesthesia-Id Hospital .,

. Medical insurance. Should the employée wish family Hospital coverage, he
must pay the difference between the single and family rate, The coverage
for our Hospital-Surgical program is with two carriers. " Blue Cross provides
Hospital benefits and John Hancock provides .the Surgical~Anesthesia-In -
Hospital.Medical benefits. As a new employee, you may enroll in Blue Cross )
at this time or if you presently are a dember "of Blue Cross, you may transfer
to our group. Your Blue Cross coverage ﬁill‘Bécome_effective on Hg first
of the month following your date of hire providiag you enr®ll or transfer
within 15 days from your' employment-daté. Also, participation in| the Blue
Cross plan will reduce the deductible required by the John Hancoc Major
Medical ifrom $400 to $100. If you wish’ the Blue Cross insurance, complete

the enclosed enrollment (whité) card. * If'you do not want either the single"
or family coverage, please gign the waiver on the reverse side of the card.
It is not necessary to complete a separate earqllment card -for the' Johg . :
Hancock SurgicalfAnesthesia~In Hqspihal'ﬁedicél coverage., . R

. o | ];()g) . ;i . ‘,. ' e ‘. , | .




Iv,

V.

n _ ‘ ‘ 8/26/75

>

The enrqllment card (Blue) that you completed for the John Hancock Group
Insurance (see paragraph #I) also serves as your Surgical-Anesthesia-In i%ﬁ
Hospital Medical earollment card., Benefits of the hospital plan are A
explained in the Blue Cross folder, and the surgical plan benefits are

stated in the John Hancock booklet, Family cost ig shown on:the attéched

o

-- Cost Information Sheet, s

o

’

IMPORTANT: = If you are presently a member of*Blue Cross and
are transferring to this program, it is essential - -
that you complete the section, "Are you enrolled
. in a Blue Cross Plan now?" on the enrollment card.

3

Educators Insurance Company Incdome Protection Plan :
~ . >

Mohthly benefits are providéd by this program for total disability due to .
illhess or injury. Two plans are’offered:‘ Plan I - benefits up to one year, .
and.Plan II - benefits up to 26 weeks. ;Ihese plans coincide with the John . =
‘Hancock Long-Term Disability program. Plan I provides protection for the
first year when the new employee ig not eligible for Long-Term Disability
coverage, and Plan II provides coverage during the six (6) month wﬁr?i g
period after the new employee becomes eligible for Long-Term Disability.
'New employees eprolling in Plan I Aautomatically change to, Plan II at the
"end of the year. The eaclosed brochures describe the various inclome plans
available and the costs. You may select the amount of monthly benefits
best sdited to yout needs, but in no instance can it be more than 80% of your
income. The application for- the Educator Plan is on a.voluntary basis. If
you desgire this insuragce, application, forms are available in the Insurance

" Office,. Room 322, Administration Building. *

% : . s,

v .

r

4 N

Travel Risk Insufanée

.t »
.

This  accidental death and dismemberment insurance covers, .all active full-time
administrative personnel and faculty members, part-time faculty members,
graduate assistants and teachigg fellows, while traveling on the business of,

% and by aésignmeqp of, T with éuthotization of,’ the University. This coverage

- VI.

1s provided at no .cost to the individualoand.de&ai%ggqf\tne:insurance are -’ .
explained in the attached-TraveL Risk Insurance sheet, A cardmieffgesignating
s @ beneficiary for .this insurance is also.enclosed. v e
‘ .

. ‘. ¢B .‘,:' -

3 '3 ? 'Y
Premium Paviients

.o . . i : L

Premium ‘payments for insurances will be made g&*payroll deduction. The John - _

- Hancock"Ggoup Plan, the John:.Hancock Dependent pife Insurance, and the Blue *
Cross family premiums will be deducted in ninef payments for those individuals
receiving nine checks,*andthelvé’payments for individuals receiving twelve -

~ checks. Deductions provide coverage for twelve months. In all instances;,

" the pfemiums for the Educator's Income Protection Plan are based,on nine -

..peductions or twelve months' coverage. (See attached Cost Information|Shegﬁ
for ingurance cpsts).i : ‘

- 110 .- | o j,




VII. Enro%lment Cards . . -

] : ’ N . N . ‘ ' . c
Please complete all enrollment cards. and return to R.. H..Meister, In$urance
Office, Administration Building, Room 322 within 5 days- AShouid you-desire °

assistance, contact Mr. Meister at ‘extension 2-220%.-

1

- . -
1 .

VIII Insurance claims. o ' : e s ' :

To collect benefits for Surgical-Anesthés;a~9f In—Hggpﬁtal'Medical claims,
it is necessary to complete a John Hancock claim form. These forms are
available from Mr. Meister, Room 322, Administration Building, Extension
2-2203, A e .

©~ Also, claim information on Death, Major'Medical,*EAZ'Long-Term Disability - 4
~ insurance, add‘gnformation reg%rding the status of your insurance in the event
of leave of absence, disability,’change of beneficiary, termination or retire- -
ment, may also be obtained from the same office. DPleake feel free to avail.

yourself of our services. at any time. ’

.
~1
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" BOWLING GREEN STATE UNfVERSITY’TAX-DEFERRED ANNUITY PROGRAM -

Federal legislation.zgggles employees of educational institutions to lnvest b
money and to reduce .tMelr ‘taxes at, the same time through a Tax-Deferred

Annuity Program. The Board «of Trustees approved .the AETNA Variable Annuity
Life Insﬁrance Company (fprmerly the Participating Annuity ‘Life Insurance
Compzny ~-_PALIC), Teachers Insurance and Annuity Association-College Retire-
ment Equities Fund (TIAA-CREF), and the State Teachers Retitement Swystem (STRS)
as carriers for the plan. For further information concerning Tax-Deferred
Annuities, contact R. H. Meister, Ingurance Administrator, Room 322, Admid-
istration Building, Phone 2-2203, - : '

LIS

4

General Informatton Concerning Tax?Defefred Annuities

I. Employees of non-profit organizations may invest in a tax- :
deferred.annuity with gertain potential tax advantagesg. . i

- - If a voluatary salary: reduction is chosen for purposes of
a tax-deferred annuity program, such reduction mugt be ; i
authorized in ﬁriting and the amount of the reduction be

: contributed to a tax deferred énnuity. The ‘amount of the
~ reduction aad earnings on that amount are excluded from

federal income tax in.that taxable year. j

4 A N

- 3. Amounts received under a tax-deferred annuity either in ..

monthly payments or a lump sum are taxable during the year
in whichfthex'are received. : :

4, - The maximum éa}ary reductibn that may be made 1s determined .
by a formula called "Exclusion Allowance'. An explanation
of this allowance~will be made by ,the insurance represemtative.
- Contribuqion3°m§;‘be increased or decreased once during the
tax year and[an be discontinued at any time, " g

6. Tha tax-deferred anauity comtract shall not contain ‘provision

for any type of insuranceﬁother than annuity,

7. The voluntary salary reduction affects the amount of taxable
inchg for‘Federal and State Income tax. City Income tax,

. contributions for the State Teachers Retiieggnt System and
the Public Employees Retirement System are based upon salary

prior to the reduction. y

¢
. : B s ~
% i 2
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: ' ~° Below is a list of types of beneficiarfes

-, ahd the standard wording for eatl type °
Type JEhBeneficiary T : Stan&ard Wording |
I, Insered‘s Estate 7 | E My Estate |
2. One Benefieiary " Leslie R. Lgndstrom, Wife
3.2 One Beneéiciary a | 'Bowling Green State University ,

. _ Foundation, Inc.
4, One Beneficiary and Children Leslie R. Lindstrom Wife, if liviag;
" : ~ : ©+  otherwise to any children born of the
marriage of myself and. said wife, Leslie

5. Two Beneficiaries . . Georgh Lindstrom, Father, and. Emily
’ ‘ ‘ T . ' - Linddtrom, Mother, equally or to the
4 S S ' survivor.e
6. [hree or More Beneficiarles . Geqroe Lindstrom, Father, Emily Lindstrom,
. o . R Mother, land Christophet’ Lindstrom, Son,
‘ ] : equally or: -to the survivors,or survivor,
7. One Beneficrary and One B " Leslie R. Lindstrom Wife; 1if 1iv1ng, * o
_ Contingnnt BenefiCLary S otherwise, to Christopher Llndstrom, Son
8. One Benef1c1ary and Two ) Leslie R. Llndstrcm, Wife, if living; :
Contingent BanefiCLarles ’ ’ otherwise, to Christopher Lindstrom, Son; - v
: : and Maria Lindstﬁom Daughter, equally
) ‘ . * or to the survivor _ « ‘ o
{ 9..'One_Beneficiary and Three or Leslie R. andstrom, Wife, "~ 1f living; »
- More Contingent Beneficiaries " .otherwise, to Christopher Lindstrom, Maria .
‘ e ; Lindstrom, and’ Jennifer Lindstrom, .Childrer
. T . equally or to the surv1vors or_survivor
10. Two Beneficiaries and One ’ ) Gecrge Lindstrom, Father, and Emily
Contingent Beneficiary S Lindstrom, Mother, equally orto the
' ) SR = sutvivor; - otherwise, to Leslie Lindstrom,
- (Wife
. : / . .
IT. Two Beneficiaries to’ Unequal . George Lindstrom, Father, to receive
Portions * . three-quarters (3/4) of the proceeds of
« . . the Certificate and the remaining one-.

‘quarter (I/4) to Emily Lindstrom, Mother,
the share of any“deceased benef1c1ary to

- v T s be paid to the .gurvivor:
I12. Trustee Beneficiary to an . X Eradley*Collins and John Swenson--or--
Indivi@ual of a Bank = .~ . "Jamestown. Bank & Trust Cbmpany, Trustte(s)
' ‘ - .under a Deed of Trust dated:
| -13., One Beneficiary and Per <. leslie R. Lindstrom, Wife, if she survives.
} Stirpes Representation for . the insured; otherw13e to John Lindstrom, ,
, - . _ ‘Maria Lindstrom, and Jennifer Lindstrom,
: Q . L S 114 Children, . in ‘equal sha‘res with per stirpes
['IERJKZ . : . . ' .representation to the’ surviving children

" of any deceased c¢hild - , J
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IRAVEL RISK INSURANCE

»

. The University was concerned with the

fact that many employees traveled
on University_business,

but had no supplemental accidental death covergge.

. We are pleased td inform you that all active full-time or part-time adminig-

o . trative perdonnel, full or part-time faculty wmembers, graduate assistants and
teaching fellows under contract with Bowliag Greea Sta

for loss of life or'dismemberment’ resulting from ad® accident while traveling on

University business. When death or injury shall result in an

losseg within 100 days after the date of the accide
follows:, - L _ %

Life.............v..'......................:....:......I.....$5’0,00Q
Both Hands or Both Feetwor Entire Signt of Both Eyes...... 50,000
. One Hand and One Foot...suf.;...;f.......,................-50,000

One Hand_and the Entire Sight of One Eye.ovviiiiiiiiaa.. 50,000

One Foot™ and the Entire Sight -of One Eye..v.vuiurvennnennns 50,000
One Hand or One»Foot.....;:‘....:......;......}.......... 25,000

Entire Sight of One Eye... Ceree e 25,000

-

. . . . L
Coverages under this policy in effect while the insured person is on the

business of the. University (excluding evéryday travel® to and from work and
- bona fide vacations) are. as follows:

L

..Rlding.as a passenger or operator in or on, boarding or
alighting -fram, er being struck by, any land or water -
conveyance, other than as an operator.or member of the
crew in any conveyance operated for the carriage of

passengers for hire; or _ M

’ Io‘

. ) -

“Riding as a passenger, and . not:as an operator or member of

. R . the crew, in-or on, boarding or alighting from, or being

o struck by, ‘any previouély trieh, tested and approved civilian
Oor military aircraft which is being used &t the time for the

transportation of passengers and is being piloted by a properly'
Cal licensed pilét, : '

3. Riding as a pilot, not- ag a passeiger or member of the crew,
.~ on the Business of the Holder, in any aircraft having a valid
“o. s and current ‘'standard" airworthiness certificate issued by
" the Federal Aviation Administration, and for which the pilot
. then- holds a current and valid. certificate of competency of
a :ating,guthorizing him to pilot such aircraft.

A\

The term "on the business of the University! means on assignment by or.-. -

with the authorization of the University for the purpose of furthering the =~ .
, - businegs of the University. Authorized travel. medns travel at the request
of, or on behalf of and for the purpose- of furthering the interest of the
"~ Policyholder for which the insured person receives reimbursemeng totally or

in part for such expenses as the insured person incurs.as a result,oﬁ making .

such a trip. Where authorized travel is a usual and normal part of.an insured

person's particular 4ob requiremeats and reimbursement for such travel ig.
.part of his regular compensationt, he/she is also coasidered covered under this

policy. Territorial limits under this policy are wofldwide.

115

~

te University are insured

y of the fq;low;ng'
nt, the insurance will pay as
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A beneficiary under this policy will be a person, or persons,
specifically designated in writing by the insuéed; otherwise, the

beneficiary will be the sstate of the insured. “A form is provided
for designating -a benef%piary if you so degire. :

\

The cost of this policy will be paid by Bowling Green State
University - this coverage is in addition .to our group program. Any
questions that you might have concerning this insurance should be
directed to R. H. Meister;, Insurshce Administrator, Room 322, -
Administration Building,:Phohe 2:2203. ‘

- v
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SUBJECT:  Fee Waiver Policy -~ Bowling Creen State . . DOCUMENT NO: I-D-20 .
University Employee and/or His or Her . . -
Cohabitant Spouse, Child and Childcen PAGE ) CF o ' = .

\ . ) y ' ' ' ¢ S . N

SUBMITTED BY: President; Res-idencfxarpiner . T A

. - ¢ ’ v ' .

APPROVED BY:. Board : N

DATE OF ORIGINAL, DOCUMENT &ND AMENDMENT DATES: January 7, 1966 May 1, 1970;
July 1, 1971; March 18, 1972; April 18, 1974; - : . ' .
. . , .

EFFECTIVE DATE OF POLICY/PROCEDURE: SeptemBer 1; 1973, - ‘.

The policy governing these staff benefits snall be’as-follows:

Y N 1
Emplovee . : i} )
et el . . o
. - L

.A'full-time employee of the University,'ihcludiné»an lndividual employed., . °
full tiwe ac the Uftiversity but compensated by anbther agency (i.e.,’ROTC,'
" tesearch agency, etc:), and one who has,emeritus.scatUs, who. desired eicher
"0 audit a course or to cake a‘course for credic may do-so without ‘payment
of :he instructional or general fee, if v . S
- . : LA .
S(1) his area administrator certifies that the individual'sgenrollment ' - A
Will not interfere with the discharge of his duties as g University employee;

o . e

(2) his enrollment inXhe section of the'subject is recommended by his
academic dean or his area adminiscrator and approved by the University Provost

1

- ~ -
~- " .

(3) his enrollmenc will not prevent a,regularly registered student,

.frqm o [}
accend}ng the class section; and ‘ , . "

-

(4) he enrolls for the course in che.OEfia; of rhe Regiscrér}'

Spouse/Child - ‘

N B 4

The cohabicant Spouse, and/or child or children of a full-time employee, - -

including faculty and Civil Service (or lotal equivalegc of Civil Service), * R
and employees of rha Departments of Aerospace Scudies apd Military Science o7
who has completed five vears of full-time service ar Bowling Green Stacte ' RN
University, may enroll without payment of the instructional fee eicher as
» a full-time or as a part-time scudent at che University, on the campus or ac .
~an off-campus branch or cencter, provided thac the individual is eligible to be
Considered a personal exempction under the Provision of Section 151 of the
Internal Revénue Code, . The general fee and any'gchér course fees QE charges N
will be paid by the studenct. : : . ’
' The cohabicant Spouse, and/or child or children of a-fult-cime academic
-employee who, prior to March 1,1972, had accained the staras of permanent ,
, tunure or had actained the rank of associat¢ or full professor if-not on - - -

ténure, including, members of the Deparcment of Aerospace-Schdies, Milivary: .
Science, ‘and emerisus staff members, may enroll without paymént of the . .

N instructional fee either as a full-time or part-cime student on campus or 3 1$1'7 -
a2t an cff-campus branch or center, provided that che individqgl is eligible

to be consillered as a personal exemption under the provisions of Section 151

of the. Internal Revenue Code, The general fee and any other course fees or

Q .
RJ!: charges will @e paid by the student, - " : . . ..

E

A ruiToxt provided by ER

L
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. SUBJECT: -~ . Fge Waiver Policy J- BGSU Employee and/or DOCUMENT NQ: I-p-20
‘(Ccnitirn{edé ¥i's or Her Cohgbitant Spouse, Child ‘ . :
. -0  &Rd Children - PAGE _ 3 OF o
o ’ i - . c : ‘ i .
R— P - ‘ _, R .
- s o Y ~ : _ .
A jgll-time nonacademic employee is one who works 40 ‘hours a week on a’
N . regular schedule and is employed full time for a minimum of nine months a
o ‘¢year--such eligibility to.be determined by appropriate authorities,
- : . : Sy - ' .
. “ A full-time academic employee is‘ome who is appointed (including leave .

*- ofrabscnce) for a minimum of three quarters Bf the, same fiscal year and
. q R . ' 4 .
whose teaching assiguménts and/or ocher assignments are determined by
- appropriate authorities to constitute a.full load.’ : ,

-4 . t . ¢

-

€

. The President of the University 1s authorized, effective aé’of September 1, 1973,
to'waive- the instructional fee-for a cohabitant spouse, and/or child or children :
Of a full-time efployee, including faculty and civil service, if the ‘employee C,
was.employedeptibr to March 1, 1972, and would have becomé eligible for o
this fringe benefit under the policy which was in effect at the time of .
- his remployment. : oy =

o

t -

[

vy

Fee Waivers Agreement between BGSU and UT, ) :
The Board of Trustees of BGSU and UT approved a reciprocal agreement e
whereby full-time émployees'of_one univérsity may . take courses at the other . v
s university with a waiver of fees. This covers full-time employees only A :
.and does not include waivers for dependen’s. :

;_‘ ¢

The agreement is gffective immediately and procedures are outlined

+ below. BG efiployees will receive the same benefits at the Universiry .
. of Toledo.as on our campus. Our rules and liditations under the présent .
- policy for employees. will -apply fof-téking'courSes at uUT: . ’
- . o R g -
1. It will be ngcéssary to be properly admitted as,a student .
' (either undergraduate or graduate) at UT before enrolling .t =
for gourses, : . %7 T Ot .
i »

2. Fee waiver forms aré available in this office (235 Administration

Building) as well as a re'gistration card for parking permit, ’

e , . > A
LS Cen . . . . : . o -
, 3. Additional information will be given to you when you pick up’ ‘
a’ form. . ) . S
> . ’ M . . He - «
L ‘ v
1 RS ) A
’ ‘? ‘ ) P ' ° D
N\ .‘( 2 . _ - v,
" 5
.
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SUBMITTED BY: - . e : , ..
' APPROVED BY: - Senate . L - ‘ ) ; °

: ) 4 . .

. : . ot N i} ) ko]
NT AND AMENDMENT DATES: ‘January 20, 11965, March 4, 1969;
/ ) v . . : -~

EFFECTIVE DATE OF POLICY/PROCEDURE: meuuw 20, 1965 . -
. \‘ o .

» . N 3 - [ - 7

o

DATE OF ORIGINAL DOCUME

&+ e it . n

- . R L e
’ e R

The purpose of this statement is-.to promote public understanding and support of .
the political aspect of academic freedomi. - - SR " \

, (1) The.university in a democracy must be devoted to acts of free i‘n'quiary!‘r
and free‘commitment, in the sphergs of teaching, learning and research.,
freedom in research is'fundamé9ta¥ to the advancement of knowledge. =~ .
AT Academit-fféedqm in teaching and leacning is fondamentgl to the pro- -]
o “tection of the rights of-both the teacher and the 'studedt. . Any univer-
sity vhich_fails to foster such: freedoms, but remains neutral, imevi-
itably casts®a silent vofe for the demise of. these conditions on which , . -

Y I3 A

the survival,of tﬁ?‘demog;atic way of Life depends. ) I

. There 1s nothing more_dangerous to the gctivity of gmeé Taquiry in a .
- democracy than’the view that the *world must be always that which it is
-now. The ugiversity is an agent of cultural traunsformation and as_such : -
presents a variety of choices to its students For alternative commit- o -
ments and courses .of action. It must therefore follow that a university
will 3ppose anytiving or dnyone who acts to:create fear or condemnaﬁion .
of the students, faculty, or édminxstratnrs, for the-exercise. of such. S
choice. The frdedom to tHink flexibly, to explare any .and 411 belief
systems, and to chcose frém;aéong them, whether thef conflict with
} preseant ideas.or institutions ‘or not, must always be fostered by the
< .university in a demograty, .- S
T . . . 3 N
"(2) To this.erd it is imperative that the uniuersity'pu§t recognize the i
* right of political expression which is exercised -within constitutional
boundaries. Mo democracy can’siirvive as a democracy without the con-
‘tinued‘exercise of free politiCéﬁ activity*and free political expression
by its members. This is the self-evident basis for the Bill of Rights,
.including the -first amendmant which guarantees freedom of speech, free-
dom oﬁ»rellgion,.a-free_presE, and freedom of peaceatle assembly.‘L§roups .
from on or off campus should mot be subjected to exceptional require-’ ¥
> ments to obtain permissions to give lectures, sell o:'distribute pupli- .
‘catioas -of political, religious or educational import, circflate peti- -
tions, or .carry out orderdy demonstrations; ab’long as these activities
.do not iaterfere with classroom or study hall activity. % [. n

~
4

o . f . : T

. . .;“. L 2 . ) . S, .t . : A
> (3) "Statements of political matters within the classroom; anludlngystudeut- 119
teacher nnteractions, are to be confined only by the, relevance of the
. subject-matter to the discipline involved. Judgment of suc¢h relevance

- 1. . - . " >
Q caa be made most properly by sthose acadumically qualified' in the Jdisci-

MC pline, ¥ - i o ) JOR

Aruitoxt provided by Eic: . . . .
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’

(&) Sec urzt, fC“U'uCLO\S Loyovﬂ ordinary proteetlon dgdlnbt Llleﬁal ‘actions
have no placg in a unlvoxsxt, fay further concern with security vcyu-
- lations or with poli tical secur*ty checks (which make use, for example,
- of such methods as photographlc or wonitoring devices) 5tabllshes a
condition of suspicion and feav' quite inimical to frece’ expression, and
quite adverse to the tradition that a ®aiversity shall be a center of -
- tiinovative and chillengin&)thodght in both the arts and “the sciences. . N
L /. - . : .
Ady‘reﬁulaticng‘or security precaution$ which, in the absence of legal
evidence, presume or imply the cuilt of, any Lnd;Vldualﬁ Or groups,
destroy the entire fabric of mu-uaL confldence within the university
Cogmunity. : . S . = .

(5) The members of the university commurfity nay 5peak vrite, demonstrate,

’ >or picket as citizens without fear of institutiodal censorshlp or dlSCl—
“oline. . The LecLal position of university pelsonnel however, does
impose spealé{ obdigations. It is incumbent upon ‘them to remember that .
‘the pubtic may judge their institution by’ their utterances. They should .
therefore, ag all times be accurate, ,excrcise apProprLate restraint,
and show respect for the opinions of others, and ‘Shiould make every
effort to Lndlcate that they act within their rights as perate citi-
zens and not as spokesmen for the institution.’ Cos

. * - : & .

In conclusxon, it should be remembered that the gadflies of polltlcal action . "
{demonstrgtors, ‘pamphleteers agiltators,” students, faculty or administrators), main-

tain the frontier of political freedom for all persons.; Although some might regard '
such polltlcal expressions as irritatihg or lamentable, while othérs™see them as :
contributing importantly, all must concede that their activity s@rVes t keep con-

stant ly, explicit the vlimits of auehorlcy over the lives of allL/of us. "It is the

testament of recent Eufopean history that, unless such. boundaries are v;g31unLly

maintained, they become anreaSLngly confxnlng, and those persons who are accus-

tomed to lexﬂg comfortably within a lesser deuree of freedom should find that

they also have none, . . - ” ) g

I3
~

@& -
~- It is therefore recomménded by this Senate:

. e -1 " ’ . MR
) . (L) That there be reasonable regulatlon of the tlme,)place
. ‘ and magger of conductlng political actxvxty on the campus; and
- & -
(2) That there be 'no University restrlctlon on the content of .

speech or advocacy. * . 2%

.
<
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v

S - — - N R

N . WHEREAS, A Policy Statement on Frcedom of Polltlcal Expressiona .
(th&¥ stated purposc of which was to promote-public understanding and '
support of che political aspect of academic freedom), as adopted by the -
Bowling 5 Creen State University Faculey Senate. January 20, 1945, was
prcsenrcd by the Préesident to ‘the Board of Trustees for coasideration
oa March 3, 1965 and .

< - 4

WTYEREAS, The Board of Trustees ‘6a March 6, 1934, had amended
the Charcer of ihe UnlverSLty Faculty, said amended Charter coantaining in
Article I, thereof a list of Basi¢ *Principles (uhich aw¥e the. euidiag .
pr1nc1p1es upon hnlch the Faculty Charter is based), among which Items a.
and b read ds forlous.

a. Full freedom for the expregsion 9* dlfferino opinioas
. and the acceptance of the spirit of criticism are essentlal
to chenatmosphere of a grear universxty,

L

Tb. Acauegic fxeedom is indispensable to the Universic§. The '
freedom of the iadividual teacher-scholar, however, carries g
with ik unmistakable acceptance of wresponsibilities with -
refard to the oood of -the Univers y and of sacciety.
UHDRLAS The Board of Trustees is of Lhe‘uqanlmous opinion that -
consideration- o[ the pclltlcal aspect of aCademlc freedom is already ‘
implicit in the above staced Pr1nc1p1es, -
, NOW THEREFORE BD«IT RESOLVED, ThSt the Board of Trustees
reafflrms the aforesaid Ptlnciples pertalnﬂnn to academic freedom,

w

AMD BE IT FURTHER RESOLVED% The Universi y; throug!: ics Presidenc,
shall prepare and submit to the Coard of Trustees’ for its consideration ,
rules and rcgulations applicable to the political aspects of academic : Y
frecedom which are deemed advxsable by the Administration agand/or the - ) ' oW
Bowvling Creen State UnlverSLEy‘FacuICy Senate, prdvidad that aay’ such
rules and rejulations (1) shall be consisteatr with the Chfrter df the
University Faculvy, (2) shall ac knowled~e the rights of a c1tlzcn
(3) shall:not detract fxom the academic development of the tudent and
the University, (4) shall recognize the overall intent of ghe POILCj
statemeat on Freedom of Political Expression, which was adopted by the ﬂ“
Bouling Green State University Faculty Senate, on January 20, 1965,

:1:3:1 v A 1




AT

¥

,4.—

BOWLING GREEN STATE UNIVERSITY FACdLTY PERSONNEL MANUAL.

o

aana the pOllthal aspacts therecof, and £&). shall vest ultimate control

~on all matters rclatln" to andelC fretdom and the political aspects

.shall becéme an ad hoc committee and shall -include,

theves? in thn PrCaLdCﬂg and ihd Boaxd of lrustces

IT STILL PURTHER RESOLVED That the Faculty Senate be
asked to submit a resolution to the Board of Trustees, providing for ;
an dmendment to Article IV (President's Adv1ﬂory Counc11) of the o
Charter of the UanGrSle Faculty (gE amended HMarch 6, 1964) adding
.uader Section 3, thereof, as an additional function thc consideration - .
of -any alleged infrdction ofsuch’above- meatlonpd rules and regulations as_
may be adopted by the Board of Trustees pertalnlng te academic freedom
and the polxtxcal aspcct: thereoﬁ

AND BE

rd

JAND BE IT STILL FURTHER RESOLVED, That in thé everdt a student is in
involved in dﬁy alleged infraction of such above-mentiondd rules and regulatlons
pertaining to academic freedom and the polltlcal aspects thereof, as is
referred to and considerecd by the, President's Advisory Couacil,, sald Council
in addi tion to its . o'
regular members, .the Dean of Students, the President of the Student Council
and a representative of the Student Body “(the latter to be appainted by the
PreSLdent of.the Udiversity).

i

P
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(5):§hdli idEﬁLiEy the res po1910111t1es of the student, faculcy and . -
., the Univegsity which must be met in order to maintain academ1 freedom
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v

Introduction ) :

~

Generations of teacher-schoLars have recognized that membership <4n
the. academic profession ‘carries with it special responsibilities. The" _
nature. of the educatignal process,, and the circumstances_nec§ssary to .
the search Edr truth, and -the-.use, extension, and transmission of know-
ledggy‘haye'resuLtédfig_various statenerits éf.the‘cogcépt of academic™

- freedom:. Always;, this! demand for freedom has been accompanied by an

_awareness of a concomitant responsibility; which has been part of the-

. conduct of reasonable, -learned, and humane men and women who practica -
‘“thsfworthymandfdignified profession of teacherJquolar. '

’ Although mapy aspects of this sense of responsibility have been
and will remain,/unwritten;and understood, the faculty of,Bawling Green ~
State‘University wishes towreaffirm in a formal way its recognition of : &
its spécial‘fequnsibilitiesﬂasvsgt forth in the following statement.

*

- Statement ‘ S
N - : ‘ L . ‘ - '

The' tacusty of Bowling Green State University reatfiowm that the fol-

lowing are- an accepted partEOE their respousibilities as teacher-scholars:

1. The résponSibiiity to assure the student's freedom to learn,
- . through maintaining an atmosphere. conducive to free inquiry, the tespect
- . &8f the student as an individual, and the evaluation of students based-on ,
professionally judged.academic performance without regard to agrsonal or
political matters irrelevant to that performance. o -
o 2.: The Resansibility to exercise intellectual honestf,'througn
‘the development and improvement of his scholarly competence, the exercise
of criticagl self—discipl%na and judgement, and the avoidance of subsidi-
a:f“interests‘which~com§ﬂgmise or hamper Qis freedom of inquiry. -
; 3. The reépoﬂgzbiliﬁx\to state clearly the objectives of . the courses
. he teaches, to direét his ihstruction toward the fulfillment of these ob-
5 jectivgé,sgnd to avgid the persistent intrusion of material irrelevant\ oY
to’ the established ¢course definition or apart fxom his area of scholarlh

ccmpetence. . . 12 3 '

- ' : .. . - t
. . , , . ) . ‘e
' .
v
“
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. 4. The *eSDOnSlblllty to participate meanlngfully and consé&uctlvely
in the é%vernancp of the institution, and the malnqenance of high profes-
s%onal standards in the objective evaluatlon 'of his colleaqugs
5. ‘The *eSUOHSlbillty to meet classes and othex dcadentic obllgathns
b & larlj and at schedulad tlmes,>go assigt in arrangemept vhen emer-
pigles lntcrvene, to nalntaln reasonakle opportunltles for student con- _ .
ot and conference, and to provldg information on ppogreas and evaluation ° E
as nart of student learning experience. . S
6. The responsibility to determine the anmount and character of the
worl he does outside the institution uxth due regard to his varamount !
responsikbhility within it. o
¢7/“/’ 7. The regponsibility, while acting as a prlyate citizen with the
. rights and obllqat ons of any citizen, to aJOld ¢reating the impression
that he sneaks o acts for the University..
8. The *esnonsxblllby £to observe the stated requlations of -the ip-
stitutien, but to guard his right to crltlclze and saek rev151on peacefully.

-

t\.
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-

I. To his sStudents -
A. In Course | ‘ - .

11 Grading . ", A .o i o !
&. Im-course grading criteria should be clearly for-

mulated by the instructor, and these criteria should
be explained to each class at the beginning of the

aourse. : ' n : . :

b. All work performed by students in the course ,

. , (including oral participation where appropriate)

PR e, . _should~be'seriously considered and -evaluated; written

work - should~be recurned promptly. -

. 1\ . i . . . ) g ) . . . . . ) . . K . ‘
- ﬂjc. The instructor: should provide: opportunities for review . -
'# ~ of grades in order that students may understand -the
reaans4fOr;particuiarﬂgrades and cbtain guidance
“oward- imprcvement: ‘
R : ) > <,
. 2 Offite-hours ) . i ' _ Ly
L ’ a. Hours should be reasonable in quantity, time of day, .
: - and campus: location." o LT
- b:  Hours should be posted near the instructor's cffice,
A - and listed with the appropriate secretary. -
. . - . Y , N ~
C. Provision- should: be made for special appointmencs ‘

wherever hardsnhip or difficulty arises,

'd. Scheduled office hoéurs should be observed
conscientiously.

1

3. Classes . !>' : ' ;o

.. . @. The instructor should prepare ccnscientiously for each
. : class session (including arrangements for teaching
aids, guests, etc., whenever applicable). .

o
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. D.  The instructor should meet classes promptly and should,
cut of consideration for both students And colleaques,
dismiss na: later than scheduled time ’

c. - Vhenewer any change is ancicipated in scheduled time
< . or place of meeting, the instructovr should provide
-adequa:€ nctice. to the ‘class. Where appropriace i
(e.g., small classes, evening classes which freguently ‘.
involve ccnsiderable travel fcr soma students), some .
precedure shculd be established for epergency notice ° ' X

e .

w0 students., * - “ _ . .

. d. The inscructor should orovide for and censcientiously : ' |
b ~. consider valid means for ccurce evaluation bv students.

e. The inscructor ghould strive continuously and
g .“conécientiously to-improve -the -effectiveness of his
: .zeaching,’ and %o this =»nd ‘should - seek counsel and
constructive criticism from:colleagues. . ' s
it R .

*

4. Tests and examinaticns o | | o S
P ‘ T i
a. The insiruccor should make clear in ‘advance the areas . o
- (lecture, text chapters, other) to be cevered on any
.test or examination. B i -

b. He should, by:explicit word and-implicit classroom , .
cenduct, make clear to his students what emphasis he
blaces upon facts or data and what upon synthesis..
or thought.. ‘ ST " : O .

Ithisythe.instructor's. ' responsibility’. to promote
adequate standards of linguistic. expression (e.g.,.
spelling, general grammatical and syritactical .clarity,
organization,-.and-.formj ‘ : ' oo

‘0
ih

-d. ‘The.instructor must, both-in;fairnessxto those. _
‘students who.- conscientiously. prepare -and to vrevenc
those who do not from taking advantage of others,
.assure during tests an atmosphere: conducivef to the :
highest standards of honescy.

. . —

S. Counseling and advising ' S 4 o
. ‘ . & '

-

n

a While the University provides both general and

specific counseling services as a discreet function, : ,
the instructor will often have more intimate -
knowledge of his own college, department, and field:
such knowledge provides. him with unique insights, and
- he has, therefore, a right and an obligation to

o counsel and advise. students.within.his area of

‘EMC cgmiet:enc?e._ | o | 126
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b. In general,- the instructor is.cbligated o resLect- o \

each student as a human ’.eing, to recognize that:he has
.the feelings and iradequacies common to the human
coundztion, and to recognize that he has both human

and civil Pightg, " ; . . -
. ) ) > . ’ ’ L ' :
II. To the University and his colleagues . , : ’

A. . Records ¥
L - .
1. The insiructcr is responsible f?r maintaining adequate
records of student, performance in course. s
He is responsible for keeping adequate records of ,course
concent and assignments. TR ' ‘

N

.

B. The prcfessional should endeavor i-o maintain and develop ,
awareness and understanding of areas impinging upon his own
field. ' o ’ ' '

C. He suould willingly serve cn a reasonajjle miimber of
cdommitiees concerned wiih curricular development and genéral
University governance at departmental, collegiate, "and’
university levels. . o S :

D. "He snould contribute to ithe concintance - ‘and improvement of '
educational quality within the University through strong and-
active participation in selection of new faculty, and in

R déc%sions on promotion, tenure, and other recognitions of
merii: . C .

Y 2 -

. E. 2?% professional is obligated to promdte by precept and
xample a general atmosphere within the University of respect
for'knowlgdge, thought, "and inquiry, even when - indeed -
especially. when - such mdy be at variance with his own ideas.
} ‘ . o . . ER
1. Heréspects his.colleaguééwénd.hisvstddentsi;without .
, ' - reservation or favor because of race, national origin,
T : .veligion, sex, degree or rarnk, discipline, or political”
-sengiments. . ’ ' : -
: ) . ry ‘ ’ . .. .
22_'He!COhtfibuteshpositively%to:reasbnable orderliness
#ithin:the: University communitys, ‘ ' .

. Q ’ . ' o ' . | .
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: ITI. ° To:his discipline. -
% - L . . .
‘A. He contrnues hrs growth wrthln hiss field and related areas.
B. - He shareSnmatured cohcepts: wrth others rnrough his teachlng,
. o and through creative endeavors, research and-attendancé at
-and nart1c1patlon in profess1onal assoc1atxons and meetlngs.
- IvV. - To

self - . ' ’ A T ,"' i

A. Thé’profe551onal seeks’ COHLlHUOUSly to’ improve his own value

B.

32'

as"a ‘teacher and as a c1tlzem o )

He seexs dlllgentTv to 1mprove the teachlng—worklng env1ronment”

w1rh1n the Unlver51ty structure

[

l.\ by promOulng a general atmosphere of 1nrelleCtual and
social growrn, and . . . B 1

2. Dy seeklng just and equlrable compensaLlon —*encludlng the
concep:c of released time for professional growLH.

He acleely conrrlbures o the educaL1on and ceveloomenc of
persots.-and- grouns “outside the University proper, in order to.
nromo e immroved reciprocal undersianding and acceptance of
tiie roles of educa ion, thé'Unive LSlLy 1Lself his own

.drsc1pllne, and his profe551on 1n American’ ada world- society.

AU

o

W




o\

BOWLING GREEN STATE UNIVERSITY FACULTY

PERSONNEL MANUAL

v

SUBJECT: Statement of Drofe551onal')

‘ Responsibilities
C% .

-

SUBMITTED BY: Ad Hoc Committee:- of Senate

APPROVED BY: SEC

DATE OF ORIGINAL, DOCUMENT AND AMENDMENT DATES:

-
N

EFFECTIVE DATE‘OF'POLICY/PROCEDURE:

. DOCUMENT NO:

PAGE

n

IIay 9,

1

Pending

1

OF

II-B-22

4

1974;

’ Preamble

’

-
1

: L3
Tna prof ssional res JP lollltlﬁs of t*wllnq GCreen °tate Univ ‘L>1tv ticulty

Menbers shduld be of

':.-

. And cxtlzen cf €he statu o -

-~

<

This statement is proesentad not as A legal dccvment but rath*r

to rescon51blt tnouqnt and actlon relatlvt ke ona's

qﬂvvchLtj, u13c131’n -and sclf. : “

To studentsA

. L.

¢ L
£i%

Grading

’ The instructor shduldzﬂ L
1.

formulate in-course grading criteriza

‘class at the beginning df the course.

2. cvaluate student work and return wrlttcn work

4 ) w1thln two woeks) .

e

a5 a

~oncern to °tud(1ts, taculty menb :rs, undivokrsity off1c1alo_

guids

studunts, c01l,uutcs,

S

i
k]

and present these to each

promptly (ordinarlly'

3. 3rov14e oggortunities for raview of qfadas and sffar guidance toward

~

= lmprovcmént in coursc work. S
B. 'Office hours )
The instructor should: .
o : (e v ‘
‘ }l. fpecify, conmunicate and ppst cffice hoqrs at thc‘beginn;ng of each
| torm. ' .
! 2, — bsorve gffice hours as scheaulcd
. -3;1 provide time for soec1al ap901ntments. . N
; C. Classcs' ‘ '
. The 1nstructor should P . t S,

1. be prepared for cach class sessxon (lncluﬁlng

rrangements for

r teachlng aids, gtests, cte ). , ) : .

129 o
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W o 2. nmeet classes‘promptly”ana,dismiss class@s no ‘later than scheduled -
N . ) : * &
time. - v ‘ . 7

3. notify a class if the tlme or wlace of mne"lng\_a to ba changed.
4. esthblish procedurc, chn ﬂpnroprlate. for noti ing commuti ng

studonts of class ch"ngns.

5. provide valid menns for coursa cvﬁlu an by student : - T
6. strive to improva te aching nfr°c+1ancss by utJlL ing the con-

. i structive criticism of students and counsaled collzaguas.

. N
Lt

Tcsts and examinations : . A ' o .
- B The instructor should:
Y i - o - . t

. announce ind advance tha date of and the content arca to bo covered

-

js!]

. on a test nr examianation. ¢ o

2. convey to students whatvemphasis will -be placed upon facte or
; data ang what uzcn aynthesis exor'"“ioh or thought.

3. assure ;nv%tmosph ere codeche Po the highest stansfiards of

honestly during a - test. P o

»

E. Counscling 2nd advising

™

- 'The instructor should:
1. -.advise apd counsel students within the ascribed area of professional

.

2 "
ccmpetency. : ( o

v

B 2. rocognize that both the student's nd,hqmdnf- ight 5 h;yc need
' ... to be raespozted. | {

1I. Tolcolleaques ' . _ , ' oy
...  Records . ' . ’

. : The instructor should: - . ' | _ ,

1. malnealn complete recerda of student ncrformance in cou*se. \

2. Peep records of course content and assignments. ' ‘ .

o B.L The 1nstruceor should ebdeavor to waintain and develop awarcness and

understandlng of areas lmplnglng upon her/hlo own Field. .

C. Tha instructor should ssrye on committees concarned w1th curricular
. t . A

development and genezal gcvernance at any dr all unxvcrsxty lovels

oo . .

L - 130 | | |
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D. The instructar should contribute to the continuance and improvement

V . . . -

of cducational guality within the University through pargiéivation in
- ' : GlGCthn cf néw Egculty 2nd in dﬁcxsvons on promntlon, tenufo, and S
other rec nnnltlons of marit. . ' T -
'E. The lnatvubtor snould oromotﬂ by precept and example an .atmosphere
‘within the Unlver ty of raspect for kmowledge, thought and 1nqu1r1

evaen when - lndeed, LspQCLally wnen -~ such may be at variance’ wltb
, parsnnal ideas. o | < : : g
The instruqtor should: - .
‘L. respect colleagues and students .without reservetion or favor ‘

. ) becauso of racé, nationel origin, rellqlon, sex, degrce or rank, -

Soma

: 'drsc1p11ne or pOllthal sentimentsy o

. 2. avoid abusing her/his si¥inon as an instructer to prosch personal
X : kS

moral, political, social or religiosus wvalucs onr te intrude nnteorial

irrelevant to the subject; . ' : . .

.. ; . L - . .
3. " contribute positively tolrcason.blc orderliness writhin the

~

.
.

- . University community. o ‘

L]

‘The 1 structor‘chould rbqucst led@e of ab&ance and/or resion

heL/hls nosltlon from tho University if & rLcL attention te obligations

" - .

dutside- tng University prucludes or is ir Cn;rllct with the fulfillmént

.

. , of academic obligations. o . _ .

‘ : .

5 , v .
(TT. 7o ona's disciplinz . L
M. The instructcr should cbntinu: professicnai growth vithin the prbféssed
' field and.rolatad areas. - . ;_ : : : .
5. Tho instructor sheuld share maturad Aanvoots wltn qthn;a through h a
. tcachfhg ané througﬁ *rcativd grdeavtrs, research anl attenliance at,
N

b . and participacicon in professiong; assnciatiens and mectings.. .. -

- . »

Fis
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“L'tj‘ To'self , ‘ ., 5 . . -
) "L, The instricitnr should seck td imnrove professicnal and mersonal - '
* - . o . ”. M
i values 2s a tcacher znd as a citizen. . _ : . .
B. , The instructor should seck fo Improvaz the teachihg-uworxing o .
o LY - . . [N L
’ . - envircnment g}thin the University structure by:
- - 1. promoting an atmosphere’oE‘intellectuaL.and social growth. :
o 2. .seeking just and ccquitable cempensztion -~ incliding. the concept |,
© v - B R 4 ) d ' .
& ~ of rpleased time for professinnal drowth.. o i
. . 3 -
. A . . > 5 . ¥ -
oe C. The instructar should contribute to the. educatison-and development of
. ¢ . . : * I M
) - - BP2rsonssand groupé outside the University proper in order to promote
K immroved reciprecal understanding and aceeptance of the roles of T
. education, the University itself, ono's personal discipline and ths '
© . . ) : -
: _ profession in Naorican and world society. . . "
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.
M

——
.

’
‘.

c : A. Conflict Situations . R .
, : : “
1. Favoring of outside interests. Whén a university staff .member -

(administrator faculty member, professional staff member, or employee)
engaging in externally-sponsored work has a significant financial interest .
in, or a consulting arrangement with, a private business concern, it is
important to avoid actual or apparent conflicts of interest between his
externally~sponsoréd university research obligations and his outside
interests or obligations. Such confli€ts of interest may arise by

a. - Orientation of the staff member's university research to serve

the needs of the private firm without disclosure of such undertaking to

the university and to cthe spomsoring agency; . g (
Y b. Purchasc of major cquipment, ascrumentsy waterialy, or other s
items for' university rescarch from the private firm in which the staff :
* member has®an interest without‘disclosure of -such interest; ) - '

o

. . c. Transmission to the private firm, or other use for personal gain,
of externally-sponsored work products,, results, material, records, or information
that are not made generally available. (Tais would not preclude appropriate
licensing arrangements for inventions or consulting on the basis of externally-
sponsorqﬁ research results where_there is significant work by the staff
member independent of his externally-sponsored research.); .
d. Use for personal gain.or other unauthorized use of privileged
" information acquired in connection with the staff member's externally-
sponsored activities. (The term "privileged information” includes medical,

raniiramontce Avr nrice actkriAanc: ‘rnaccihla raer o Fac FAaw PAuewnmenr anevratinna. - .
requiremantg or price acti ;e=p0 ~2 naw gifec for Covernmm gerations \-

LSRR 21 PR S 29N > .
. v

and knowledge of forthcoming programs or of selection of contractors or’
subcontractors in advance of official announcements,); . . ¢
e. Negotiotion or influence upon the negotiation of contracts relating ‘
to the staff member's externally-sponsored research between-the university
and private organizations with which.he has consulting or other significant
relationships; SR i ‘ ) .
"f. Acceptance of gratuities or special favors from private organizations. * o
with which the university daes or may conduct business in connection with an R
externally-sponsored research project, or extension of gritqiﬁf:f,dr special

favors to employeces.,of the sponsoring Government agency, under «%rcumstances
which mipht reasonably b fnterpreted as an otrempt to il fofMee e reclplents
in the conduce of their dutles. :

| 133 h
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2, Consulting for Govérument agencies Qr their contractors. When the - 'R'

cstaff member cngaged in Government-$ponsored research also scrves as a
consultant to a Federal agency; .his 'conduct is subject to -the p¥ovisions

of the' Conflict of Intcrest Statutes (18 U.S.C. 202-209 as amended) and the
President's Memorandum of May 2, 1963, Preventing Conflicts of Interest on the
Part of Special.Coverament Eaplovees. When he consults for one-or more
Goverfiment comtractors, or prospective contracco%s, in the same technical

field as his research project, care must be taken to avoid giving advice that

‘may be of questionable objecttvity becquse of its possible bearing on his

other interest. In undertaking and performing consulting servicess he should ..
make full disclosure of interests to the university and to ‘the contractor ;/ o
‘insdfar as they may appear to relate to the woflk at the university and ' '

to- the contractor. Conflitt of interest problems could arise, for example,

in the participation of a stdff member oftﬁhé university in an evaluation

for the Covernment agedcy or its contractor of some technical aspect of B
‘the work of another arganization with which he has a consulting or employment
reiationship or a significant financial intérest, or in an evaluation of

a competitor to such other/organization. .. v '

T ' ‘ - ’ " .

<
& v

B, University Procedures . .

1. Reporting of outside employment or interests. A faculty member  is
permitted’ to cugiage In a reasenable amount of codsullatlon or other worl, .ot
to have business interests dutside the University, provided that such
activities do not interfere with his University responsibilities. ,

a.- Established pplicy is that, on the average, no motre than one day ) -
per week be contributed to cutside interests. Sporadic or short-term :
arrangemerts shall be reported to the member's departmental chairﬁbn.; Contractual
Eelgcibnshipé als¢ shall be endorsed by the'Dean of the- Candidate's Col'lege. -

i : : : . s :

-

L.oo2. Dié:rﬁbu;ion of éffort. There.a; > compéting demands on the energies of

“a faculty member (for example, research, teaching, committee work, out¥ide

consultingf.' The way in which he divides his effont among these various
-functiond does not raise ethical questions unless the ageucy supporting his
research’ is misled in ‘its understanding of the amount of intellectual effort he
iévactually‘devotingito the research in quession.‘ A system 'of precise time
accounting is incompatible with the inherent character of the work of a faculty - .
member, since: the various Zunctions he performs are closely interrtlated and do
'not'conformato any meaningful division of a standard work week. On the octher
hand, if the research agreement contemplates that a staff member will devote a
certain fraction of nis effort to the externally-sponsored research, or he
agrees to assume respousibility.in relacion to such“research, a demonstrable
relationship between the indicated effort or‘re9p0nsibflity and thé’ actual

extent of his involvement is to be Expectcd.v .
27 b&% The guarter)ly Faculty Service Report serges to document the time
devoted® to any contractual responsibiligy.  Conscquently, bothg the individual

and the departmeiit chairman musc determine the accuracy, of thuse data and
maintain teaching loads and ‘other assignments so, that the research timé commitment

Q _be met. ¢ ' L ’ ' . d .
c=T 134 o -
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3. Reoporting of inventions. Inventions made’ by University staff members
usually involve contributions by, and conscquent ilnterests of,. the inventor,

the University, and an ‘sutside rescarch sponsor,
three parties, prompt reporting and action are nec
who conceives an invention in the edurse of resear

To protcct;;gﬂ\rights-offall_

essary.

Any staff member

ch conducted at the University

shall report the invention to tlie Assist

ant Dean of the Graduate School for

Research. lle in “turn will appoint an Advisory Com
decide whether the University ‘'shall submit a paten

mittee to study the report’ and

t application’

The allocatiodn gf

patent rights and division of proceeds, if . any,

shall be consistent with the *

Patent Policy laid down by the Research Advisoryﬁbohncil, the,Board of

Trustees, and the terms of any relevant research grant or

£ A

4. Production of films or instructional materials.
and sale or' rental of audio-visual or other instructional’
by individuals while'under University contracts or develop
shall be reported and appropriate agreements made to reéspe
interests of all parcies.

<
! -
.’ \ \ -
) ) |
- @ e 3 93
t:
<
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)
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&

EFFECTIVE DATE OF POLICY/PROCEDURE: August 27, 1975 . . o

It 1s recognized that prdfessional consulting and overldad teaching by full-time ,
members of the faculty are established Practices within universities. Consulting. '
activities are non-coéompetitive to a university when they do not deprive a univer- S
gity of students who would otherwise be enrolled. Overload teaching traditiopally
~involves the use of a faculty member's services for evening or- extension teaching . :
-within the game university. We recognize, glso,‘thaq“formal.inté%uqi?ersity
arrangements exist through’which faculty members are ‘éxchanged or otherwise em-’
ployed in ways that'are mutually beneficial for “the irstitytions. Such reglonal
consortia are do:.é%oblema;ic in" the Cdnflict'éf iﬁqaresﬁ.sensél However, educa-
tional operations by some ‘accredited universities, progtiétafy'iﬁshibutipps, and
entrepreneural private organizatiors provide opportunities for faculty members to
becone-employed . in teaching that is in direct conflict of interest with their .home
institution. ' S E o ' :

° 'i=\~7. . : o, . i : . ! R
The basic question involved is the followlng: is it legal or ethical for & teacher
who 1s- employed full-time by- one university or college *to do competitive freelance
teaching for other institutions? The integrity and viability of a university's
degree programstare directly dependent upon the faculty members who are paid to
develop,and,implement them and on the numbers of students involved. Circumstances
of conflict of interest,teaqhing‘are described below for the guidance of faculty

.members of State universitféa;bf qhioi ‘ ] . . .

It 1s iRappropriate in most circumstaﬁcée for full-time faculty members to become - .
employed by neighboring or other external organizations to teach courses. Full-time
.+ faculty members who_ teach in-progréms offered by colleges and universities whose ,
principal £3mpuses are outside ‘the State but which are offering degree programs or 2
courses inside the State are in potential violation of their primary appointments or
contracts off employment. Similarly, teaching for nonaccredited organizatigns that
_ offer local or regional courses for credit through ;arrangemefits with accredited :

> P G
institutions 1s in conflict with the interests of the home institution. Teaching : .
courses to local or regional studentgkfor external organizations od weekends and
B between quarters is a conflict of interest action. ‘ '

| AN : <
The use of classroom materials, library, audio-visual eduipment and other .resources
from the home instftution’ to 4upport external tedching is an extension of the con- |
flict of' interest activity. Course content and materials developed during the teaure o
* of aﬂfaculty'member_and_then used id,whole or in part to teach an external course
- while he/she is concurrently employed at the home institution is a'conflict of - -,
interest situationy v o :
.. : ,
Faculty members are- caytioned to study fully ahyzbffer,to teach for an %ﬁternal
: {y~titution. Before agreeing to do so, 1t is strongly recommended that~priqr .
.RJ!:roval be obtained from the Provost or Vice President for Academic Affairs of the ,
: atitution wherein the faculty member holds a full-time appointmeat.: - .

rd
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August 26, 1975, .

To: The. Board of Trustéés

I want to place officially on the record of thé Board of Tristees the
‘following statement. While the Faculty Senate at its meeting of June/3,

1975, did endoqse the Statément on Conflict of Interest Teaching, it/did
qualify the vote by adding that it had a 'stropg reservation' concerfiing -
the next to last paragraph of the statement. That paragraph reads: )

e The use of classtroom materials, library, audio-visual
"~ equipment- and other resources from the home institution
. to support external teaching is (an extension of the
- conflict of'interest'activity; . Course content and
materials developed during ‘the tenure of a faculty
-member and then used in whole or in part to teach an - B )
external course while he/shé is concu:rrently employed :
.at thé home institution is a conflict uf interest )
. situation. . . et - R P
The Fagplfy Senate is concerned about the question of, as.one Senator
phrased it, "who, owns my creative work?" This concern stands behind the

reservation placed by the Senate on that paragraph, -

‘The"Senate fully intends to continue to expldré the whole éubjecc of
‘professional ethics as it applies to many facets of the University of ‘which

the quéstion of conflict of interest is only one.

@ - N

Ste ¥ R Vitra
. , Stuart R, Givens, Chairman
N - Faculty Senate
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§

1. "Employment with any other educational”institutions'{shall mean
contracted (written or oral) teaching for any school, college, or
university on more than one day over a specified period of time.

Any teaching for college or university credit shall fall into this
category, regardless of the amount of time or nature of contract.
Before entering into any such contract {written or oral), the faculty,
member must secure the permission of the Provost; for the period -
covered by the 1975-76 contract, such approvad~will be given routinely
only upon written statement of the chairperson and dean that the duties
to be contracted for will not interfere with the faculty member's
contractual -obligations to Bowling Green State University. Depending
on the frequency and distribution of such requests during 1975-76,
this procedure will be reconsidered next spring and may be changed
for 1576-77. ) : - .

2. Occasional and/or irregular consulting, whether for educational
institutiens ‘or.not, shall fall into the category of%activities‘
requiring notification of the chairperson and dean only.®™ Such noti-
fication shoyld be in writing, and should’ be sufficiently specifi§
in describing the nature, scheduling, and time demanded to enablelthe

“‘chairperson and dean to .advise the faculty member on possible inter-
ference with his/her contractual obligations .to,Bowling Green State
University. The chairperson and dean shall respond to each notifi-
cation in writing, ‘and may ask for further information if needed.

3. Engaging in extramural actéyities without required permission and/or
notification, or refusal td' provide relevant information to the
chairperson, dean, or Provost when requested, may be considered as
‘non-performance of contractual obligations. Engaging in activities
which the chairperson:andyYor dean have advised may interfere with
contractual obligations to Bowling Green State University may be .
considered as evidence of less than satisfagtory performance.

.




N .

BOWLING<GREEN STATE UNIVERSITY FACULTY PERSONNEL MANUAL

-

SUBJECT : Faculty Access to University Attorney DOCUMENT NO: "1y.c-39 -

PAGE ] OF -

SUBMITTED BY: VPFA o - ’ .
APPROVED BY: Provost

DATE QF ORIGINAL DOCUMENT AND AMENDMENT DATES: August 5, 1974
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The University attorney is retained to provide counsel-on legal .

‘matters involving ‘the University as an institution, but not to. represent

members of the staff. Members of the faculty and administrators

within the academic area may be authorized by the Provost to consult

with the University attorney for the following: - .

1) Examination of documents of a legal or quasi-legal nature; e.qg.,
contracts, personnel procedures. =

. 2) Advice concerning compliance and non-compliance with the law
: in carrying out official University duties. . . -

3) Advice on possible’civil liability rising from actions taken in
‘carrying out official University duties.

Faculty members, including department chairpersons, officers of Faculty

Senate, and others involved in University governanc:a, should seek

authorization to consult the University attorney through the Vice

Provost for Faculty Affairs. '

"
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“C.” Recommendations approved by the dean are then forwarded to the

mation.to support recommen

&

Provost, usually in late winter, and reviewed by the Council of
Deans, to determine whethér,theﬂcandidates megt the following
criteria: LT ’
1. They have earned the appropriate terminal credential.
2. They have demonstrated sufficient professional development
to assure reasonable expectancy of continued capability
. to serve ongoing and changing needs. : A
3. They have performed above average in all three areas of
faculty .activity (teaching, research/creativity, and
service), and have made significant contributions in two
of thie areas or outstanding and superlatiVe‘contributions
1n one. ’ ’ - o -

¢

i

Departments will be afforded an,opportunity to provfae additional infor-
dations that do not initially meet these criteria,

and such recommendations will again be reviewed by the Council of Deans.

“shall, recommend to the President an

A

The Provost shall then approve or disapprove each recommendation, and -
d Board of Trustees that those probationary

faculty members approved for tenure be granted final year probationary con-
tracts for the next academic year and tenure contracts in subsequent years.

Those not approved for tenure shall be so informed in writing, and shall
‘receive terminal contracts for the following academic .year. ‘

4
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. Evaluation of Probationary Faculty. -The periodic 'departmental -

evaiuations called for by the Charter must be carried out with
scrupulous fairness to both the faculty member and the University.
Attqﬁﬁion should be given to all teaching, research, creative, and’
service activities, and appraisal,made not only of the adequacy of

the

- extent of professioﬁal development towards the appropriate breadth

and
" the

faculty member's'performanée of assigned duties but of the

depth of competence to justify award of tenure. The results of
evaluation should be transmitted-in writing by the department

Chairperson to the-faculty member, with a copy to the dean.

Recommendation to grant or denmy tenure. The University Policy on

Faculty Appointment and Tenure is silent on the criteria and pro-
" cedures for granting or denial of tenure; the Faculty Charter says

a little; and the revision of Charter Article XI currently proposed . .
by COUGAR .says a little more. The fullest guidelines are those - E L
established over a period of time by departmental, collegiate, and
. University practices, consistent with what is stated in the above
.. documents. o ' ’

A.

Early in .the next-to-last.year of the faculty mqmbér's‘pro-

‘bationary period, a thorough evaluation is made by the department

chairperson or bf the appropriate departmental committee,

‘which then reports to the entire tenured faculty of the depart-

1

ment. Consideration should be given to evaluations from pre-
vious years as well as the current one. A recommendation to'
award tenure requires a two-thirds vote of the tenured faculty

of the department. .

Recommendations to award tenure ‘are forwarded to the Dean,
usually by early winter; accompanied by such documentation as
is required in the college or school. Each college or inde-
pendent school has a faculty review committee to establish the

~criteria and format for departmental‘recommendations} and to

advise the dean on whether or not each recommendation meets
those criteria. Recommendations to the Dean of Firelands Campus

v

_ sh®11 be routed through the appropriate main campus review

committee, which shall judge them against the same ctriteria- as
would .apply to recommendations to the dean of the college or
school. The dean shall then approve or disapprove the re- '
commendation: ‘ " S ' :

£

o
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S

The" follow1ng statements artlculate and codify those principles and
.procedures of ‘evaluation which have been developed over- the past year in
frequent consultation with the Council of Deans, the Senate Executive Committee,
and others. They are consistent-with the University Policy ofi Faculty"
Appointment and Tenure,~the Faculty Charter, and the best practices of the
past and ‘are intended to inform all faculty members of .the expectations-
which will govern decisions on tenure for the foreseeable future.

I. Permanent Faculty. The tenured faculty of the University should
comprise those faculty members who have been certified by peer
judgment to be ‘both qualified and competent to render high- -quality
professional service to a range of programs sufflcrently broad so :

. as to reasonably assure a continued need for their services, ~
barr1ng UnLver51ty -wide financial exigency or dLscontlnuatlon of an
academic program. Each,unit of the University should have-sufficient
permanent faculty to prov1de the range of knowledge and specialized

- competencies necessarily called for by the nature of the discipline

- and the undergraduate and -graduate-degree programs offered. Pro-
bationary appointments are made when the tenured faculty members of
a unit are fewer than its- needed number of permanent faculty.

II. Temporary Faculty. Every unit, some mere than others, contributes
sérvices to programs whose centers are elsewhere, usually through
- general studies offerings. Although every faculty member is
- expected to participate in’such service activities to some extent,
‘ the existcnce of service activities, in and of themselves, does not
create a-nced for permanent faculty. . Therefore, to the degree that
a unit engages in scrvice act1v1t1es, it will have a varying num-
ber of staff on. temporary, adjunct, graduate assistant, doctoral
fellow, or other non-regular contract status. Such tempovary staff
should be highly qualified to. render the service they perform, but

. ‘should not be led to expect app01ntment to the permanent faculty or
‘ for more than a brief perlod

149 DL
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| EFFECTIVE DATE OF POLICY/PROCEDURE:  gctobe?r 31, 1972

OGtober 31, 1972;

PROFESS |ONAL RESUME
of o E _ .

(Your name in capital IeTTers)' o
_ ' Date: .

4

ademic Daqrees and Positions

_I. .Degrees: -
a. A.B., Lehigh University, 1946 History.

b. M.A. Cornell Univaersity, 1948, lnrernaflonal Affairs.
c Eh.DZ, Stanford University, IO‘“ Publnc Admlnnsfrafxon

¢J-—,

i
[

2. PosuT:ons
a. Teachnng ‘Appointments . (from mosT recenT) ,
1) Professor of Political Science, Ohxo STaTe Un|v.
Columbus, Ohjo, 1983-present..
Associate Professor of POIITICaI Sc;ence, Draks Un;v.,«
Des Moines, lowa, 1959-]963. ‘
Visiting Associate Professor of PQltT‘caL Sc;ence Oth L
State Univ., Columbus, Ohio,.}957-1958. :
"Assistant Professor of Pojitical Science,
College, Hschnfa, Kansas, [953-1957. . .
Instructor of History, Stanford Univers;Ty, Sfaﬁford
California, 195¢-1952. : 3
b. Research AppoanmenTs (from most recenT)
I} Fulbright Fellow, Kings-College, London, England,-
2) Research Associate, Rockefallow lnsTxTuTe
New Jersey, 1958-1959. )
3) Summertime Research'Fellow at the Hal| Institute of Inter—
. national Studies, Stanford, Conn., 1954, 1955, '1956.
~ 4) Post-doctoral Fellow in PolsT:cal Scnence ‘"Ohio State .
Univ. 1952-1953.
._Admln;sTrafqve Appointments (from most recenT)
1) Chairman,
1970- presenT
2)- Assistant Dean, College of‘ArTs and Sciences,
Des Moines, lowa, 1961-}963. :

Q “ | o o 1J4;3 ot

<

" 2)

5}
. 4) Wichita State
5)
v

}967-{968.
PrlnceTon?

Drake Univ.,

v

Deparfmenf of Pol;T:cal Science, Ohlo State Un;v.,'
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B. Non-academic Positions.
(List here salaried positijons of'Conséquencebln‘bugThessf'[nduéTrygv
" or ‘governmant. 0o not |ist minor poljtjcal offices or appojntmants
To head fund-drives, or ‘church offjces, etc.)

LT . . . . . "

C. Research Consulfantships. ‘

(LisT here the éompany,_indus?ry or gdvernhenfag agehcy for which you

were formally appointed or hired as 1 consultant. Gijve dates and

nature of consubtantship.) : : - ‘ ’
0. Research Interests. o k , a UL GRS ‘{

[y

. (Give the spacialty or.épecléfffeS"Mifhiﬁ your discibl}né I'n‘which yoy
have' high competence(s) and wjth which you prefer To/pe,idenfified.) i

S

" E.  Teaching Experiences (Summarggéffnafcburses you have Téughf and the

numoer of years of experience wit €acn course. Do not lisr
"Problems" or "Rsadings" courses.) _ -
I. Unézrgraduate Courses, American History (2 yzars), "English
History (4 ysars). - - o ‘
_2._Undergraduafe—GraduaTe Courses, The Amarican Ravoluticn (2 years),,
International Affairs (6 years) . ‘ : oL
3. formal Graduate Courses. Tha English Parliament (4 years)
Gladstone (] year). Britizh, Foreign Policy Zince W L year) .
. 4. Graduate Semjnar Courses.<ﬁ(Give courses you teach on aemand or
on occasion to smal| (3-3) groups of students.) :
5. Other teaching. (List here courses or programs® conducted” fo
teach graduate assistants to teach, or special extensjon classes,
~or-other unusual kinds of Teaching'petuliaf to a collﬁge or
, university setting.) , L _ .
6. Thesis and DjsserTaTJoq.STudenTs%ﬁ‘iLisT'here:Those.studenfs“for-
’ whom you ‘served as the ma jor research advisor and as chairman of
the -thesis or examining commjttee.) - L. g

©
' 3

" Name Degree ™ Year -; Thesis/Dissertation Tifje ! Udiversity -

F. Resgarch Projscts and Grants. (Liéf, from most }ecénf, the funding -

agéncy, the égency'projecf number if known, ‘the dates, the dollar .
amount of support, and the title of the projact. Example: NEH project:
CF 100l Dates: 1968~f969,\$5,000. Give projects, conferences, pro- -
grams, efc. that have been funded. Oo not list pending or unsuccessful

" applications. List projects, in order, that have been supported by .
‘federal agencies, national private foundations, state agencies, regional-!
private foundations, local agencies, and agencies such as the Faculty
Research Committee within the university. Any special research
equipmenf\br Travel grants should be included under this hsading.)- i
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G. --Publications

BOOKS (from mosT recenT) . R

lee complete biblliographic information on each gublnshed boon. Be
- .sure to include the fitle, The publishar, year of publication of each

edition or revision, Tofai pages, coauthors. You should claim tThe
book i f you were The sole or a grincipal author, or jf you were the
ediftor and an-author. However, do not list the book as yours i{f.you
.contributed only a chapter; list such writing as an artficle. Do nof
list here books that are in press, or under confract to be wriften.

2

. K APTICLES (from mosT recenf) ":'

Include complete bibliographic data. :Do pot list hére arTlﬁles in * B

oy
press or accepted by a publisher, prégress reporfs or final repo"Ts

on resaarch projects, orofher r=porfs nct app2aring jn the generally
‘avai lable profassional l|iterature. The crifecria o apply here are
whather or nof the article is published in @ orofessional journzl rthat
emp loys anonymous evaluators or referees. Give complate fitle, “
"Abbreviated Journal ldentification\VYolume #a.: , First and Lest pquas,
Year. (Coauthors)’ o : ‘

%% ' BOOK REVIEWS (from most rezent)

"List here the book reviews you have presenied in standard professi. ﬂJI
publications. - - st

H. Persons working.in the performing or creative,arrs should {isT in 3
sepdrate catagory PIRFORMING OR CREATIVE ARTS such things a3
_|. One person art shows, or invited shoxinjs of sszveral creation,
' (other than locgl or private showings!).
. Plays written and/br directed,
[ta jor performances as an actor on stage or theatre.
. Special ‘commissions to do creative work. ¥
. Major musical composiftions.
.-Performances of snecial no;eworfh;ness

N NG ) NS W (N

|. Research Reports. List here arficles or books that are in press
if you have received a lefter from the editor oi the journal or
publishing house saying that fthe manuscript has been accepted
and will be publishad. Include hare, also, research reports
prepared for governmental or private agencies or published in
"house organs" of limifted disfribution. Givas complete biblio-

. graphic data. It is not appropriate to list here merely work ‘

that is in progress or in the formative stages.

145 .
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J. Papers Read ig_Profeséibnal Societies. ‘ *

K Professional'SociéTies. .
— A . ' o~ D
L. Honors and Awards. :
M. Personal Data. (Optional) L o A . ) i
: °  Born: : - . : :
N Primary and Secondary Schooling: , ‘ !

Marsfal sfafus, spouse, chlldren : Lo
M. References {List .the names and addressas of persons (3 to 5)
’ who are able to evaluate you as a teacher, scholar or administrator
in your professional field.) . ) s . s
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'SUBMITTED-,BY: Ad Hoc Cbx;xmittee of Senate

APPROVED BY: . Senate, Board _ -

DATE OF ORIGINAL DOCUMENT AND AMENDMENT DATES: March 5, 1974; May, 6, 1975;
- E _ ’ - June 3, 1975; ) .

. EFFECTIVE DATE OF POLICY/PRQCEDURE: June 26,1975

Procedure’ for Arbitration of Faculty Grievances by the Faculty Personnel
and Concillaticn Coumittee (¥re).

" I'n Types of Grievances to be Considered

A. Nature of grievance:

@
r

1. Termination of probationary codtract cr denial of tenure
2. Prolonged denial of promotion - .
3. 1Inequitable treatment regarding calary, departmental

. responsibilities, or other profe'ssional assignments

B. Grounds for. petition may be an&_or>éll of the following:

- 1. TFajlure to observe due process in decisions at the
* departmental, school, college, or higher administrative
level (including failure to meet Charter proviglons’ for
. . ' evaluation of probationary faculty) .
\ ' Denial of academic freedom ‘
3. Inadequate or inequitable consideration of profesgional
competence : . ‘ - ‘ : ’

P

[y®]
.

NOTE:~ 1Initial complaints regarding dndaviful discrimdination: because
of race, creed, color, national origin, sex, age, or handicap
should be referred to the Equal Opportunity Review Board. (

If it finds "probable cause" in a case invol ing a faculty
< membeg,-thg case will be referred to FPC. ’ . :

.IIV Content of Appeal Petdition

A, -Specifi¢ statement of the nature of the grievance and the
grounds for the grievance, including all available supporting
evidence deemed relevant by the appellant, (The FPC may require
that the charges be revised to sharpen specificity). .

R o
B. Identification of respondent. (The. FPC resgrves the right to
- determine,the appropriate respondent on the basis of the charges

.and evidence) 14 7 "

’
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1. If the grievance results from an unreversed departmental
decision or recommendation, the respondent shall be the
. department chairperson or his/her representative . *
« 2. 1If the grievance results from a reversal or alteration of
a departmental decision or recommendation by the school or
college, the respondent shall be the director or dean or
- his/her representative
3. 1If the grievance results from a reversal or alteration of :
a departmental,. school or ‘college decision by the University,
the respondent shall be the provost or his/her representative,

C. Lvidence that all established review and appeal procedurcs within
the-department, school, college; and/or University administratidn
have been exhausted or that they have not been concluded within a
reagonable time. ‘

v 3
- " » - " \
. III. Procedurss for Patition and Conciliation
A. :Appellant i{s to send the petition, in writing, to the Chairpersgn of
\\ *FPC within thirty days after being informed, in writing, of the

decision of the final review or appeal committee or board (see II, C,
above}.

B. The Chairp°rson of. FPC, within one week of receiving the petition,
will:

1. Appoint.a sub-committee of two FPC members, one of whom will
be chairperson, to attempt conciliaticn. ! .
2, Inform appellant and respondent of the appointment of the sub-
commnittee and forward a copy of the petition to the, ,respondent .-
3. Request appellant's department chalrperson to send to the sub-
committee copies of standard department criteria and procedures
for faculty evaluation and a report of how such criteria and
. . procedurns'wcre applied in the case in question. 1f reviews
: gnd/or appeals were conducted by the school, college, and/or
department, the Chairperson of FPC will m<ke a- similar request
. of the dircctor, dean; and/or provoct.
C. Within thirtyfdays of its appointment, the chalrperson of the sub- ° 3
committee will report to the Chairperson of FPC that conciliation,
has been achieved or that the appellant has tequested a. formal
hearing

. -

?

NOTE; The time elemefits stated in A, B, and C above are approximate
' and may vary oomewhat according to the particular needs/demnnds
of. individual cases.  The central intention is that appeal
- petitions shall be procescsed as promptly, efficiently, and
systematically as circumstarnces permit:%

148 D
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'~ 1IV. Procedures for a Formal Hearing - _ . . .

¢ . . e T - : .
. A. Within one week after being informed by the subcommittee that a '
’ formal hearing'has béentrequested, the CharrperSon'of-F?C'will'

1. Appoint a hearing board of five persons, one of whom shali
serve as chairperson. Those eligible for appointment shall .
1nclude*the members of FPC (excludlng the two who have served
as the subcommlttee) and those persons newly elected to FPC
who have not yet begun their terms of office; an app01ntee
shall ‘remain a member of the hearing board for the duratlon
.of its existence. . ~

2. Inform appellant, respendent, the’ provost,'and the Chalrperson
of Faculty Semrate of' the composition of the hearing board.

{1‘

B. Within ofie week after being informed by the Chairperson of FPC

of. the composition of the hearing board, appellant" or respondent
B may challenge any members of the hearing board for good cause,
The,Chairperson of FPC will decide’each challenge on its merits
and may-neplace any member of the hearing board,

C. 1Mormally, hearings will .be held at 'a date within four to six
. weeks after the appointment of the hearing hodrd. The date
will be set by the Chairperson of FPC, after cohsultation with ~
appellant, recpondent, and members of the hearing board.: He/she
will notify the appellant, regpondent, hearing board members, .
provost, and- Chair pErson of Faculty uenate of . the.date of the ' ‘

€

Jhcering. C . R . s
" D. Should the appellant be offered and sign an annual contract "
£ during 'the time that the petiticn is under consideration, such
slgnature shall not be congidered as evidenge that .the appellant _ . .
is satisfied and that the grievance has been redressed; nor - : e .

shall such contract preclude an adjustment B ferms of employ-
nent as a result of these procedures ot

E. General procedures: ' T

1. The lhedring board exrectclthlt all known written evidernce -
pertinent to the case will be pregented by the appellant
‘. and respondent in the firet réund of contacts with FPC.
It reserves the right to limit the submission of new written
- ' evidence at any time thercafter.

2., The Chairperson of FPC shall make certain that both appeflant;
and respondent have secen all the written evidance submitted -
to the hearing bosrd before a case comes to a' hearing.

3. Bath appellant and respondent may requect jthe aid of FFC

) in securing docuzcnts or the attendance'og persong who ~ f .

'p033e°s information relative to the case. -
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4. The appellant and respondent each may have, ‘and be
represented‘by, an ‘academic adviser "of his/her own choosing,

, Any facu)Yty member nay serve as -an academic adviger.

5. The app€llant and respondent éach may have ‘legal counsel of ,

" his/her own chobsigg“to axtend,the;hearing and advise him/hef:
but such .counzel shall not conduct)the «cage or otherwige
Rarticipate in tha proceedings, "o o

6. The hearing 'board may establish sucl procedures asg it deems,

\

necessary in ‘order to énsure substantial justice, The

. fundamental objective of all procedures followed by the

hearing board ig that of due process and fairness, but it

~ds not the inteafion of the hearing-board that 4ts procedures

follow those used in a courtroom. ‘

7. The hearing .shall be in"cTlosed session. However, the

K : appellint/respondent shall have the right to an open hearing
1L he/ahe requegts-the same 1in writing at least one week
Prior to the scheduled time of the hearing;.except that the
hearing board geserves-the }ight-to rgquire;a hearing be

5 -

1S

.

. orderly conduct of”the ‘hearing, = o,

- 8. The appellant and respondent~shall have the right to’ testify"
in their behalveg and“to~pre8ent witnesges relevant to their
cases. The names of witnesses must be glven in writing to
the Chairperson of Fpc five days in advance of the hearing.
The hearing board may choose- to acéept, and read aloud, at
the,hearing, wfltten.st&tements from witnesses-who cannot
be present at the hearing. ‘ _—

8. 'The witnesses shall be ptregent only to fastify. However,

also witrnesses, shall Be permitted to be present througﬁbug

- the hearing, - : .o

‘10, The appellant, respondent, ang their advisers shall havé tle
right to question,all persong whd ~make Statements before the
heizrLpg beord, L. RS o -

Cok g ) =
» ~ . * . s . Y
e

!
g

=y

F. Findingg and diéposiﬁionf W v “:gf

LR ?

1.. After-ail evidence hag bgep,ptesepted% tﬁé»ﬁeag}pg B;ard shall
recess<for,tloscdadeliberétionsu . All decigiong of‘the~hearing

-

! board shall be by:majority’votej the chairperson voting only L

findingg and -write an opinion or

in case ¢f a tie. - The hearing beard shall‘makeiexplicit
" Brievance charged in appel;ént'sog

etition on the grounds

cited therein.{ Hhereve; the~heaflng board findg for the
appallant {ir shall make an explicit‘recommen&ation to ‘the
Provost as to what action 'Bhould be taken ‘to redress the
grievance. - .. - oL . - B

pinicns with respect of each .

III-B-15
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"2. The findings, opinjona, and recommendations, 1f any, of the
‘heacing board shdll be transmitted In writing to the provost
with coples to the appellant and the tespondent, within one

- week after the close of the formal hearing, '

Y 3. 'The Provost will inform the President and Board of Trusteeg
in writing of his/her recommendations on the cage, with
coples to the appellant, the respondeut, and the chalrperson
of the hearing . board within cne wa2ek of receiving the findings, :
opinions, and recommendations of the hearing board,

4. TIf the provost 1isg a party to the case, the'Fresidcnt shall

»

G. By written agreément of appellant and respondent the hearing board
- may make 1itg decision solely on the bacig of the written evidencef
without a forgal hearing, '

policy on equal oPportunity shall pe referred to the Equal oOppor-
tunity Review Board for investigation} before furthér action by FpC,
B, The finding ,f a court of  law, 8 government agency, or the Equal
Opportunity Reviey Board that Federa] or Ohio law or University
Policy on equal opportunity has been violated shall be considered
sufficient evidence of inadequate or inequitable consideration of T ———
professional Competence., The Petition ghall then be handled as
in the above Procedures except that the Tequirements of IT C
above for review.shall not apply, : ‘

VI. The UniQersity Policy on‘Facu}ty Appointment apd Tenure ghall apply to
all cases of dismigsal of tenured faculty,
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SUBMITTED BY: VPFA | Director of Personnel Services

APPROVED .BY: Deans

'

DATE OF ORIGINAL DOCUMENT AND AMENDMENT DATES: Qctober 25, 1974

) . .

EFFECTIVE DATE OF POLICY/PROCEDURE: October 25, 1974

l. When an application is made by a former faculty

mamber for unemployment insurance and the Director
of Personnel Services is notified by the Bureau
of Employment Services, he/she will inform the .
Office of the Provost via the’ Coordinator of Academic
Budgets, who will check. the record. The Director of-
Personnel Services will also seek information from
the former faculty member's department concerning ,
his/her current employment status. If-the Coordinator N
of Academic Budgets ‘discove®s that the faculty member
in question has always been on a term or tempsrary ap-
pointment, he/she will inform the Director of Personnel -
Services that the termination of employment is due

‘ : to the lack of availability of further work. Under
thesea circumstances, we will not contest the decision "
to offer unemplovment compensation. ' :

2 the personnel records of the Provost's Office
do not clearly.;QQLQQ;e the reason for termination of
a faculty fémber formally on probation, the Coordinator
of Academic Budgets will inguire of the Dean's Office
to discover whether there is a letter of resignation.
If such a letter shows that the termination of employ—~
rment was voluntary on the part of the faculty member,
he/she will so inform the Director of Personnel Services
-who will use the document in question to app=al the
‘ ‘ decision to pay unemployment compensation.

. T X
3. Where the appointment was probationary, intended to

be permanent, and there is no record of resignation,
th2 Coordinator of "Acadenic Bidgets will bring . the
situation to the attention of the Vice Provost for
Faculty Affairs. He/she will examina the record,
consult with the Dean as necessary, and make a determina-
tion as to the circumstances Of termination. If he/she
£inds that the termination is related to attrition,
taenlty reduction, or olher undoubted cause in which

v
th2 fzculty membar has no respoansibility Ffor the
outcome, ha/she will so inform +hs Dicecco- ¢E Povson- :1552
Q nel Services aad no objection will be raised -o Fne
ERIC paryment of unemployment colpznsatio:

\ ' L}
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4. If termination for cause of either a probationary or
" & tenured faculty member is involved, and the documenting
of cause for dismissal is satisfactory, the Vice Provost
for Faculty Affairs will consult with the University
+ legal counsel and the Director of Personnel Servicdes
to redch a decision whether or not.to object to the
payment of unemployment compensation. e

5. In the case of termination of probation as a result
Oof a decision not to grant fenure, but not involving
voluntary resignation by:the faculty member, .a determina-—
tion of the nature oF the decision will be made by ¢

. the Vice Provost for Faculty Affairs in consultation
with the Provost. If in the opinion of those officers
the faculty member might at another time, or with
equal qualifications in another department, have been
continued, no objection will be made to the payment of
unemployment compensation. A report that work suitable
to the gualifications of the fdculty member was not . ~
available in the department at the time in question will '
be made. If, on the other hand, a failure to mest
stated criteria of performance by professional advance-
ment or otherwise is involved, a decision to state.
that the performance of the employee was unsatisfactory
" and to object to the payment of unemployment compensa-,

tion will be communicated to ‘the Director of Personnel:
Services. In this case, as in that of dismissal for .
cause, consultation with the University's'legal counsel

a ) to determine whetheér the documents are sufficient to

' S handle the possible appeals will precede the decision ;
whether or not to raise objections to the payment of

compensation.
6. In all cases in which the decision of the Provost's
Office 1is , - to accede ‘to the payment of un-

employment compensation, the Director of Personnel -
Services, in the light of his/her primary responsihility

for the management of the Unemployment, Compensation

Program, may appeal that decision by a.brief written ‘
statement directly to the Provost and the Vice President

for Operations. These two officders will confer, review

the circumstances of the case, hear the reason for ‘

the concern of the Director of Pexrsonnel Services and .
v whatever othsr facts of the case they wish from other .

officers involved. They will then make the determination : )

as to what the University's posture should be, with
uch advice from legal counsel as-may to them seem
csropriate and nacessary.
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