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Academic Honesty

The Academic honesty Committee sets forth the objectives
and-procedures in its policy stapment as follows:

OBJECTIVES

1 To communicate to all members of the University commwnity
the conviction of the University and its faculty that
cheating arid plagiarism are destructive to the central
purposes of the University and are uniVertally disapproved.

2. To. state procedures for accomplishing the above objective
by:gtudents, faculty, academic deans, and the University
Academic Honesty'Committee.

PROCEDURES'

1. Both students and fatuity should initiate discussions which"
will lead to the elevation of University mores on cheating
and plagiarism.

2.. Each faculty member should. include in his/hei- introduction to
a course:

(a) A statement of his /,der definitions and policies with
regard' to cheating ,and plagiarism,

'

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

(c) The statement that every, instance of dishonety as
defined' in (a) will be reported as described elsewhere
in this

9
policy.

Insofar as possible, temptations to potential violators
should be removed. Specific suggestions include:

(a) Only new tests should be used; samples of course
tests may,be filed in, the University Library. The
Library w411 receive,.file,,and make available to
students through the Closed,Reserve System all tests
forwarded by the teaching faculty but will not
actively procure or,permanently-retain such tests
(unless otherwise requested by a teaching department,
the normal retention period will not exceed five
years).'

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 high density seating.

7
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(d) There should be provision of sufficient proctors for the
group being tested. ASsistance shOuld be provided by
`instructors, and, where necessary, by student assistants.

4. Faculty members should exemplify the highest levels of academic
honesty at all time -s.

5. Cases of academic dishonesty shall be reported to the Dean of the
College in which the student is enrolled, to the Dean of the College:
n.which the course is taught and to the Coordinator Of Student Ser-
vices either by the initructor or by a student in the class where the
incident occurs. A memthrandum stating the natureof the repo'rt and the
disposition ofthe case 'shall be sent to the Academic HonestyCommittee
and to the Coordinator of Student Services by thestudent: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. Penalties for offenses°6re defined as follows-:

Expulsion Dismissal. with no provision for
readmission.

Dismissal for a stated After the time has elapsed the
period of, time -student may apply for readmission

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

'Suspensidn fpr a. stated May not register again until stated
period of time period of.time has-elapsed. The

student is subjet to all regulations
dealing with his status at dye time
of suspension, e.g., academic warning

Suspended Pena.lty. Where any of.the three above stated
have been totally or partially sus-
pended, a student who subsequently-

.violates the Academic Honesty Policy
is subject not only to the penalty

'r"-: prescribed for that subsequent offense
but also to the suspended portion of
the previously-imposed penalty.

Fa ilbre in course The student should be withdrawn from
the course and a grade of WF assigned.

;

Failpre in part of a In accoMance with practices of instruc-
..

courseu(test.paper, 'etc.) tor.

Warning Assigned by academic dean. Facts are
recorded. in student's record.,

Each penaltyshall be considered to be a punishment of greater degree
than the punishments listedbelow it (assuming dismissal time is at
east as logy as suspension time.)
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7. Penalties for firs.t offenses shall be in accordance with
the Io lIowing table:

Offenses

<,Cheating or
plagiarism in
tests or other
assignments in
a course

Stealing, dupli-
cating; or
.selling examine-
tions 'or examina-
tion books

Stbstitution in
class for a
significant
period without
permission.

Substitution in
an examination

:Other cheating

Minimum
Penalty

Failure on
test or
assignment

Suspension
for two
quarters**

Warning (for
substitute)
Failure in year
course (for
enrollee)

Suspension ' Dismissal
for two for one

year**

'Maximum

Penalty'

Failure in
course.

Jurisdiction

Instructor
in course

Dismissal Student's
for three 'academic

years** and dean
institution
of civil.
pr,oceedings

Suspension
for one

quarters**

Wa;-ning Suspension
for two
quarters**

*Purchase of research papers or employment of a person or
agency to prepare such papers is considered by Ihe Academic
Honesty committee to be equivalent to plagiarism.

**All or part of penalty may be suspended.

Studeftt's

academic
dean

Student's
academic,
'dean

Student's
academic
dean

For second offenses, the magtmum penalty may be increased to
a longer period of suspension or dismissal, or to a-greater
degree of punishment.

One year, is defined as four consecutive qUarters.

8. In any,case in which the penalty for the alleged offense is
suspension,or expulsion, the academic dean having original
jurisdiction 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 to the disposition of the case.

9
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The penalty is to be determined by'the Academic dean
having original jurisdiction. The'penalty shall begin,

. immediately upon the notification of the student in writing '

of its assessment unless appealed. If appealed, the assess-
ment is to be withheld until cVmpletion of the appeal, process.
If the original decision is uphdld, the penalty will be
effective as of the original date of notification. lf,

'during the period of the hearing or theappeal, a quarter or
term 'ends, gradesand credits of the student shall be with-.
held pending final resolution of the case. 1

9. The University Academic Honesty Committee 5ha.11 have appellate
jurisdiction in cases of academic dishonesty and shall estab-
lish its own procedural rules. The academic dean assessing a
penalty shall inform the student in writing of his/her right to
appeal ds described below, and that such appeal must be made
within ten'days of the date on which .1-1e student receives notice

of the penalty. An appeal may be b\-atd on new evidenet or on
procedural errors in the proceedings leading to the'assessment
of,the penalty. Appeals_are to be sent:by the student in
written form to the Committee, th copies,to be filed with the
Dean of the College in which the student is enrolled, and tie
Dean of the College in which the course is taught. Thd

J Committee shall have authority to initiate review of any case,
if it so desires, and shall have authority to conduct an in
vestigation of a case de nova. The Academic Honesty Committed-

. shall have the poWer to suspend-a penalty in whole or in part
and to impose appropriate conditions as a corollary. This power
may be exercised either upon recommendation of the dean who
.imposed the penalty or ill the -course of the review of a case by

the Committee. Final appeal jurisdiction in any case vests with
the President of the University.

14

10. This statemont,Of policy shall be published whenever possible
in all editions of the Student and Faculty Handbooks.

Academic Responsibilities and Rights

There are several statements whicth establish die guidelines of
academic responsibilities and rights. The first of these apflpars
in Article 1 of the Faculty Charter and _states:

(1) Full freedom for the expression of'differing opinions and the
,acc8ptance of thespirit of criticism are essential, to the
atmosphere of a great university:

S
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(2) Academic freejom.is indispensable to the UnivArsity.
The freedom of the individual 'teacher-scholar, however,
carries with it unmistakaye acceptance of 'responsibilities
with regard to the good'of the University and of society;.:.

The Uriiversity Policy on Faculty Appointment 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 Senate office; the summary recommendations of the
statement are as follows:

(1) That there be reasonable regulation of the time, place,
and manner of conductihg political activity on the"campus;
and

(2) That there be no university restriction on the contenft 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 principle
of free expression grows as part of a university's

' tradition depends upon the wisdom with which that
freedom is exercised. In 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 May 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
knowledge,. 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 teache-scholaF.

11 .
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A copy of the full statement is available in the Senate Office.
The Ohio Faculty Senate has prepared a statement of faculty
rights and responsibilities, a modifization of which has been
adopted by the Faculty Senate of Bowling Green State University.
A copy of this.statement may be obtained from the Senate Office.

A Revised Student Code has been approved by the Board
Trustees in May, 1970. A complete copy is available in the
Office of the Vice Provost for Student Affairs.

_Affirmative Action Policy (See Equal Employment Opportunity
Policy)

Athletic Recreational Facilities

Athletic recreation facilities--pool, handball courts, ice,
arena, golf course, tennis courts, etc.--are available to the
faculty, staff, and members of their families on.a priority
basis. Physical education classes, intramurals, and 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 reservedby calling
372-2401. Handball courts and facilities in the Men!s Gym can
be reserved by calling 372-2070. The Ice Arena controls this
facility and can be utilized by calling 372-2264. University
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 For details.. A limited'number oNleermanent
lockers are availa. for assignment in the Men's GyM-and
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,
etc.) under "fringe benefits" privileges. The Human Per.formance
Laboratory in Room1,10, Menls Gym,isavailable for fitness
evaluation, of interested persons. Call.. 372-2192 for an appoint-

.

ment.

Bonds
C

'Anyo9e desiring a payroll deduction for U.S. Savings Bonds
should complete the rfeces:s'ary authorization' card at the University

Payroll Office:

12
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BookS,tore

The University Bookstore, locatedon the main floor 1ri
the Student Services Building, carries in additt84 to textbooks
other books and college Supplies such as paperbacks, hardcover
new releases, greetiAg cards, and a variet\y of gift items. Special
order service for books is available. University parking is
adjacent'.

The ID card of a facultymember presented to the cashier
prior to,ringing of sale will avoid error by alertingthe check-
out operator that you arg eligible for a 09 disdount on all -

purchases of. $1.00 or more for either caS*or c.harge. Charges
are made only on a register marked "charges"- at the center of

'-":10e check -out area.

For convenience your spouSe or dependents, with proper
identifiCation such as their driver's license, may use your
card to make a purchase. Identification is needed to cash

. first party checks.

It is necessary to order textbooks well-in agance 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
Bookstore (2-2851) immediately in case-additional books are
needed.

Publishers require that'a faculty member Write forhis/he,r
own de&l< copies onforms you may secure from the Bookstore
or with the help of your departmental secretary. In an
emergency, the Bookstore will lend you a text on a 30-day
charge.

Additional information is available in the brochure "About
the B.G.S.U Bookstote".

.3 Broadcasting Services

Broadcasting Services at the University are provided by
0 WBGU-TV, WBGlf-FM, and Closed-Circuit Instructional Television.

WBGU-TVI Broadcasting on UHF Channel 57 with 750,000
watts, WBGU- V js a non - commercials, educational Station' affp-
iated with t e Public Broadcasting SerV"ice Network. It%serves

13
4.
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8
the University qommunity; public and private schools and the
public with programming in the areas of instruction, general
education, and cultural and public affairs.

In addition to a staff of full-time professional broad-
casters, WBGU-TV employs a large number of University students
who receive internship experience as part of their education
in television program production and operations.

i The studio is located on South Campus. The transmitter is
near the town of Deshler.

WBGU-FM. The University's FM radio station broadcasts
on 88.1 megahertz with 1350 watts. Programming is primarily,
comprised 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 concert
features and'a broad scope of actuality broadcasts on public
issues from such sources as U.S. Senate hearings, National
Press Club luncheons,seminars, etc.

WBGU-FM's transmitter and studio are located on the 4th
floor 'of South Hall.

Closed-Circuit Instructional Television. CCTV is

virtually a second television station, providing.a daily
schedule of instructional programs requested by faculty for
use by her students. Programs are carried on a dual campus-
wide coaxial cable distribution sygtem connecti.ng all.
academic buildings, residence halls, sorority and fraterhity
houses, and most non-academic,buildings. Four ITV channels,.

are available in academic buildings, one channel in residence

halls and sorority and fraternity houses.'

In addition to providing .programg'fented from other
sourced, the Closed-Circuit Instructional Television Office
works with faculty in producing instructional film and video-
tape materials using ,the WBGU-TV studio and mobile unit facilities.

The Director of ITV is also responsible for televised continu-
ing edilcation disseminated both by closed-circuit on the campus and,
by broadcast on WBGU-TV.

the CCTV Office is located in the Television Building from
which point ITV programs are distributed on the'campus cable
system.

,
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Campus and Civic Recreation

All faculty,and staff members receive notices oaf coming
attractions in the.ca'mpus Artist Series and the campus Film Series.
Season tickets are available for .athletic events during the
academic year'. Recital schedules are available from the School
of Music, and notkes will -be sent to facul.ty and staff regardjng
the loca)ry-produced opera. _Bqii operates a public.FM radio
station, WBGU-FM, arid a public television station, WBGU-TV,
Channel 57. New faculty and, staff members' may wish to look over
ill-Formational materials distributed. by the loCal,ChamBer of Com-
mdrte.

Career Planning and Pfacbment Services

9

f

,The Office'of-,CarYeer Pla'nning and PI .cement is located in
the'Student Services Building. The.efjve rofess-ional staff,

members provUde individjalized counseling to a.1 students
seeking career gtidance and informatiori. They also coordi6ate
job vacancy informationa421 employer. recruiting. Qualified
candidates for a vacamcly are notified and employers are
'fdrwaFded,a listing of those; contacted. Students' records and
their work-status are continually updated through frequent
surveys.

)

Facbity and staff members are invited .to share Pn the
counseling and .placement process through luncheons with
employer' representatives, claSsrodm presentations, and depart-
mental club programs. Assistance in locating qualified faculty
and staff. through protesSicinal association contacts is pro-
vided to academic and administrative departments. Statistical
information on vacancies reported in the various fields and
disdipljnes are processed, analyzed, and fuimiShed to depart-

.

merits.

The office is open ,dakiy from 8:00 a.m. 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
appearsin your, classes should present an admission card, whiCh

1.5



will certify to you that he has registered and paid his fees.
On .the Tuesday following the first day of classes, you will
receive a c6rrected roster of students for each class. No drop
cards will be sent to you for students who have dropped your
course; their names will simply Lie omitted from the corrected
Toster.

You wi11 be required to mark any revisions needed for
accuracy on the second roster mentioned,aboVe, and a deadline
will be stipulated for the return of the rosters to the Registrar.
During 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 Attendance

The following statement was adopted by the Senate in its
meeting of Apnil 6, 1971:

The faculty believes that classroom activities are
essential to learning and to the application of
knowledge.

The student is'responsible for knowing and, meeting
course requirements, including tests, assignments, and
class participation, as indicated by the course
instructor. The instructor has no-obligation to give
make-up examinations or to review other class work
snissed by a student as a result ofsunauthorized .absence.,

, A student may be authorized to be abSent for
reasons of University-sponsored activities, personal
illness, death in the immediate family, and other
genuine emergencies. Absences for iljness are
authorized: (1) by the Student Medical Center when
a student is hospitalized in,the Center; or (2) by the
Coordinator%f Student Services or CoFlege Dean when the
student presents a_certificate thatJle/she has been under-

going medical treatment at hbme. Absences for University-
sponsored activities are authorized by the office of
the appropriate dean; absences for other just causes

16 -I
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are authorized by the Coordinator or Student Services. Such
authorizations are certified by the. Registrar, and the student
may obtain such certification to show instructors upon returning
to class.

An instructor may accept a student's excuse for an
unauthorized absence as 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
*responsibility, however, for making up work missed during
absences rests with the student.

Classroom Environment, Responsibility and Authority of Instructor

Effective May 17, 1966, the Academic Council approved the
following statement, which has been endorsed by the President
of the UniVersity:

'. . . reaffirms the present practice which places
the-primary respOnsibility for' the classroom environment
with the instructor. It is assumed that the adminis-
tration will suppdrt this position providing that the
instructor codducts himself /herself in a professional
manner and in accordance with the Uniyersity policies and
regulations. ,

In this context the use of recording devices in the
classroom is the prerogative of the instructor, providing
that the use of recording devices be consistent with the
educational alms of the class and not be used for any
other purpose except by permission of the instructor."

Computational Services

The Officetof 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,responsibility 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

swork or for unsponsored resear h. For research sponsored by
outside agencies which allow.bu et allotments for computer use,
charges:are made in accordahCe with a schedule available from
the Office of Computational Servies. 0,



12

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 Bowliqg Green and operated
by Bowling Green State University Officelof Computational
Services staff.

The Computer Advisory Committee; a University standing
committee, advises the Office of Computational Services on
matters relating to p ,plicy and operation.

Counseling Center

The Counseling Center, located in 320 Student Services
Building, is staffed by persons whose training 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 prob)ems and helping such students find
other,sources Of-aid where such are appropriate. In the latter
sense, close communication is .maintained with other areas but not
in the sense of communication with other areas as to thy- i- dentity
of students who seek help or the problems which they bring.

in the area of vocational and educatiorial choice, various
tests may be used where appropriate, but actually a large-part of
the work with s,tudentsr involves aid iri 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 the request of the student. Counseling with any student in the
Counseling Center i basically'a confidential relationship under
control of the stu, t. Brochures having to do with vocations and
a tape library 'describing Bowling Green programs' and department
majors and minors are maintained., in the Center. For additional
information concerning services of the Center, contact_FranktC.
Arnold, Director.

iCredit Union (BGSU Employees)

A credit union operated by members of the 'University community'
is -available to all full-q.ime members of the faculty and staff.
The credit union provides its members with an opportunity to save
money through a shares account system and to obtain loans at the
low interest rate of 1% per month on the unpaid balance of the loan',
12% per year on the total note A payroll deduction plan'allows
membgrs to have shares or loan payments automatically deducted from
their regular checks.

s).

18
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In order to be a member.of the credit union with fulljoan
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.

The credit union office is located in Room 231-A Shatzel
Hail= second floor, north wing, phone 372-.2194, office hours
1:00-3:00 p.m., Monday through Friday, except regulai University
holidays.

Developmental Education

The Developmenta) EduCatiorkProgram (372-2101), 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. Since the classes are relatively
small, the students receive Much more .individual attention than
they normally would. Their academic achievement is also closely
monitored by both faculty and staff. Questions concerning the
program should be directed to Dr. John F. Newby, PrograM Director.

Employment (Extramural Gainful)

' Full-time employees may not accept employment with any other
educational _institution without perMisSion of the department
schairpersori, dean and Provost. The employee will advise his/her
department Chairperson and dean of any activities in which said
employee may engage which will or may result in rendering less
than designated contract_time to the University.

Equal Employment Opportunity Policy Statement and Affirmative
Action Program

Bowling Green State Upiversity affirms, through its Equal
Employment Opportunity Policy Statement and Affirmative Action
Program, its commitment and dedicated efforts to provide equal
employment opportunity as prescribed by such laws as Federal
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Executive Orders 11246 as amended by 11375, the Equal 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 race; religion, color, national- origin,
sex, or age, and it will not knowingly cooperate with, support,
or employ the services of other organizations which discriminate
against persons on such grounds.

The Equal Employment Opportunity Policy Statement and -

Affirmative Action Programlis designed to estabPish the action
of Bowling Green State University', its President, Trustees,
Faculty, and Administrative Officers to provide equal employment
opportunity to'all qualified persons without regard to race,
religion, color, national origin, sex, or age, and to take
affirmative action in instances where such opportunity may be
limited. Further, the policy establishes administrative pro-
cedures for both a periodic review of employment practices,'
and for correction procedures in cases which do not insure equal
employment opportunities.

You may direct any remarks you may have concerning
discriminatory practices to: The Coordinator of Human Resources,
231 Administration Building, Bowling Green-State Univercity.

Faculty Appointment and Tenure

Present University Rollcy on Faculty Appointment and Tenure
was adopted by the Board of Trustees November 28, 1953, amended
in January 1964, January 1965, May 1968, and May 1971. Each
faculty member should have a,copy of the appointMent and tenure.
statement. Additional copies are available upon request from the
Office of the ,rovot.

Fee Waivers

BGSU has three policies regarding fee waivers: (1) for
full-time employees themselves, (2) for dependents of full -time
faculty and ,non- academic employees; and (3) for full -time
employees attending classes at the University of Toledo.

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
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The policy governing these staff benefits shall be as follows: .1

EMPLOYEE

.1 A full-time employee of the University, including an indivi-
dual employee full-time at the University but compensated by
,another agency (i.e., ROTC, research agenCy, etc..), and one who
has emeritus status, who desired either to audit 'a-course or to
take a course for credit, may do so without-payment of the
instructional or general fee if

(1) his/her area administrator certifies that the .individual's
enrollment-will not interfere with the discharge of
hil/her duties as a University employee;

(2) his/her enrol rment in the section of the subject is,
recommended by his/her academic dean or his/her area
administrato'r and approved by'the University Provost;

(3),his/her enrollment will not prevent a regularly registered.
student from attending the class section.; and

(4) he/she enrolls for the course in the Office of the
Registrar.

An employee who is enrolled and who receives a fee waiver'
fringe benefit for such enrollment is classified as an employee
for purposes of'automobile registration, special university fees,
and other charges or privileges,. which may be applied differentially
among students, staff, and the 6eneral public. Such an employee
does not qualify for special student fee privileges by virtue.,-
of his or her enrollmenefor coursework.

SPOUSE /CHILD

.

The cohabitant spouse, and/or child or children of'a full-
time employee, including faculty and Civil Servicejoi- tocal
equivalent of Civil Service), and employees of the Departments
of Aerospace Studies and Military Science, who has completed
five years of full-time service at Bowling Green State University',
may enroll Without 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
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full-

time academic empl4de.who Was emplcA,ed prior to Marc 1,1972,

fi
The cohabitant spouse and/or .child or'children of a full-

;_and has attained the qatus of permanenntenure or hat attained
the'rank af associ,ate.or full-professor if not on tenure, in-'

cluding°members of theepargments of Aerospace Studies, Military
Science, and emeritus s?aff members, may enroll without payment
of the instructional fee either as, a .full-time or part-time
tudent on, campus or at an off-campus branch or center, provided

that the individual is eligible to be considered as-a personal
'exemalion 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 full-time non-academic employee is
hours a week on a regular schedule and is
for a minimum of nine months .a year:-such
determined by appropriate authorities.

one who works 40
employed full-time
`eligibility to be

A full-time academic employee who is appointed
(includiRg leave o absence) for a minimum of three quarters
of the same fiscal` year and whoseteaching assignments and/or
other assignments are determined by appropriate authorities
to constitute a full load..:

Please note that,fee waiver requests for full-time employees
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. Fords are available in the offices of area
-heads and. departments and need to'be processecP,through the
Office of the Provost.

In 1971 the .Boards of Trusteds'of BGSd and the Uhiversity
of Toledo approved a reciprocal- agreement whereby full-time
empboyees of one university may take courses at the other
university with a waiver of fees. This agreement covers
full-time employees only and doessnot includt waivers for
'dependents.

BG employees- receive the same benefits at the. University:.
of Toledo as do our campus, and our, rules and limitations
under the present policy for employees, apply for taking
courses at the University of Toledo.

2 2
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ProCedures for .saurinTa fee waiver for courses at
UT are as folloWs:' %,

t 4

1, It is necessary to'be properly admitted as a student
1* (either and cgraduate or graduate) at UT before

enrolling fo coueses,,

2. Fee waiver .forms are available in the Office of the
Provost (238"Administration Building) as well.as a
registration card for parking permit.

3 Additional information will be given to the employee
when he/she picks up a form:

Final Examination Schedule'

The official policy of the University on final examingl-
tions as proyided by the, FacOlty Senate on October 18, 1966, '

and authorized by the President on November 30, 1966 reads:

. . that all` classes meet according to the
calendar in the catalogue, that final examinations,
for all students beheld at the hours offici'ally
scheduled, except' with specific permission of the
Provost, and that all grades Ike reported at the
appropriate timeofter the fipal examination period."

.

Permission of the Office'of the Provost may be 5ecured
by providing a memoranidum in writing stating the,time for
which the examination is scheduled, the time at which it
desired to offer if, and ,the reSton for the Change. Pro-
`vision for make up or specifiCation that'no conflicts
other examinations are involved must be included, This,
memorandum, endorsed 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 oonfirmed in writing by the next day. Permission will not
be granted to schedule examinations during the last,week of
claIssesattimes other than the re9ular'meeting time of the
Class involve8. 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 other urgent
reasons for being abseht from the finl examination.

23
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NOTE: Thdre is no University requirement that a final
examination be given. The requirement is that shouldbhe be
given, ibe given at the scheduled time. Make-up examinations
for individual students may be arranged by the instructor at
his/her discretion.

Grades and Grade Reporting

Once your grades are turned ip at the Registrar's Office
we dp.nat change them unless a suitable request should be sent
to"the dean who-will notify the Registrar if the change-Of-grade
is approved. It is advisable that all nstrudtors retain a
record of grades and attendance in their courses. Grade books
may be.btaiin

e
d through your department office.

It is necessary that you deliver your grade sheets personally
to the Office of the Registrar. With deadlines for grade reports
to students on "scholastic reports to parents; and
grade records in the various deansT7office, we cannot rely on
any mode of communication other than your personally taking your
Sheets to the Aegistrar's Office.

.

Under the quarter system, our. University requires that
grades be reco-rded .for each student at the end bf each quar-
ter only. .No mid quarter grades are required. Final examine=
tion scheddles'are announced every quarter by the Office of
the Provost in time for,you to,prepare your examinations
'for each Zoorse,rang1 splial rosters will be sent to you
by the Office,of Re6istrar 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 reason's. 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,

r.fg

Fall quarter February 15, 1976
,Vinter qual-fer May 15, 1976 ,

7 '1( a
1.prinli quarter.

4 *
August 15, 1976

Suthmer.4rter. 1~ November 15, 1976

.

1 For d4dbate students the following "removal of inedm-
plees" regulations are effective;:

0
-Jr

f 2
,

4

r:.

O

9



For the 'Summer, Fall and 19Winter quarters the
4oximum. alloWable time to remove an "Incomplete" is_

the last day of regular classes in the quarter fol-
lowing the one in which the "IncomplAe was'acquired.
For an "Incomplete" given in 'the Spring quarter, a
student'will have until the end of the fifth week of
the Fall-qyarter to remove. the grade.

A -form will be .provided for the instructor by the Office,
of the Registrar for the purpose of removing incomplete
"grades.

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/unsatisfactory) are-used for
graduate students enrolled in.undergraduate,courses. S or U grades
are used for undergraduate students enrolled on a Pass-No Pass basis.
I/S (incomplete/satisfactory) are used for thesis and dis-
sertation curses. On.ly a few graduate courses have been
approved 'to carry S/U (satisfactoeY/unsatisfactory) grades.
Check with theiGraduate College before you attempt to record
an "S" ,or grade at the graduate revel. A grade review
pOlicy was recommended by the Faculty Senate on February.
6, 1,97Yand,is now in effect. Each department has de-.
.srgnated a 'per'son to conduct grade appeal procedures.
Consult your.department-chairperson or designated grade
review officer for_department procedures.

Hospital

4
The University Health Service is available to students

on in case of emergen.cy. necewary
because Of the large d'aily volume of student$.\-1-rf the ouT-
patient ser'Niiceand because of the shortage of staff phy-
sicians. It is requested that all University personnel ex-
cepl students contact an area physician for medical service.
University employees may obtain vaccination against influ-
enza or any othel- diseases as may be needed. Any University
employees who'are undergoing treatment for allergies and
need injections,on a regular basis can obtain these at the.

. Health Service.

Housing

There is no provision for housing guests of a depaftment
or guests of individual faculty members at University ex-
pense. Hotel rfooms are available' at the University Union.

A
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, , In,the event that you go on leave of absence'or xermi-
,

.
ateyour employment with the University, you may Mant.to
li43t your' resideue with our University Housing office,
which publishes lists of apar=tments and homes available for

-
.; rent.

.

Iden,t1fication CaPds
-ss

Each contract employee in. the academic area should check
with the Office of the Provos-t for an ID card.

In'u ry

Injuries sustained.in the course Of empl yment must be-
reparted to the Office of Personnel, Services 'on a Bowlistg
Green State University: Accident Report Form as soon.as prac-
ticable. The'Accident Report Form is the tya5r-s foT ''ayment
of profesrsional medical services and prescriRtions:
gardless'whether immediate...professional medical s4i.vices Were
utilized' for any injury''a'S a result ef the accident, an
accident report shall be submitted. gxperrence has proven
many times that' medicaV help may be required subsequently.
Jab-related accidents resulting in injury-that':occur off
campus as well as qn campus-should be reported.

A University Safety Officer wi.11 'invest.,igate.those ac-

cidents that require amplification or clarification. The
University Safety Investigators are'Members of the University

Police located in West Commons Dining Hall.

All University employees (faculty, staff, student) are
covered, by Workmen'_ Compensation for medical expenses and
coMpens'ation for industrial injuries.

Ins4tructional Media Center

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, transparencies, etc.
ThetCenter also provides a consultant service in the utilization
of materials, will makeirecommendations, 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 regarding. services call Mr. Howard
Cotrell, Acting Director of thetenter, 372-2881.

26
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Insurance

Questions regarding Health Insurance and/or claims should
be referred to R. H. Meister, Room 322, Administration Bldg.

II

All insurance deductions are made on the same,basis as the
number oT paychecks received (i.e. 9 or 12 check#), except the
Educator,Income Protection'Plan premium which is always deducted

i n nine payments_ All 'programs are based on an October 1 througil

September 30,ins/urance year, and the deductions provide cover-
j age for that ge-iod, with the exception of the Hospital-Surgical

,plan. As the University pays all but the family cost of the
Hospital coverage, the Hospital-Surgical plane is canceled at
the end-of the month in which the contract terminates. In the

,case of the faulty Member, this will be the end of June. Any
advance payment for family coverage will be refunded.

4

A Travel Risk InsuranCe Plan is provided by the University
atm° cost. If an employee should suffer accidental death or
dismemberment during travel while on uniyersity business, the
program Will pay a maximum of $50,000.

The'University makes available a Stu dent Tn§vel Policy'
which provides accidental death and dismemberment coverage
plus idemnity for physician, surgeon, hospital and nurse
expenses when due to accidental injury. :All students may
be insured while traveling ,,to or from and while participating
in activie?es-sponsored and approved by the University
except for the play or practice of 'competitive athletics.

Prior toa trip-the'director or person in charge should
contact Mr. Meister for,further details, comrdetion of
proper forms, etc.

Key Regulations

To secure a key a faculty member will contact his/her depart-
mental chairperson-and make arrangements to receive a key to certain°
rooms or buildings. The departmental ,secretary will, then fill out
the,key authorization card and call the Physicll Plant Department,
372-2251, to order the.key. After 48 hours, the recipient of the

'key can present his/her card to the secretary in the Physical Plant
-Department officg, Central,Services Building, sign for the key,
and receive it. When keys are no longer needed, please return them

. to the Physical Plant Office, Central Services Building.

.211
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Your students should be notified that, a special Library
Handbook is available to them free at Ehelibrary, giving
instructions and directions for the use'of

. , .,

Library services are'offered at they Main Library and.
also the Science Library, located in the Math-Science Build-,
ing. Thesseservic,es are described in the faculty edition
of the Library Handbook which 'is available On request from
the Library. Information regarding reserve books, micro-
films/micreprints: interlibrary loan, stack privileges,
log'n periods, etc., is included in this handbook. Fdr

further information .inquire at the library by phone or in
person. Y.

A course (ASS 150) is nor 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
sources and materials.

Your ID card is needed for charging out library materials.
If a secretary or'student assistant is to pick up 1Fbrary
materials for you, be sure to send along your ID card.
Requests for books and otter materials to be purchased should
be made on book -order cards provided through your department
Chairperson of your department library representative (appointed
by the chairperson).

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

Y-

A monthly Oublieation,' Imprint, is sent .to 41 members of the
faculty in order to let them know what is going on ih the Library,
what services are available, and any changes that have been made.
If you are not receiving your copy of Imprint, call -the Director's
Office, 2-2856.



2

The Libr ry receives a large percent of the newly-publish d
books through an approval (or .gathering) plan. This is ,a pro edure
whereby a deal r sends us one copy of each new title published in
the U. S. or Canada that fall within the subject profile estab-
lished 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 Departmertal Library Representative or a memEer of the
Library staff.

News and Photography. Serv,ice

The flews and Photography Service is the offitial 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 events,research programs, academic
agipmplishments, student achievem6nts and Bowling Green's
cdNtinued.effortLs to provide a quality education.

Because of University expansion and staff limitations,
it rs difficult for the News Service-to keep'in constant
contact with all campus news sources. Therefore, it is help-
ful if each/faculty and,staff member can keep the News
Service fully informed of significant, activities. New
projects, particularly those'of service to students and the

:public, academic achievements and honors, and research are
orspecial interest to the News Service.

The UniVOity Photography Service provides high quality
services to official staff and departmental needs.
Photography.Sel-vice will providewithout charge portrait
photographs of faculty and staff members foc publicity.pur-
poses such as newspapers, magazines and printed programs.
Facilities are available on A time- and materials charge basis.
Requests forphotographic services for classroom instruction,
research, etc. should be directed, however, to the University
Instructional Media. Center.

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

29
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Okce Services,

Three offices are available 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
are open 8:00 to 12:00 and 1:00 to 5:00 Monday through
Friday.

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

Office supplies 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 Overload/Course Assignment Policy

24

1. The ultimate goal of the University is to staff all classes,
including resident credit and extension, in-load with
regular faculty. Pn-load assignments can be made at the
discretion of the.Department/College; however, compensa-
tion from Extension Programs remains as presented in six
below.

2. Overload teaching or any other, form of,extra compensation
may not be used as an inducement in the recruitment of
faculty.

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

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

4.- Overload 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 College bean,
ari'd in no case, shall extension class assignments exceed
'62 during an academic year.

30
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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.
I other words, oyerload assignments are normally made'to
faculty already involved fulltime in teaching assignments
unless that noninstructional assignment is required by a pro-
gram, department or BGSU.

6 Compensation for faculty enyged in overload teaching.during
the academic year will be according to the following tchedule:

Regular faculty overload:

, Professor
Asso. Prof.
Asst. Prof.
Instructor
Lecturer

$480 per credit hour
375 per credit hour
315 per credit hour
260 per credit hour
230 per credit hour

Part-time faculty:*

$400 per credit hour
350 per credit hour
300 per credit hour
250 per credit hour
200 per credit hour

When recommended at an equivalent rank by a department
chairperson.

7 Each and every course and faculty 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
institution

9. All chairpersons are encouraged to adhere to the OBOR guide-
lines related to these matters (available in Extension office).

Parking Services

The Parking. Services Office is located at 104 Commons and is
responsible forethe maintenance of parking lots, signs, and park-
ing meters on campus.il This office is also responsible for
enforcing the University Motor Vehicle/Bicycle Regulations which
cover registration and parking. It is the driver's'responsi-bility
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 atythe time of registration.
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The followfng 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 obtained from department budget
administrator. .

Tlis office also registers bicyclesfor the City of Bowling
.

Green-1) assisting students and faculty-staff in complyingawith a
city ordinance which requires ,Ibike-regi,stration. Personal identi-
ficatioli, make and serial number of the bicycle must be presented
in order to register. The bike registration. fee is $1.00.

The Parking Services Office is open Monday through Friday
,from 8,a.m. to 5 p.m.' 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 2-277,6.

Payrolls

All wages are subject to the State of Ohio i,jcome tax
and the Bowling Green 11% City income tax.

FACULTY AND STAFF

Personnel on 12-month fiscal year contracts (both faculty and .

non-Jaculty) will be paid on the last day of each month - -or

on a Friday preceding 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
onity have the option of a 9-pay or a 12-pay basis; new faculty
indicate preference when they sign their contracts. Once a
pay-option is chosen, it cannot be changed during the year of
the option. A request for change of optioh must be made to
the Payroll Office by August 31.

Please be advised that the 12-pay optioh has the 10th, 11th
and 12th.checks paid in July, August, and September'of the summer
following the academic year, If a faculty member has a summer
sc,hool contract and is on the 127pay 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-
paid during a regular pay period. These flat rates would there-
fore be applicable to the summer contracts. The flat r"ate with-
holdings will be 20% for Federal purposes and 2% for the 'State
income tax.
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All faculty and staff employed part-time or for less
than the entire academic-year are paid, on the lth of each
month. The first check is issued October 15.

GRADUATE ASSISTANTS AND TEACHING FELLOWS

All graduate assistants and teaching fellows on academic
year contracts are paid`-on theipay basis,'October through June.
The pay dates are the 15th of each month or on a Friday pre-
ceding the 15th if it falls on:a Saturday or Sunday.

STUDENT ASSISTANTS

All student assistants (undergraduates) are paid on hourily
payrolls under the supervision of the Offict of Student
Financial Aids.

<7

'All paychecks are available on the first floor of the
Administration Building (cashier's window). Checks are pro-
cessed locally, and every effort will be made to have 'them
available on the above stipulated dates. By written- request,
the Payroll Office will deposit yourcheck in a checking ac-
count at a local bank for you (Our checking account number
required),. If you would like your check released to another .
person, please give written authorization to the Payroll
Office.

NOTE: It is against state regulations to issue advance
payment on salaries. It is suggested financial aid be ,

sought from local financial institutions or the BGSU,Credit
Union. '

Personnel Files

The Office of the Provostmaintains a confidential per-
sonnel file on each faculty and staff member in the academic
area. Faculty/Staff Employment Record forMs-$ transcripts of
academic records, and other documents are kept in this file.
When you publish a scholarly article or monograph, when
you present a paper before a learned society, receive an im-
portant award or otherwise distinguish yourself in a profes-
sional or scholarly manner, please file the information in this
office. A complete curriculum vita should be on file; you may
submit an updated vita at any time. Biographical information
which you wish to make publicly available should be placed on
file with the University News Service.,

33
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Changes in Address and Personal- Data

The Office of the Provost is responsible for updating
information in Personnel files. Any changes of home address,
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)

Post Office

The Post Office is located at the south end of the first
floor, University Hall, and may be used for either federal
or campus mail. The office window opens after the morning
mail has been sorted at 9:30 a.m. and remains open until.
4:50 p.m. except during the lunch hou, 12 noon to 1:00 p.m
The window closes at 11:30 a.m. on Saturday during Fall,

Winter and Springquarters: During the summer the window
is closed on Saturdays.

Stamps may 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. Mai may be registered'or.certified.

All official un versity mail Is to be delivered to the
Post Office unsealed. The Post Office has .been directed n'ot
to accept any sealed mail fOr metering un.J.eSs prior approval
has been given. Official university envelopes must indicate
your return address (yLypourdeartrbothoUrnamear-nent) as
well as "Bowling Green State University,.Bowling2G.reen,
Ohjo 43403.". This requirement is necessary for accurate
departmental budget charges and for delivery of returned
mail.

Please inform everiPone with whom,you correspond .to address
your mail as follows: Name, Department Name, Bowling Green
State University, Bowling Gr-een, Ohio 43403. Mail not properly
addressed will be returned to sender..

Zampus.mail is delivered without charge and its use is
encouraged for mailings to'faculty and staff.

34
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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 personal magazines be mailed to the
employees' home addresses. This expedites the delivery of
ell other mail and eliminates forwarding or storing marl
and/or magazines during the summer months.

Psychological Services Center

The PsycholOgical (SerVices Center was e:Stablished
for the purpose of training graduate studentsTin the area q

of Clinical Psychology and to provide needed psychological
services to individuals and agencies in'Bowling Greenand
nearby communiti-es.. The Center is ,Staffed by twelve
psychologists all holding Ph.D.'s from accredited '

institutions, as well-sas by a;fluhber.ofadvanced gl-aduate
students who work directly under staff supervision.. The
services provided include diagnostic evaluations of
intelligence, learning disorders,, personality, and viork
potential; individual and, group treatment of children
and adults; family therapy;, consultation with teachers,
judges, welfare workers, and other representatives of 6'
agencies regarding the treatment or management of
individuals under theIr care and supervision; and research
consultation relative to design or .dat-a.analYsis. The fees
for, psychological services are dependent on the nature of
the services rendered;"the annual incomeil of the family and
family size. For further information contact Dr: Donald F.
Kausch,'Director, phone 372-2540.

4

Reading Clinic

The University Reading Clinic has three functions:

(1) Competency- based teacher education in diagnostic',
prescriptive, gnd individualized reading techniques;

(2) Providing-diagnostic and reading improvement services
to the University, schools, and communities -.and

(3) Stimulating and pursuing reading research.
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The competency-teacher education'function is,. accom-

plished by the fifth and sixth year graduate.reading programs.
Diagnostic and'4eading improvement services are available
to University faculty" and students within:scheduled classes;
091 Reading improvement,, 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.Saturd4

. 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
graduate students. 'For.full information call Dr. Joseph S.
Nemeth, Director of the Reading Clinic at (419) 372-0151,
Ext. 349.

Recreational Facilities (see Athletic Recreational Facilities)

Reservations for,PhysiGal Facilities

University sponsored groups that desire to schedule
on-campus events may make 'arrangements in the Office of
Space,Asignments. Dates, hours, room reservations, etc),
should be cleared through this office for all meetings, help
sessions, conferences, an0.social functions.

Groups not sponsored by the University may schedule,
with the permission Of the Coordinator of Space Assignments,
campus facilities if the facilities have not' been' previously
reserved for campus activities. Local chapters of
fraternities and sororities are "sponSored" and may use

fa'cilities without. charge if approval is*secured through the
Coordinatorof Space Assignments.,
,

. .

<Charges for-the use of Various-rooms, assembly'halls,_
and,audiforiums can be determined by calling the Office of
Space Assignments. Such qalges o not include fees for pianos,
.special lights, and podium; addi ional charges are made when
extraordinary 'equipment is reques ed. .

Retirement System
4

The deduction.for Ohio State Teachers l'etirement amounts
to 8% per month. rorenon-academic personnel, the deduction
foi-iPublic Employees Retirement amounts to 8% per month. If

you desire further information concerning the retirement system,
call R. H. Meister, Room 322 Ad..B1d§.

3. 6
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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 hav'e representation based upon one representa-
tive for each twenty-five faculty members or fraction thereof.
Any-tenured or probationary, member of the full-fime faculty
is eligible for election to the Senate, provided his term
cf'office begins, after two full years of\service of Bowling
Green State University. The term of off ice for elected
Senate members is three years, approximately one-third of
the members to be elected annually. For full infbrmation
about Senate membership and election procedures, see Article
III ofyour Faculty Charter.

Smoking Regulations

In academitbuildings, smoking is permitted in offices
and in other -areas where ash receptables are provided. The
following regulations, however', adopted by the Board of Trustees
May 5, 1959, apply particularly to classrooms:

"There shall-be no. smoking in any classroom,
laboratorY, or other instructional rbom in any Uni-
versity bAlding at any time. All persons entering
any classroom building or the Library shall confine

' their smoking to the areas inithe respective buildings
,

in which-smoking is psmitted as clearly indicatgd by
official University signg posted in the buildings, and
shall refrain from smoking in all other areas of such
building."

Speech and Hearing Clinic

The University maintains a Speech and Hearing Clinic Co
assist students who have deficiencies in these areas. The
Clinic.facilities are available.also., on a limited. basis, to
personnel in the University and Bowling Green _community who
have speec'h or hearing problems.- Forfull rnformationYcall
Dr. William'Hinkle, Clinical Coordinator.

tf

37



52

Student Affairs °

Offices engaged in support of both academic and non- academic
related student programs are located inthe Student Services Building.
Offices of the Vice Provost for Student Affairs, the Coordinator
of Student Services, the Coordinator of Academic Liaison, the
Coordinator of Student NctivitNs and Organizations, the Coordinator_
6f Residence Programs, the Student Counseling Center, StUdent
Financial Aids, Student Employment, Career Planning and Placement,
the Student COurt, the University Bookstore; various student organi-
zation offices, and other related student affairs offices are in,
this byilding.

The University maintains a professional student affairs staff
in connection with the Office of the Vice Provost for Student Affairs.
Questions concerning student life should be referred to this office.
The Vice Provost for StudenttAffairs, Dr. Richard R. Eakin, over-
sees.the student affairs area.

The Office of the Vice Provost for Student Affairs operates
under d concept that is'supportive of student - rights and interests.

Faculty and students should be aware that the following basic
procedures of 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 Affairs:

(1) A proper charge under a stated rule or regulation
properly promulgated.

(2) The right to be heard in any adversary proceeding-
-and to present testimony.

(3). The,right to appeal.to a'higher body or authority
of a different composition than the initial authority.

Student Development Program

The Studeht Development Program (37$- 2642), ,located in'Room 424
of Student Services, was,established to recruit minority stude0p,
provide sup'portrye services for them- once they reacted campus,'-and
retain a/ many of these studehts as potsible so they*might benefit
from the University environment.
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The increasing.number of minority students on the Bowling
Green campus with varying needs has led to the reor,ganization of
the Student Development Program into 2 major units: (1) the Educa-
tional Opportunity Pr6grams, consisting of Upward Bound. and Bridge
Programs, Project Search, general recruitment, financial aid and
student assistance. Each program designed to aid the minority
student in gaining admittanceto the University and providing the
necessary financial support; (2) tht Personal Development Programs
comprised of Career and Personal Counseling, Hispanic Affairs, Peer
Counseling, Social and Cultural Activities, prOvide the necessary
personal and social support services for minority students.

The two components of the Stbdent Development Program are
moving in concert to help the minority students reach their desired

soutcomes, such as a-bachelor's degree, saleable vocational 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
finapcial restraints would ordinarily not consider a
post-secondaryeducation.

2. To identify and recruit minority applicants who meet the
regular Graduate College.

3. To provide financial aids liaison services to the University
, financial aid,office in providing financial assistance to

each Student Oevelopment Program student.
A

4, To provide counseling services to assist students in
their academic, emotional, personal, and social adjust
mentsments in the University community.

5 To assess students' academic needs and to provide,academic
advisement that will assist students in the successful'
achie9ement of career goals.

The mission of Upward Bound .Program (372-0151), located in
s

Room 550 oftthe Education Building; is to design and implement a
program with continuous and'intensive acadeMic and social-cultural
support for 100 students who meet the ujdelines established 5y_
the Ur S. Office of ,Education,; to raislirtheskill levels Of the

3-9
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students; to improve high school performance; and to provide for''
the motivation that is deemed necessary to attain success in

postsecondary educational'experiences.

Project Search (372-2642), located in Room 424 of Student
Services, is a consulting and recruiting program which actively
recruits minority graduate students. This affirmative program
of effective minority recruitment involves organization, identi-
fication, communication, and persuasive encouragement of candidates
to apply for announced openings.

Summer Session Appointments

Summer session teaching assignments are offered to faculty
members in accordance with departMental 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,
unless he or she is on a fiscal Aar (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
five-week term, and 1/36 of the base salary for each credit
hour in the ten-week summer quarter. No facul.ty member may earn
more than 1/3 of the contract salary for the preceding academic
year during any one summer.

Assignments to non instructional duties are paid according
to the weight of%the assignment, usually by evaluating the
numbe of credit hours of instruction to which it is, equialent.

The Faculty Research Committee makes research grants for the
summer session, usually Atained from the Office of Research
Services.

Transportation

The Uryi-versity'maintains a fleet of rental vehi -cles. If you

need a care bus, truck ,or van, call Transportation Services at
22251,. Ext. 225. Transportation Ser'vices is also responsible for
arranging long-term leases and vehicle pOrchases;.call 2-2251,, .'

Ext. 235.

a 40 N.
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Tra'vel on University business and to professional meet-
,

ings may sometimes be reimbursed in parl or in full depending
on departmental policies and aN)ailable funds. All reimburse-
ment is subject to University regulations, a copy of which may
be obtained from the Business Office.

Unemployment Compensation

Your employment at Bowling Green State University is
covered _under the Unemployment Compensation At which may
provide income if you should'become unemployed thrbugh no
fault of your own. Should you become unemployed for any
reason, contact the local Bureau-of Employment Services. If

tsuitable work is unavailable, you may .qualify'for unemployi
ment compensation-

Faculty members who have a-contract for employment in
the following fall are not eligible for unemployment compensa-
tion during the summer. Furthermore, student employees who
are regularly enrolled in classes are not covered by the
Unemployment Compensation Att.

Further information may be obtained from the Office of the
Provost.

University Police

v

The'University Police Department is located at 104 Commons.
The Police telephone. is 2-2346.

The University Police Department is-responsible fbr all
law enforcement matters on campus. 'Their primary duties include
preventing crime and maintaining order by conducting car and
foot patrols of the campus: Persons found violating a state
Jaw or a city ordinance are processed through the Bowling Green
Municipal 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 to the department are assighed to an officer
for investigation.

Univdrsity Police provide several service type functions
such as unloCking'vehicles, lending jumper cables for stalled
vehicles, and rendering assistance to visitors. Also, a lost
and found counter is maintained which is open Monday through
Friday from 8 a.m. .to 4 p.m.

41,
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Fires should be first reported directly to the City Fire
Department, telephone 352-3111, and then to the University Police
Department,-2-2346.

University Union

The Uniersity 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,bowling/billiards area, art exhibit and
browsing room.

Personal and departmental charges are available in the
Pheasant Room and the "Little-Shop" a special little gift store.

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

This section is added for the convenience of faculty
at the Firelands Campui -.and is designed to answer
uestions particUlar to that campus' operations.

Archives (See Library)

Bonds

Anyone desiring a payroll deduction "for U. S. Savings Bonds
should complete the necessary authorization card at the Business
Office, Firelands Campus.

Bookstord

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 0

until 7:00 p.m. during the first week of each quarter for your
convenience.

DESK COPIES OF TEXTBOOKS

Desk copies of textbooks cannot be purchased with University
funds.

Complimentary desk ,copies usually may be obtained from
publishers upon filing a written-request. Forms for this purpose
are available in the Business Office or Bookstore.

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 Office 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 writing or other marks. Bookstore personnelare 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
on the class roster must obtain a TtMPORARY CLASS ADMIT card from
the Registrar's Office 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.

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 calpndar 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 distributed during the
second week of classes,

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

Classroom Facilities

Allowing for the fact that some instructors prefer classroom
arrangements different from those cif their colleagues (e.g.,
circular arrangem#nt 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 chalkboards 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 (allowing, of course, for the
normal discarding of papers, etc.).

We would be grateful if you would turn off the lights as you
'leave the room.

. 44
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_Computational Services Main Campus-and Firelands Campus

The Office:of Computational Services is a service facility
for faculty, administi-ative staff, and students. It may be used
for research, test-scoring, class demonstrations, etc. The primary
responsibility 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 out-
side agencies which allow budget allotments for computer use,
charges are made in accordance with 'a schedule available from the
Office of Computetional Services.

At Fir-elands, remote terminal facilities are available by
contacting the Office of che Administrative Assistant or through
the Computer Science facult.

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 Bowling Green and operated by
Bowling Green State University Office of Computational Services
staff.

The ComputerAdvAsory Committee, a University standi=ng
committee, advises the Office of Computational Services on matters
relating to policy and operation.

Copying Machine

In the interest of onserving funds, and to allow for
exte uating circumstanc , the following guidelines pertain to
the se of the electrostatic copying machine:

1. Secretarial and clerical personnel are to operate the
machines. However, in an emergency situation, it may
occasionally 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. All copying of materials for classroom instruction is to be
referred to the Faculty Secretary to determine the most
economical multi-copying process to be used:: ditto, mimeo,-
graph, 9r offset.

45
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. All copying Of materials pertaining to personal matters is
to be done on the xerographic copter located in the library.
The cost is 10 per copy.

With regard to I 3, and in an effort to lessen the finan-
cial burden on indi idua s, and to encourage the dissemination
of scholarly works, whichmill benefit the entire Unimersity
comrtiunity and its public, permission for copying personal
materials. on the xerographic copier located in the Library at
a lesser charge of 6G pier 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 oil--
cumstances occasionally make it necessary to produce copies by
means which-are uneconomical. ;However, prior approval for copying
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 professionally
trained Counseling Psychologist. The counseling services are
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-4
tional, vocational, and inter-personal problems. Persons seeking,
counseling enter into a confidential relationship with the
selor who subscribes to the ethical standards of counseling as
explicated by the American Per'sonnel and. Guidance Association
and the American Psychological Association.

TESTING SER.

Administr tion 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 analysts, value clarification. Stan-

, dardized,tests are used to facilitate the counseling process and
test results are considered confidential material.

4 6
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TUTORING SERVICES

r
The Firelands Campus Counselor coordinates the tutoring

services available to students in need of special assistance
in attaining satisfactory-classroom achievement. Student-tutors
are selected through specific recommendation cif faculty, and
work in cooperation with both the Counselor and the instructor.

. Students needing tutoring help are referred to the Counseling
Office by the instructor of the course in which they are
experiencing difficulty.

CAREER PLANNING SERVICES

Some of the developmental tasks facing a college student
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 goals.

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

The Career Planning Profile,la requirement for all students
planning to enroll In the career-education programs at Firelands,
is designed to help students develop realistic career goals.
Career development seminars and workshops are offered each
quarter. The Strong-Campbell Interest Inventory provides
students 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 available through the Counseling Office.

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

Emergencies

This sets forth emergency procedures to be followed in the
event of accident, fire, illness, or physical plant problem.
Members of the plant operation and maintenance staff are on

4
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duty 24 ho-urs a day, seven days a week, and have been Instructed
to assist in all emergency situations:

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

pavailable from 5:00 p.m. through 9:00 p.m. (Monday through
Thursday, except for holidays) during those periods of regularly
scheduled classes.

Off-campus telephone calls after the above hours may be
made from pay telephones located in the West Building (first
floor lounge), the East Building (Student Lounge), and the North
Building (first floor foyer).

FIRE

1. During regular office hours:

a. Sound the nearest fire alarm. /()

b. Dial "0" for the switchboard opecator and state the
location of the fire. . //.

c. The operator will, call the,Huron City Fire Department
(439-410) _stating the location of the fire.

d. The operator will notify the Business Manager.

2. Outside regular office hours:

a. Sound the nearest fire alarm.
b. Proceed to the nearest pay telephone and dial "0" for

the off-campus operator. State the location of the
-flre-and ask that the HUron,City Fire Department
(491-4114) be notified immediately. This does not
require the deposit of money.

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 indiviidual should be called
to the attention of the Business Manager.

48
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MISCELLANEOUS

Generally physical plant problems (mechanical failures, roof
leaks,.broken pipes, vandalism, broken windows, etc.) should be
reRorted to the switchboard. Dial "0".

.in the event that the switchboard is closed, inform a
member cf the-plant opei-ation and maintenance staff.

EMERGENCY ALARMS

Firelands Campus buildings are equipped with many avenues
of egress.. Actordingly,'when the alarm bell sounds, students
are to proceed as quickly, and in as orderly manner as possible
through the,nearest exit.

West Building

a. Persons leaving via the -west doors of the West Building
should proceed in a westerly direction, until they reach
the lawn boundaries.

, b. Those using the southeast ,cloors of the West Building
in an emergency should turn to the right (south) as they
leave the building and proceed to the extreme edge of
the lawn area.

East Building

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
have reached a point at least 200 feet from the building.

North Building
0

a. Persons leaving through exits of the North Building
should prdceed in straight lines away from the4'building
until they reach distances of at least 200 feet from
the building.

It is mandatory that all faculty members and students leave
the building immediately upon hearing the emergency alarm bells--
no exceptions. A signal for re-entry will be given following
all drills.

49
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FIRST AIDS-- ILLNLSS

In addition to those emergency procedures discussed else-
where, attention is directed to facilities located in each
building to temporarily accommodate persons suffering from minor
illnesses or injuries:

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

West Building: Room 329-A contains a bed and wheeled
stretcher. Room 335 (Faculty Secretary. Office) contains
a first-aid kit.

worth Building: West Building location.

In case of apparent major illness or injury, the person
so affaicted should not be moved until competent medical aid
(resctiiisquad, doctor, etc.) is available.. In such. instance
the area ghoUld be cleared °Vail unnecessary personnel and the
persbn made as comfortable as possible.(

AMBULANCE SERVICE

All. accident's or other emergencies requiring rescue, ambu-
lance, or first -aid service should be reported as follows:

During regular office hours:

a. Dial "0" for the switchboard operator and state the
location and.nature of the emerg,ency.

b. The switchboard operator will notify the Huron City
Restue Squad (433-4114)

A

2. Outside regular office hours:'

a. Proceed to the nearest pay telephone and dial "0"
for the off-campus operator.

b. Briefly state the nature. of the emergency and request
the Huron. City Rescue Squad (433-4114) be notified
to send en ambulance to the campus. Ao money is
needed place the call.

50
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Faculty Secretary Guidelines

In- order to-facilitate the most efficient operation of the
Faculty Secret ry's Office, thefirelands Faculty formally adopts
the following procedural roles."

The Faculty recognizes that these procedural rules are
necessary to provide the Secretaries ample time to plan and pre-
pare the effective use of staff and equipment.

The Faculty, therefore, deems it necessary to establish
the following rules- of priority to govern the Secretary's work
schedule, in the following order:

1. Urgent administrative work as authorized by the Dean only.
2. .Preparation of class assignments and examination64
3. Reproduction of faculty-prepared stencils (ot dittos)

designed for class work.
4. Professional correspondence for faculty. ,

5. Assisting the administration in preparation of officially
sanctioned university material.

In conformance with the above priorities the following
procedures are establi'shed:'

All reproductive and secretarial work is, to be given only
to the Faculty. Secretbry, do not give it to a clerk: 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. Request's routed in any 'other way will not be
processed.

24 hours is the minimum time required for short assignments
to be gotten out; whenever possible allow more time.

Final exam work or 'exams of over three pages should be in
at least one week before the date required.

Indicate on the material the number of copies, date, and.time-
needed, or any special instructions (assembled, stapled, etc.).

Completed work will be placed in the Room 335 file drawer
which bears the instructor's number.
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The Faculty Secretary's office will be available for make-up

tests between 8:30 and 10:30 a:m. an911 between 1:00 and 3:300.m.
Special arrangements-for other times may be made thd day
before. *..

Personal work dune on the copykng machine will be cha6ed
at the rake of 10% per copy, unlessprior approval Ls

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 Fa6;lty class work is out and will be interrupted
at any time that regular work is received. Co,st of all

material used will,be charged to the faculty member re-
questing the work.

Use copy machine in East Building whenever possible.

The facilities of the Faculty Secretary's Office 4telephone,
etc.) are not ti0 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 Office has been established
primarily for the assistance of the faculty, purelyadministra-
tivp work should only be assigned to the Faculty Secretaries
when it cannot be performed int other secretarial staff and then
only in conformance with thd rules and priorities set forth above.

Final -Examination Schedule.-

'The official Policy of the University on final examinations
as provided by the Faculty Senate on October 18, 1966, and
authorized by the President on November 30, 1966, reads;

".'..that all classes meet according to the calendar in the
catalogue, that final examinations for all student's 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."

Permission 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
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for make up or specification that no conflict$ with other
examinations are involved must be included. This memorandum ,

endorsed by the Dean of Firelands Campus, should be forwarded
by the Dean 0 the Provost's Office, An Immediate response
by telephone will be confirmed in writing by the4r,ext day.
Permission will not be granted to *schedule examinations during
the last week of classes at times other" than the regular meeting
time of the,class involved. No permission from the Provot's

:Office is required in order to provide'a snake _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 final
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
discretion. -

Guidelines for Faculty Appointment at Firelands Campus

1. The procedures for faculty appointment to Firelands
,Campus is the same as for the Bowling Greens State
UniversityCampus PLUS, two additional steps. The
approval of the Dean of the,Firelands Campus, who
actually offers the contract, is reqUired in'addition to
..recommendations frbm the main 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.Firelands Campus faculty
members. Necessary travel expehses will be reimbursed
according to the Travel Reimbursement Policy of Fire-
lands Campus.

4.-The Dean of Firelands Campus approves matters affecting
,faculty conditions of employment; such as, sick leave,
travel authorization, absences from class, assignment
of teaching loads, etc.

5. Faculty members are responsibte.for placing textbooki,
orders through the Bookstore or the Business Wanager:

6. Faculty members are expected to live within commuting'
distance Of the Firelands Campus.

7. Tenure is in Bowling Green State University upon recom-
mendation by the department with assignMent at Firelands
Campus. FaCulty contracts' specify that/ the assignment
is td.Firelands Campus.
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Each contract employee in the academic area should check
with the Office of the Dean for an3 ID card.

Instructional 'Media Services,

AUDIO- VISUAL EQUIPMENT

The following equipment is available for instructional use:
reel-to-reel and cassette tape recorders, overhead prpjectors;
opaque projectors:.16mm movie projectors,8mm loop projectors,
black and white 1". video tape equipment, 35mm slide, projectors,
filmstrip projectors, filmstrip/cassette projectors, 'slide/ .

cassette projectors, and 35mm camera.

The listening center is aVaill,abie for classroom or indivi-
dual use at all times. There are three (3) tape recorders
and one (.1) turntable included in the center's console. Ten
of the booths are equipped with recorders

To request audio-visual equipment, notify Margaret Welker,
Library Secretary, in advance of the date of use. Notification
can either be done by.phone (Ext. 211) or by using an equipment
request form available in the LLbeety 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 assigned to classrooms by
faculty request.

INSTRUCTIONAL SUPPORT SERVICES

A variety of services are provided to facilitate instructiqn.
Equipment and staff are available to laMinate and/or mount visuals,
prepare transparencies, duplicate tapes, .photograph materials and
develop sound slide programs. Request's, for,production services
should'be. made as fal- in advance" as possible.

FILM RENTALS
. .

Film catalogs are available for use in selecting films foie
classroom showing. Film orders must be placed as early-as
possible to insureavailability'of on the,date scheduled.

-

Place orders in the BUsiness Office.
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SHUTTLE SERVICE

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 periodical. As time permits subject bibliographies
of Bowling Green holdings will be 'donelat the request of faculty
members.

Insurance (Student Travel Risk).

Faculty members are advised that students shodld be
encburagedto participate in the University's insurance program
when engaged in official activities (such as field trips) which
require thgt they leave Firelands Campus--unless they have
signed o ficial Waiver forms (available from the Business
Office) The charge to the student is 15t per day. The
in ctor should collect the money from students and give it,
if) addition to the names and social security numbers of partici-
pants, to the Dean's secretary. Waiver forms, when signed,
should be sent to the"Office of the Dean.

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

DESCRIPTION OF HAZARDS

The hazards against which insurance is provided under this
policy are injuries sustained by'an insured person while traveling
to and from and whl;e participating in all activities, except
the play or practice of competitive athletic,activities, approved
and sponsored by the University away from the campus. This
policy provides 24-hour coverage for such activities.

BENEFITS AND COST

When injury results in death or requires medical treatment
by a legally qualUied physicial or surgeon, confinement within
a hospital, employment of a licensed.hurse, X-Tay 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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WAIVER O RESPONSIBILITY

Students not desiring travel risk insurance must4 sign a
waiver'to that effect. Forms are available in the Office of the
Business Manager.

Keys

It 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 charged to fridividuals 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
the key(s) registered.

It is not the intent of this action to deprive any person
of the convenience of having a key or keys if his/her position

justifies same. The purpose is to account strictly for all
keys and maintain a centralized office where keys may be obtained
by those who have legitimate need for, them. ALso, this plan
will remove from all, except the Business Manager, the necessity
to make what is inevitably an unpopular decision on occasions when
keys may be denied individuals.

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 latestedition of Library
Information for Faculty.

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 /in the seleaion Process'in the area
of faculty and staff members' specialization is expected since
they are best informed relative to publication in their fields.

Suggestions should be submitted to the Library 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.

Request cards are available at the Library. The Library
staff will gladly assist the faculty and staff members in the
location of books, boOk reviews, bibliographies, and other aids
to book selection.-

ARCHIVES

The Firelands Campus Library has the responsibility 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 descriptions of the campus,
catalogs and registers, 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 Firelands Campus Library also acts as a collection agent
for the Archives of Bowling Green and forwards materials to the
University Library for inclusion in the Archives.

All faculty and staff members are requested to send copies
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 al) publica-
tions to the Firelands Library. If .you are in doubt about the
value of materials, please request.an evaluation of theme'before
disposal. Revisions are counted as new publications even if no
significant changes are made.

Advisors are requested to remind student groups that the
Libraryrneeds to preserve the records of their activities.
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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 expended 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 eligTble to be sent third class, please inform the .secretary
of that fact so advantage may be taken of "split-class" rates.

Routine correspondence with offices or persons on the Bow14,ng
Green campus shOuld be noted as such by affixing the initials
"C.M." (campus mail) on the upper right-hand corner of the
envelope.

Personal mail should be sealed and stamped.

'Office 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.

The Office of News Services covers news and feature stories
about Univers(ity-sponsored events, research programs, academic
accomplishment, student achievements arid Bowling Green-Firelands
Campus' continued efforts to provide, quality education to the
community.

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, Tarticularly '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 Office of News-Services may be contacted through
'writing, telephoning or personal visits. Offices are located
in the East Building.

Office Supplies

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

Supplies usually available for your official use include
blotters, gradebooks, thumb tacks, rulers, paper clips, scratch
pads,, grading 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.

Personnel Files

The Office of the Dean maintains a confidential perso nel
file on each faculty and staff member in the academic ar
Faculty/Staff Employment Record forms, transcripts of academic
records, and other docupents are

ikept in this file. When you
publish a scholarly auricle or monograph, when you present a
paper before,a learned society, receive an important award or 4

otherwise distinguish yourself in a professional or scholarly
manner, please file the information in this office. -A complete,
curriculum 'vita should be on file; .you' may submit an updated
vita at any time.. Biographical information which you wish -t.EIC
make publicly available. should be placed on file with the OffTEJ
of News Services

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 of? the finish when the tape is removed. We have had
to. do 'some repainting in the buildings every summer because of
this.

6
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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 doing so without authorization can
result in removal without prior notification. Authorization_
can be obtained from the"Business Manager, Room l , East

Building.

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 responsibility and authority delegated by the
Vice-President for Operations of Bowling Green State University.

No individual has authority to enter into purchase contracts,
or to obligate Firelands Campusfor 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 negotiations are considered unauthorized purchases and the
individual may incur personal obligation to the vendor.

All purchase req6ests are to be forwarded to the Office of
the Business Manager for-processing.

ti .
--:,

In the event you have questions, please contact the Business
s Manager, (Ext: 238).

Retirement System

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. If you
desire further information,concerning the retirment system, con-
tact the Business Manager or call R. H. Meister, Room 322,
Main Campus, Administration Building.
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Schedule Changes (Student)

Students must attend the sections for which they enrolled'.
A student desiring to change his/her schedul-e-Faist complete
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.

Smoking Regulations

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

"There shall be no smoking in any classroom, laboratory,
or other instructional room in any University building at
any time. All persons entering any clasS'room 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 smoking in all other
areas of such building."

In conformity with University regulations, there is No
Smoking in Classrooms, Laboratories, Restrooms, Elevators
or other areas that may 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

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 11.4
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 wishing inforMation regarding

meeting places and times.
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Conflicts and disappointments can be avoided by strict
observance, of the space assignment and calendar regulations.
No.event should be announced prior to receiving approval, in
writing, from the Business Manager and the AdmiRbstrative Assistant.

Student Records

A copy of all student registrations is retained in the
Reqistrar's Office at Firelands Campus. If 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
Office at Firelands Campus.

Information concerning a student's high school rvord and
American College Test results are availabre for many students.
Instructors interested in this information should visit the
Regi.strar's Office at Firelands.

Telephgne Toll 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 notified 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
Only after you decide that the urgency of the matter requires
a call. Letters have the advantage of providinga 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 ()none of the
other calls we may have to that same office on that same day.
This doubling up often saves the charge of a separ5TETFEWeall.

Testing Services (SeeCounseling Services)

Travel Regulations

The follbwing are travel regulations applicable to all
full-time Firelands Campus instructional and administrative
personnel.
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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 authorization
forms are available 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 campus on official, business,
and/or expenses in connection with attendance at professional
meetings, etc.

./

Travel expense reimbursement .forms may be obtainedfrom
the Business Office (Room 114 in the East Building) or the
Faculty Secretary's Office (Room 335 in the West Building).,

If you desire clarification of the regulations, contact
the Business Manager (Ext. 238.

PERSONAL AUTOMOBILE

1. 13t per mile allowance, to include all expenses incurred
except parking and tolls.

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

3. Driver is responsible for .1 iabi-i ity. insurance. However, the
University carries a Travel Risk Policy for employees
while traveling on official University business and a policy
for University-owned vehicles':

4. No mileage is allowedfor travel between home and Firelands
Campus.

5: 'Allowable round-trip mileage between Firelands and the
Bowling Green Campus is 124 miles.

OTHER TRANSPORTATION EXPENSES

1. Turnpike tolls and taxi fares. are reimbursable (no receipt
is required).

,2. Parking expenses may be reimbursed provided receipts are
submitted for cost exceeding five dollars.
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TRANSPORTATION BY AIR, RAIL, OR OTHER COMMON CARRIER'

. Travel should be at the lowest available convenient rate.

.

2. Receipts are required for reimbursement.

LODGING GUIDELINES

1. Receiptsfor lodging are required, and the actual cost will
be reimbursed. If receipts are not provided; the assump-
tion will be that the Traveler obtained accommodations at
no cost to the. University. Travelers are encouraged to
obtain reasonable accommodations. If the room is shared
0,ith 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, th.employee will be reimbursed
at no more-than two-thirds (2/3) of the lodging charge for

_double Occupancy.

MEAL GUIDELINES

1._ When overnight travel is involved, the actual and reasonable
cost for all meals will be reimbursed,

2. Reasonable time: If no overnight travel is involved, meals
will be reimbursed Rrovided 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. Dinner:, 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, are excluded from-reimbursement.

4. Reasonable allowances: The policy intends to defray ehe
bctual and reasonable costs fOr meals, (no receipts are
requjred). '.Questions will undoubtedly 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:

Breakfast
e- Lunch

Dinner

59

In-State Out-of -State
$2.00 $2.50.
3.00 3.50
6.00 7.00.

b. The actual cost for meals at conferences and other
meetings will be reimbursed if the amount is jn excess
of the maximum-rates suggested above. Conference
literature containing quoted rates or actual receipts
should be furnished to justify full reimbursement.

A

Other exceptions may be authorized by the President, the
Provost, or a Vice-President through -.the Dean of Firelands
Campus.

REGISTRATION FEE GUIDELINES

1... Registration fees often include the costs for meals and
lodging.

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

OUT-OF-STATE TRAVEL

if travel is by car, the maximum mileage reimbursement
allowed shall not exceed the total equivalent cost of the lowest
rat%d airline fares for the number of employees traveling
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).
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TRAVEL POLICY APPLICATIONS

This policy is applicable to all University related travel,
including all Operating budgets, construction funds, and Federal,
private and other grants (unless grantor specificajly authorized .

in writing that a different policy shall apply).

TRAVEL EXPENSE EXCLUSIONS

1. Expenses for guests, tips,=entertainment, flight insurance,
alcoholic beverages, and State sales tax.

2. - Travel expenses for "field trips" involving student groups
such as music activities, debate teams, athletic teams, etc.
are 'reimbursed on the basis oP actual expense subject to
Puget limiEations. The Dean's Office .is to be informed
forty-eight hours before a field trip is made.

PROCEDURES FAR PREPARING TRAVEL EXPENSE REPORT

1. The original and two (2) signed copies of the'travel expense
report should be submitted to the Office of the Dean of Fire-
lands Campus for approval and subsequent processing.

2. A traveler's signature on a travel expense report constitutes
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.

3.

1

Travel expenses are not paid in advance.

4. Expense checks will normally be mailed to the traveler's
home address within approximately five (5) days after the
expense report --i-s---reeei-ved office of the Dean of
Fi relands Campus (provided the report_ is accurate and corif-

plete. 'Errors such as lack of receipts, insufficient 4

information, etc. will delay reimbursement until clarified)

5. Trips of two (2) or more days duration may be grouped on a
single travel form to avoid using a separate line for each

day.
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6. Travel expense report forms .may be obtained from ei-ther
the4irelands Campus BUSiness Office located in the East,
Building, Room 114, or the Faculty Secretary's Office

tl located in the West Building, Room 335.

7. Questions should be-referred to the'Business Manager,
(Ext. 238).

UNIVERSITY-OWNED AUTOMOBILES
.

1, _iThe folloWing is an, excerpt from the State Department
"~
of Finance, Travel Regulations:

"Sfate-dWoed Automobiles

.1

Automobi.les which= are( the.property Of the State of'dhio
may bewsed only Or official business;of the State and
shall be opergled`-act,all times to comply with the pro-
visions of. the law and rules of the road. it shall be
the duty of`thepperapr_of each State-owned motor:vehicle
to render every-assistance and courtesy to all other
travelers on the highWay. When involved in any accident,
the reports required by law shall. be made imMediately
together with'a written re6rt to the employee's immediate'
superior. If any person either than a State,employee is
conveyed in4a State-ownedhvehicle, it shall be the'Oty
of the employee to'notify such person that he shall be
conveyed only at his own risk."

In addition,tb-theabove, the following ;guidelines have
been developed to assist us with regard to oqr vehicles:

.

2. When involved in any accident, a wrftten report is to be
submitted .to the Dean of Fire-lends-Campus,

3. Out-of-State travel is not permisible.

4. Routine visits to the Bowling ureen campus to attend
,

departmeptal meetings, etc. will be charged to the travell
alliance of a full-time faculty member at the rate of
1Wpei- mile. .

5. Stddents toaveling in.a University-owned motor vehicle
must be insured (see Insurance-Studenf Travel Risk).
Afrangements for University insurance-Vbvee'age must be made
48 'hours in a4vance of the trip through the.Dean's secretar:y.

.
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.

n'ts to use 6niversity-owned vehicles should be,
made with the Businesz Malnagr- 48 hours in advance of the.

. ,

planned travel to asSure 'you- of thei-F avai lab41 i ty-.
.4. .

TutorPng Services .(see Counseling Services)
.- .,

Vehicle Regulations

4
P-aculty members and students are to read and comply with

Firelands*Campus Motor Vehicle Regulations.for 1975776.. Decals
are to be attached' to the rear ,bumper as specified. Regulations
and deCals may be obtained at _the 'Business Office, Room 114,
East Building.

ss
Parking regul ions are enforced during 4ayl i'ght'and evening

hours. Do not park on Main drive, ramp-loading dock, service
circle; or service court behind North Building. The entire area.

from Aye Beach Road to our buildings is designated ,a Fire Lane-
as is the ring road on tie perimeter of the parking lots.'; Visitor
'parking (15 minutes) is perailtted around the outer edge .of the

service circle except for area at the fire hydrant., You are
advised to 'bercome Iami Liar. with penalties for violations as
ehumerated,in the MotorlVehicle Regulatiqns. 'FinW'are paid. ,

at Ihe:FilTolands Business:Office orttir.'fhe..University

.GradesCdfel gttudents are withhe4d at the)pnolusiorCof the quarter
for thos who have ,fines

4

.
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Bowling Green State University

October 6, 1975

MEMORANDUM

Office of The Provost
Bowling Green, Ohio 43403

TO: Cabin'et, Deans, Department Chairpersons, SEC

FROM: Sheldon Halpern, Vice Provost for FacUlty Affairs

RE: FACULTY PERSONNEL MANUAL

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

The Academic Charter, 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. %

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



DRAFT

BOWLING GREEN STATE UNIVERSITY

FACULTY PERSONNEL MANUAL

Contents

I. Contractual Policies and Procedures

A. Appointment and Hiring

10. University Policyon Faculty Appointment and Tenure

20. Permanent and Temporary Faculty

30. Faculty Staff Allocations

40. Faculty Position Fund Transfer

50. Probationary Appointments

60. Inter-College Appointments

70.4 Administrative Relationships of Programs and
Program Directors

80. Titles of Adjunct Faculty

85. University Professorships

90. Compensation for Overload Assignment/Faculty

91. Compensation for Overload Assignment/Administrators

B. Recruiting

10. Affirmative Attion/Faculty Hiring

15. Advertising for University Positions Faculty/Contract
Support Staff

20. Information and Control Procedures Faculty/Staff
Appointments

25. Emergency Search and Screening Procedures
(Contract Staff)
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Faculty Personnel Manual -2-

Contents

C. Salary and Payroll

10. Policy Governing New Appointments to Chairmanships

20. Summer Salaries.

25. Part - Time and Overload Faculty Salaries
4

30. Payroll Ptocediires -A

35. University Policy .on Federal Tax Withholding
from ,Payroll

D. Benefits

10. Ensurance Program

20. Fee Waiver. Pcl±cy - Bowling Green State University
Emplbvee and/or His or HerrCohabitant Spouse,
Child and Children

II. Professional Standards

A. Academic Freedom and Rights

10. Freedom of Political Expression (Senate)

20. Freedom of Political Expression (Trustees)

Academic Responsibilities

10. Teaching Responsibility, -

20. Professional Responsibilities

22. Statement of Professional Responsibilities
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Faculty Personnel Manual

Contents

C. Institutional Responsibilities,

10. Policy Statement on Conflicts of Interest

15. Conflict of Interest Teaching

16. Letter - To: ,Board 'of Trustees
From: Stuart-R. Givens, Chm.

Faculty Senate

20. Extramural Gainful fmployMent

30. Faculty. Access to University Attorney

III. ,Evaluation Policies and Procedures

A. Criteria

20. Evaluation of.Probationary Faculty for Tenure

Procedures

'10. Format for Academic Vita

15. Grievance Arbitration ProcedUre

IV. Termination Policies and Procedures

A. Voluntary Termination

B. Involuntary Termination

20. Processing Faculty Application for Unemployment
Compensation

72



LIST OF ABBREVIATIONS

A. & S. College of Arts & Sciences
Acad. C. Academic Council
B.A. College of Business AdminiStration-
Board Board:of Trustees
CAB CO-ordinator of Academic Budgets
CHR Co-ordinator,:Human Resources
CMA College of Musical Arts
Deans Council of Deans
Educ. College of Education
Grad. C. Graduate College
HCS College ofHealth and Community Services
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I. General Policy. In order 10 insure instruotional'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 contractual 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
,A 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.

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

1. Full-time temporary appointment 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. Profess.or. -This'
maximum period. shall be reduced by one year for one year
of prior full-time teaching experience at an accredited
college or universityand 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 hereinafterprovided.

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

III. .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 University and the employee.
Fadulty rank (appointment-}-=i change in status (p

5
omotion) and tenure

in an.academic department shall not be granted .-thout the consent 74of the depzrtment affected. In the event conse. is not granted,
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the academic department involved 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. Failure 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 periods noted above for' an additional period of fifteen (15)
days'in those instances where in its judgment such extension of
time is deemed advisable..

O

IV. Probationary Period.' The period of probationary service on a
regular appointment to the teaching faculty shallbe six years for
an,Instructor, five years for an. Assistant Professor or an Associate
Professor. Appointment at the rank of ProfessorP.(except Visiting
Professor) Shall carry immediate tenure.. All years of prior full-
time teaching service at BOwling.Green State University and in
other accredited colleges and universities, and/or all prior years
of other kinds of full-time employment deemed by the University 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 yPars
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 activity (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 beginning of the next academic period.

V. .Termination of Appointment Prior to Acquisition 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 Universfty's
intention not to re- employ him/her.'Such notice 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 the second academic year of his/her.se'r:vic.eS, and at least twelve

75
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.months'in advance after two or more years in -the institution.
Should the University continue to re-employ a person on full-time
temporary or probationary 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. For 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 arid twelve months in advance of the
anniversary data after two or more years in the institution.

VI. Attainment of Permanent:Tenure. A faculty member continuing
to serve under regular appointment to the teaching faculty after
the expiration of his prObationary period shall have permanent

c_
tenure. Promotion to the rank of Professor during the probationary
period shall constitute immediate tenure. Promotion to the rank of
Associate Professor during the probationary period may be made with
Immediate tenure. All faculty members serving under tenure 'appoint-
ment indicated by their contracts with the.University prior to the
adoption of this statement shall continue on permanent-tenure.

.

VII. Meaning of Permanent Tenure. Permanent tenure on the teaching
faculty of the University shall mean :he opportunity to accept full
time employment in duties appropriate to his training -sand 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 of -a University-
wide financial exigency or for and 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 fadulty. Should
a faculty member on tenure.challenge a written assignment and be
actively pursuing his challengunder University procedures, the
President may extend thistime limit for an additional thirty (30)
day period, to provide adequate 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 an 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. Termination of Appointment for. Cause. In any case of dis-
missal for cause, a teaching faculty member on tenure shall receive

7 6
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a written. notice that his dismissal 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 prior to the
formal hearing a member of the faculty not a member of the Committee
on Faculty Persdnnel and ORnciliation (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 heldin 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, shallhave the right to call witnesses on his own
behalf, and shall be ,ible to confront and cross-examine those making
charges and offering evidence against him. A full stenographic.
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 repoFt 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 (15) 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-
ated as of the date of the final decision of dismisSal. Said
faculty member shall receive his full salary up to and including
th date of dismissal and for oneacademic year thereafter to be
pad 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 snot be moi.e.than the equivalent salary for one
calendar year. In the event that such dismis$ed.faculty member
becomes engaged in other employment during the time he is receiving:
compensationfrom thd University, the ,total remuneration from sub-
stitute employment shall be deducted from the finansi.al obligation
of the University. As a condition precedent to payment, the dismissed
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faculty member must inform the President of the;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 regulations 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 the faculty.desireS to terminate
an existing appointment, or to decline a renewal -in..the absence of
notice of 'non-renewal, he shall give notice of not .less than .three' (3)
. months if an. Instructor or Assistant-Professor and of four (4) months
if an Associate Professor or professor befbre the end of his contract
period. He, may request a waiver of this provision

,

X. Library Staff Member with Faculty Rank. The policies and
provisions described in the preceding paragraphs'with respect to
a"merfiber of the teaching. faculty, shall apply-to a faculty member
engaged in full-time professional library.service on the staff of the
University Library, professional library service on an academic-
year basis being substituted 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. Sanctibnof the Board of Trustees. The applicable provisions
the foregoing paragraphs are subordinate to and subject to the

li'Thitgations, restrictions, prohibitions or regulat9ns that ,existi
or are imposed upon the Board of Trustees* by the Constitution or by
the statutes of'the United States or of the State of Ohio inc1uding
but not limited to the rulings and interpretations by the several
agenciesithereof or by limitations in funds of the.University as
judged solely by the:Board. The terms and conditions are subordi-
nate to and subject to the powers vested in the Board of Regents.

The provisions of this policy statement shall be deemed part
of the Uhiversityrs 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-
nated 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.

i8
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Permanent Faculty. The tenured fa.pulty of the University should comprise
those laCulty members who have been certified by peer judgment to be
both qualified and competent to render high- quality professional, ser-
vice to a range of programs sufficiently broad so/as to reasonably
assure a continued need for their services, barring University-wide
financial exigency ar discontinuation of an. academic program. Each
unit .of the University should have sufficient perManent faculty
to'lprovide 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. Probationary appoint-.
ments are made when the tenured faculty members .pf a unit are fewer
than" its needed number of permanent faculty.

Temporary Faculty. Every unit, some more than Others, contributes
services 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 existence
of service activities, in and of themselves, clos 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, adjunc-tJ, 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
tirief period.

7 9
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1. Staff allocations (faculty and graduate assistants) are to be made 153'
program. Within a- department, program refers to the segment of the
department's activity devdted to a given "program level" of instruction:
General Studies, Baccalaureate General, Baccalaureate Professional,
Masters', or Doctoral. In interdisciplinai-y, programs, the scope Of a
program is usually obvious.

2. To qualify f r staff increases, a program must meet the following
conditions:

a. Show an overall increase in enrollment greatet than
16 per cent from 69-70 to 73-74.

b. .AND have an average FTE staff/100 students not-more
than 20 per cent above the mean comparable programs
in the other state universities of Ohio.

c. AND show a continuing increasing enrollment trend for
the.three years 1971-72. to 1973-74 greater than -or

equal to 5.69%.
u '3-

d. AND exceed the Ohio Board of Regents "standard", for
faculty produCtivity'of student credit hours per FTE
faculty member at the time the position is authorized.

e. AND show no decline in total fall enrollments between
Fall 19.73 and Fall 1974.

3. If all. conditions are met, a program is eligible for staff increases,
providing the quality of the program justifies such an increase and
funds'can be .made available from realloCation of faculty salary bud-
gets or from other sources.

4. Programs are open to Staff reduction (by non-repla'cement, reduction
of number of tenured positions available below numbet of eligible
probationers, termination of temporary appointments, etc.) if

a. FTE faculty/100 students exceeds the average for comparable
programs in the state by more than 30 per cent.
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b. OR FIE faculty/100 students is greater than the average for4
the state and enrollment growth 1969-70 to 1973-74 is less
than 8 per cent.

c. OR evaluation reveals that the quality of the program does
not warrant continuation at existing le'vels.

5. Among programs open to, consideration for staff reduction, the urgency
of reduction is greater if enrollthent growth since 71-72 is less than
.5.697. 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
1974.

6. Reallocation of positiOns within a college may be made as the salary
budget for the college, permits. Where program reallocations result in
a change in the total size nf the facUlty'of a college, adjustments to
the'total salary budget for the college will be made by theProvost.

7. These standards will not be rigorously applied to programs establiShed
after July 1971.
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1. Pos'iti'ons added, to or subtFacted ftom a college or school's total
authorization on the basisof allocation formulae will be trans-
ferred at the average salary level of the college

,

or school.,
2. Replacements

.

for 'reasons other than retirement within .the
,

authori-
zation of a school or college will not involve transfer Of funds ,to
or from the school or college.

°3. Funds r leased by retirements will be negotiable as line items
betwee the and d the Dean on a case-by-case basis. -

0
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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 temporary contracts with
total service not-to exceed three years.

2. Probationary appointment will be authorized only wh.en

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 Market precludes finding a qualified'
candidate to sarve1 .on temporary appointment.

44

3. Probationary appOintment will be made only when

a. The candidate has completed.all requirements for the
appropriate terminal 'credental; .or

b. The candidate has been lnfor ed in writing that failure to
complete the appropriate ter inal credential will result in
automatic termination after ,two years of service.

4. If,a probationary appointment s authorized/but not made,'it
must be re-authorized the foll wing year.
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Full-time faculty members (on tenure, termor probationary appointment) may
be appointed and assigned in several ways These are identified in terms
of the:

Budgeting of salary by one or more colleges*, in which the faculty
member is said to hold a salary.

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

Teaching or programming assignments in one or more colleges in
which the faculty member is said to hold assignment.

Regular appointments are those in which the faculty member holds rank and
salary in a single college.

Inter-college appointments' 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 alteration of,the contract.

Joint app intments are those in which the faculty member holds a salary in
one colle e, and-holds rank and assignment in more than one college; rank'and
as:iignmelf an both college's are to be shown on the annual contract.

Dual appointments are those inwhich the faculty member holds a salary, and
rank in more than one 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 services in each college ( e.g., teaching or advising
majors in a specialized professional program) 'and should not be made fOr ser-
vices which are appropriate to regular appointment (e.g., teaching courses
or advising in p49grams enrolling students from' more than,one college).

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

84
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in joint appointments, it is the responsibility of the dean of the college inwhich no salary is held to supply information to the department and Jean of thesalary college; it is the. responsibiti,ty of the- dean of the salary college to seeto it Lltdt due account is token of performance and achievement in programs ofthe non-t-o.Invy college.

In dual appointments, in order to preserve percentage proportions of time andsalary between the colleps, promotions and salary advancement must be agreedupon Lyboth deans. (A primary assignment should be identified in one of thecolleges.)

Faculty members on dual and joint appointments may participate fully in thegovernance 'of each department and college in which they hold rank. Par-ticipation in the governance of the university wit? be Mediated by the
salary college in joint appointments. In dual appointment, one college willhe designated for pl.tvrose :!1:. the time of appointment.

*All statements concerning colleges and deans apply equally to independent schoolsaini their directors
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1. Some program specializations function within the confines of
the offerings of a single department, although in more than
one college of the University. Program directors are re-
1-;ponsible 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
between the program directors and a dean may take place as nec-ossary. 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 jecruiting and employ-
ment for program faculty should take place through normal
departmental procedures.

. .4. Although staff authdrizations are made by the college(s), re-
cruitment is a matter of negotiation between,proTram directors
and the department 'chairman.. The appointment is finalized
by the appropriate dean(s).

5. The supervision of staff activities which are directly involved
in program specialization should. be a joint effort involving

.

both the program director and the department chairman.

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

7. Recommendations. involving salary increments, promotion and
ten:are considerations for those -sons participating in a
programmatically-oriented .colle e, may be initiated in all
!relevant cases by the program irector,'and subsequently,
finalized through the chairman and the department. If there
are .unresolved differences, such differences may be resolved

the appropriate dean (s). of the colleges).
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Curriculum changes, although:originating within program special-
ization, must be processed:through the regular departmental
channels before final adoption by the appropriate college(s).

9. Zcheduling of classes, determining class enrollments, teaching
loads, etc., is a joint matter of discussion between the program-
director and the department, chairman. If there are unresolved-
differences, such differences may be adjudicated by the ap-
propriate dean(s) of the college(s).

10. If there are other differences in policy between the program
director and the department chairman, it may be necessary for
"purposes of adjudication to involve the appropriate dean(s) of
the college(s).

11. Program directors in the College of Health and COmmunity Services
will be appointed by the dean of the Collegeof 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 oe the College of Health and Community
Services.

2

12. Appointmegt of program directors will be made for an initial
two year term. At the end of this term, evali t4on will take
place. The reappointment is possible but not ired. The
evaluation will involve the chairman and staff 0 he home
department, as well as the deans of contract an*regram col-
leges involved.

13; Program directors appointed for 1974-75.-will meet vith the
dean of the College of Health and Community Services and the
dean of the college in which the home department is located

j)before theeqinning of the academic year to clarify. inter-
collegiate relationships,'curricula and aqvising procedures.

14. There are some interdepartmental programs which are entirely
housed within a collegei- 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 directors
of such programs and the deans and councils of their colleges.
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Deans' Council approved the followihg titles for faculty members who
are not'regularly and continuously on the staff of Bowling Green State
University: 4

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

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
period. The title should be customarily expressed as Lecturer in

, indicating the department or discipline. The
choice between Lecturer and Senior Lecturer should correspond roughly
to the choice between assistant and associate professor.

3. Professional Associate. This title may be granted in a departmeht
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
Profestor if qualifications permitted it. Second, it may'be used
for a position comparable to the Lecturerthip which does not involve
assignment tocredit courses to periodic employment by the university.

Recommendation for these ti'tres may be initiated by a department or
dean. In either case, the dean of the College in which the appointeeis to hold rank approves and transmits the recommendation.to theProvost, who will approve or refer the recommendation back to thedean for discussion.
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SUBJECT: University Professorships DOCUMENT NO: I-A-85

/
'PAGE 1 OF 1

SUBMITTED BY: VPFA, Honorary Degrees Comm.

APPROVED BY: Deans

DATE OF ORIGINAL DOCUMENT AND AMENDMENT DATES: June 21, 1974;
March 4, 1975;

EFFECTIVE DATE OF POLICY/PROCEDURE: March 4, 1975

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 fieldof interest.

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

3, All Uni'versity Professors and Regents Professors, active and emeritus,
shall constitute a committee to receive and review norminations. This
committee shall-solicit the opinions of the persons listed as references,
and,make recommendations to the Provpst on each nomination.

4. The Provost, in conslatation with.the Council of Deans, shall consider
the recommendations of the committee and forward his/her recommenda-
tions to the President and Board of Trustees for approval.

5. Award of the title of University Professor will be by special resolu-
tion of the Board of Trustees. No more than one or two'such awards
should be made in any year; none need be made ih any year. t -

I .

6. Confer'ral of the title of University Professor shall be made by the..
President at a special convocat:;.on, at which the Professor so honored
will be invited to deliver an address to the University community and
coMM nity at large.

7. Univ,rsity Professors shall be so identified in all official Oublica-
tions, shall be given precedence in all academic processions and
convocations, and shallibe accorded whatdver other honors and privileges
the President and Boardof Trustees deemHapprooriate. The title,
however, will carry no special stipend or other remuneration.
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SUBJECTS Compensation for Overload DOCUMENT NO: I-A-90
Assignment/Faculty

PAGE 1 OF7 1

SUBMITTED BY: ,Provost

APPROVED BY: Deans

DATE OF ORIGINAL DOCUMENT AND AMENDMENT DATES:

EFFECTIVE DATE OF POLICY/PROCEDURE: Academic Ye

Spring, 1973

,.1973-74

0

'1

1. The ultimate goal of the University L.5 to staff all classes',
including resident credit and'extensapn, inload with regular
faculty.

v

2. Overload teaching or any 'other form of extra compensation m y
not be used as a inducement in the recruitment of faculty-.

3. Overloaa teaching, when neede<\-is available to all members
of a department irresoective of rank and tenure.

4. Overload assignments are limited to two regular classes per
academic year and these may not be made in successive quarters,
nor in the quarter followingcompensation for non-teaching
overload assignment.

5. Overload-teaChing is not available to faculty who have been
released part or full-time from teaching duties to engage in
research or other scholarly endeavor. 'In other words, overload
assignments are normally made to faculty already involved .full-
time in teaching assignments. Similary, no compensation for
overload teaching may be made to administratiVe staff.

c.

1oo
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SUBJECT: Compensation for Overload
Assignment/Admnistrators

DOCUMENT NO: 1 2A-91

PAGE OF

SUBMITTED BY: VPFA

APPROVED BY: Deads

DATE OF ORIGINAL DOCUMENT AND AMENDMENT DATES: March 19, 1974

EFFECTIVE DATE OF POLICY/PROCEDURE: Academic Year, 1974-75

NO, compensation for overload teaching May be paid taadministfators
with exg,cutive'reSponsibility. Administrative staff may be compensa±.ea-
if the appropriate supervisor has ,testified in writing that work On
the full -time adMinistrative position will 'not be reduced to allow
time for teaching _or, 'preparation.

O
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SUBJECT: Affirmative Action /Faculty. Hiring

).
SUBMITTED BY:

APPROVED BY:

Ad Hoc -Comm., Status of. Women

,Senate

DOCUMENT.NO: I-B-10

PAGE 1 OF 1

DATE OF ORIGINAL DOCUMENT AND 'AMENDMENeDATES October 17, 1972

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

In those divisions of the University which have in the past employed
few or no women, deliberate and aggressive efforts, to recruit and
hirt qualified women should be aae.

Within the course of the negt t ree years, every department and
program within the University should be able to demonstrate that
good faith efforts havebeen made to bring the ratio of women faculty,
in line with the ratio of womehjql.,D's available in the national pool
of_qualified graduates of each pi-ofession.

All ,ntw position's and unfilled positions must be posted, announced
publicly, and advertised in the major professional publications and
other appropriate bulletins before Candidates can be consider d.
Lists of available qualified women candidates currently being published
by professional organizations must be consulted, with no prior assumption
concerning mobility, marital status, etc..

There must be an increase in the representation of women faculty in
.policy-making bodies at all levels of Uhiversity operation. Administrators
should actively,seek out and appoint wonton to policy-making positions
and committees.

There must be an increase in the number of women appointed to the most
responsible administrative positions, including highest salaried categories.

ti
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SUBJECT: Advertising for University Positions DOCUMENT NO: I-t-15
Faculty /Contract Support Staff

SUBMITTED BY: CHR

APPROVED BY: Affirmative Action Committee

DATE OF ORIGINAL. DOCUMENT AND AMENDMENTDATES:

EFFECTIVE DATE OF POLICY/PROCEbURE:

In order T6i-. present University employees to be made aware of oppor-tunities for advancement and to have an -increased amount of. applicant.flowfor employment posttions, the following procedures must be adhered to byeach department chairman and area supervisor.

1. Upon receiyjng.adthor:ization to fill a contract position,
the departmentchairman or.area supervisor will send
notification to the Coordinator of Human,Resources.

2. Notification will include:

a. job description
b. salary range
c. .name of person to whom applicatiOn should he made
d.. deadline for applications and/or!credentials
e. amount-'of preparation and experience
f. date position is available'
q. 'include the names of professional

Organizations and/or
publications with whom the position is listed.

3. An announcement of available positions will he made in the
,Monitor or some,University publication on a regular basis
by the Coordinator of Human Resources. The positions must
remain open for at least ten days after posting.

All applicants-For the position must be considered based
upon qualifications to perform the job. All criteria for
employment must he.related to the job to he Performed.

4. When professional organizations, local agencies, and media
are contacted the statement of equal opportunity employmentmust be included--(An Equal opportunity Employer).

5. When a contract is to be offered, an Appointmeht Activity
Record will be submitted to the Coordinator of Human Resources,serving as notification that compliance with all recruitment
regulations has been accomplished. .
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SUBJECT: Information and Control Procedures
Faculty/Staff Appointments

SUBMITTED BY: Provost, CHR

APPROVED BY: Deans'

DOCUMENT NO I-B-20

PAGE 1 OF 2.

DATE OF ORIGINAL DOCUMENT AND AMENDMENT DATES: .September 11, 1974

EFFECTIVE DATE OF POLICY/PROCEDURE: September 11, 1974

1. As soon as authorizatibhs 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 dopy to the Vice Provost for Faculty Affairs. The
Coordinator of Hurdan Resources shall provide the Vice Provost-
and College/School office with information on date(s) and
publication(s)-of position advertisement.

3. A set of fulLcredentials prior to an 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 togethqr with the.Appointment
'Adtivity Record should be 'sent to the Coordinator of Human
Resources. :The Coordinator. of Human Resources will notify the
Office ofthe Provost and the College/School office that all
Equal Opportunity and Affirmative Action guidelines have been
met.

5. Ctedentials for appointed faculty/staff shall accompany the
signed contract and Notice of Appointment whensubmitted to the
Office of the Provost. Credentials will be reviewed by the
Vice ProVost for Faculty Affairs to ascertain if guidelines
issued for appointbents are being followed.
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BOWLING. GREEN STATE UNIVERSITY FACULTY PERSONNEL MANUAL
.

SUBJECT: Emergency Search and Screening
Procedures (Contract. Staff)

DOCUMENT NO

PAGE 1 OF

SUBMITTED BY: CHR, VPFA

APPROVED BY: Deans

DATE OF ORIGINAL DOCUMENT AND AMENDMENT DATES: October 25, 1974

EFFECTIVE DATE OF POLICY/PROCEDURE: October 25, 1974

ICE -25

I. . \n emergency recruiting situation exists only wheeboth of the following
conditions.exist:

a) A vacancy must be filled by a particular date and no
temporary arrangements are possible; i.e:, to cover
classes or staff residence halls.

b) Information that the vacancy exists or .will exist is
received by vhe appointing person or agency, thirty days
or less before the necessary date.

. =If at least fifteen days' notice is given, the'fellowing steps..
will be taken:

a)- Local advertising through Xatever media are available
b). Telephone calls to regional institutions _to locate

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

applications solicited by prior searches for similar
vacancies.

3. If fewer than fifteen daysinotice is given, immediate notification
o-f the Ltiord-rofHuman ResourceSean be substituted for step
2a;. but steps 2b and 2cmutte followed.

4. A'docume-tAPed record of the search procedure, including all applicants
considered and all contacts made, submitted to the Office of
Human Resources, following the format of the Appointmerit-ctivity
Record whereverpossible.

S. 'Contracts.issued under emergency proicedures will be term only; non
renewable at the end of-the ,current contract period. 'If theposition
is to contin.:e beyond that time, reigular recruitment procedures will. be
followed. The person appointed through emergency procedures may be
an applicant in that process, and on-the-jOb'experience gained 'during
emergency appoirr:ment Tay be considered as a qualification but not as a
necessary one for all applicants.. .
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SUBJECT: Emergency Search and Screening DOCUMENT NO: IB-25
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PAGE 2 OF

re

6. Every.eontrev:t issued under emergency procedures will be accompanied by
a cover letter cofttailting'the followitlg statcmenc::

.

This appointment was made on short
ne-..ico, under circumsianucs not ailowing
for maximuin utilization oe Qqual opportunity
a;11 afFirmative action procedures. The.ruCoyc,
cHs cootr:tct W11.1 not be reuuwed 11;:yun'd the
stated temination date. If the poition i5
to he continued ht.,yoad that dote, y(.,u may

ht., invited to apply 'for regular '.appointmcnt..

.9 7

ei?
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BOWLING GREEN STATE UNIVERSITY FACULTY PERSONNEL MANUAL

Policy Governing New Appointments
to Chairmanships

SUBMITTED BY: -VPFA, Provost

APPROVED BY: Deans.`

DOCUMENT NO: I-C-10

PAGE* 1 OF 2

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

EFFECTIVE DATE OF POLICY/PROCEDURE:'ACademic.Year 1973-74

(1 New chairmen and chairmen :appointed to new terms may be appointedto'their

-positions on a fiscal year or academic year basis. In addition to a base

salary, each chairman will receive an administrative.stipe'nd based on

departmental size as listedjbelow:

Size of Department Stipend

(fullLtime head ,coynt including Firelands
.;s

One to five member's
Six to ten members
Eleven.to twenty members
Departments larger than twenty members

$ 500.00
1,000.00
1,500.00
2,000.00

(2) In the case of fiscal, year appointment, the standard vacation period-offered

W11 be one month. This does not preclude attendance at meetings of a scholarly

nature or other meetings which would enhance the performance of the chairman'

(3)

duties.

The administrative stipend is intended to compensate the chairman for the

extra responsibilities and obligations which he or she assumes upon accepting

the chairmanship. It does not imply that he may not receive a reduction in

teaching load in order to permit him to carry out those duties adequately and

completely. It is expeCted that every chairman will devote some part of his

working year to the teaching of courses within his department, including half-

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

men on fisCal year contracts whb wish to thke more than one month of vacation

Tay be granted a leave without pay Luring -the summer session,' the funds conserved

in this wayibeing used. to compensate an acting chairman). Regardless of the nature

of the contract 'the chairman is responsible at all times for the direCt super-

visiono his department. 98



3
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.SUBJECT: Policy Governing New Appointments
(Continued). to Chairmanships

DOCUMENT NO: 17C-I°

PAGE 2 . OF -2

(4) When a chairman leaves the chairmanship either by resignation or non-reappoInt-

ment, he will receive his next contract at his base facult3, salary for the aca

demiclear plus an increment for merit where appropriate. Merit increases tq

the base faculty salary will ,be made as justified on the basis of performance

in teaching', 'research., and administration of the' department. The-admin'istraive.

stipend will be'increased only as required by grolv4th of the department, but the,
.

table of stipends will be reviewed and adjusted at regularintervals,

(5) Should thost chairmen currently in office. who are not on fiscal year contracts

wish to convert to such, they may 'do so in consultation with their Deanwith

--fhe concurrence of the Dean and Provost. Otherwise their contracts will remain

on.the present basis until the end of their present terms of appointment as

9
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'SUBJECT: Summer Salaries DOCUMENT'NO: 1-C-20

PAGE .1 OF 2

SUBMITTED BY: Provost

APPROVED BY: Deans

DATE OF ORIGINAL DOCUMENT AND AMENDMENT DATES: Spring, 1973;

EFFECTIVE DATE OF POLICY/PROCEDURE:. Academic year, 1973-74

Chairperson Compensation

Summer'salaries for chairpersons/directors are cotputed on the
basis of 9/45 of the academic year salary If'the department/sSHool
is non-doctoral, the'chairperson/director is pected to teach one
,course during one term of the'sumMer sessiori%

the chairperson/director ch;Oses not to be on duty or not
to be available for 'departmental responsibilities, he/she is entitled
tcodelegate .these i-esponsibilities'to an acting chairperson who
receive the chairperson's compensation. When thevchaitperson/director
elects to be away fat- one term of the summer session,, for ex4Mple,

-

an acting chairperson/director appointed for the alternate,oterm shares
a portion (2/45 or 3/45) of the administrative coMpensation. Regard-
lea's of teaching or admInistrative arrangements, it should be under-
stood that chairpersons maybe called upon to meet his/her responsibilities
at all times (Charter, Article VIII., Section 6).

Faculty ComipqnsatiOn

For determining salaries of faculty for one term of summer school
theinstruction, he acadeMic year salary is divided by 1/45 x hours'Cf

instruction for regular lecture or lecture lab courses. Example (3,4, 5)
_/ 45- --

For full quarter 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)

36

-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.
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SUBJECT:* Summer Salaries , DOUMENT NO:
(Continued) '

V'

`- 'PAGE' 2 OF 2

Non-regular faculty contracts are computed on the bas salary of
.$8,400.*1 In other words, no salary' is calculated on a base salary
lower than this amount. Salaries for visiting professors from other
universities are determined on the same basis as Bowling Green regular;
ft11-:time faculty unless the departmentechoosesito offer a le-ssek. amount.

FACULTY WITH SUMMER RESEARCH GRANTS WHO ARE TO RECEIVE SUMMER
CONTRACTS UNDER THE GRANT SHOULD FORWARD THE PERTINENT INFORMATION TO
THE COT.LEGE OFFICE IMMEDIATELY FOLLOWING AWARD 4 THE GRANT, BUT NO
LATER THAN THE. TIME SUMMER CONTRACTS ARE PREPARED.

o

* 'See I-C-2.5,Part-Time and'Overload Faculty Salaries, fo't currently
.updated figures.

1,*

1.01.
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SUBJECT: 'Part-Time and Overload Faculty
Salaries

SUBMITTED BY: Dean Educ., CAS, VPFA

DOCUMENT NO:*

PAGE/ 1 OF

.A15PROVED Deans

DATE OF ORIGINAL ,DOCUMENT AND AMENDMENT DATES: 4ring, 1973;
September 9, 1974; July. 10, 1975.

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

O

Per Credit Hour Rates for. Full-Time Facult17 Overloads on campus

Professor
AssOciate
Assistant
Instructor
Lecturer

4

$480
3475

315
260
230

Approved (4-1)

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

Professor $400
Associate 350
Assistant' 300
Instructor 250

102
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SUBJECT Payroll ProcedLres DOCUMENT NO: I-C-30

APPROVED 13,Y:

VP OP

DATE 0,r ORIGINAL DOCUMENT AND AMENDMENT DATES:
.1 .

EFFECTIVE DATE OF POLICY/PROCEDURE:

PAGE
`.

OF 4
:

Academic year 1974-75

1. EMPLOYMENT

All contract employees are to be employed through the' area
Vice President our.. other area head.

Payrolls authorization farms are to be submitted for all
contract payroll changes to the payroll office at ,least two

. weeks prior to 'issuing such checks.

2. aXISUILILTE......_ZES

(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, statei and City
inco,the taxes and retirement benefit deductions. Payment
4.11 be included with your regular.University payroll.

,Aeck.

3. Il'AYDATES

(a), Faculty salar4,4s foi 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:nine-installment group:
Choices may be changes ONLY at thaconclusion of.any option period
by submitting a new card to the Payroll. Department prior to
September 1. Checks are availablaon.the. 15th of each month.

(b) Graduate Assistant, Teaching Fellow, Resident Hall Assistant artd

Assistant Hall Director checks will be issued, in nine installments.
The first quarter is divided into four (4) equal checks and the
second anal 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 1st of the month.
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SUBJECT:
(Continued)-

Payroll Proscedures DOCUMENT NO: I-C-30

PAGE 2 OF 4

a

c
(c) Checks for Administrative Petionnel will be available on the

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

. . .1
4.- CHECKS MAY BE -SECURED BY ANY OF TR1 FOLLOWING PROCEDURES:

(ar At .the Bursar's Office Cashier Window, first floor,
Administration Building in person, dr by an} messenger
designated.in writing,' or

(b) Department secretaries may-secure departmental checks;
however, security and prompt disCrbbution should be
provided: Designation should be for the academic year,
and the list submitted to the Payroll Office two weeks

' preceding payday, or

(c) By signing a Payroll Office authorization card to deposit
6 ,checks at a local banlv(deposit receipts and earnings

statements will be forwarded a few days later by campus
mail), or ,

(d), By written authorization to the Payroll Office checks will
be, mailed to the home addresses.

(e) Payroll checks for employees at Firelands Campus and the
branches are automaticallypailed to their home address.

5. CITY INCOME TAX

The preceding salaries are subject to the.one 'and one-half
.percent Bowling Green City Income Tax. The city income tax will
be deducted for the City of Bowling ,Green unless the employee
notifies the Payroll Office dtherwise.

AYMENT DATES FOR STUDENT STIPENDS FOR RESEARCH GRANTS AND
INSTITUTES

Payment dates for Anent stipends for research grants- and
institutes should be cleared in advance by the-grant director with
the Director of ReStricted Fund Accounting in the Business Office,
Room 322, Adm. Bldg.

7

10,4
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SUBJECT: Payroll Procedures
(Continued)

DOCUMENT NO: I 7-C -30

,PAGE 3 OF 4

7. INSURANCE

. ,

Blue Cross, Surgical, Croup Life Insurance (John Hancock
Ihsurance Company) and Educators Mutual Insurance. All questions
should be referred to Office of Vice President for, Operations
-Room 205, Adm. Bldg.,'Ext. 22126. ' , r-

All insurance deductions (except thcise for Educators Mutual
Life Insurance) are made on the same basis as the indiviaual's pay
basis, i.e. 10 paychecks = 12 equal deductions. Educator Mutual,.
Life Insurance deductions are made on a 10 -month basis, but cover
12 months.-

.The Group Life Insurance premiums covering term life insurance
and major medical insurance are currently ruled nontaxable income
for-both Federal Income Tax and City Ihcome Tax. The gross earnings
listed on the annual W-2 Federal Income Tax earnings statement has
been reduced by this ~amount.

,1=

I
8. TAKE DEFERRED ANNUITIES

For information on tax deferred, annuities, contact Mr. Russell Meister,
Insurance, Administration Bui)ding, Room 522.

9. SICK PAY EXCLUSION FOR FEDERAL INCOME-TAX

If you are entitled'to a'sick pay exclusion for Federal Income
Tax purposes, notify your supervisor so that each Vice President.
or Area Head may file your absence record with the Business Office
prior to the end of the year. You will then receive a statemenr of
such entitlement 4ich should be attached- ta your Federal T4x
Return.

*E

10. BONDS

Anyone desiring a payroll deduction for U. S. Savings Bonds
sHOUld complete' the necessary authorization card at the Payroll
Office% Room 325,, Adm,. Bldg.. 4

11. STUDENT TINESHEETS

Hourly student employee's are to ba employed via the Student
Personnel Office 'in accordence.With the approved wage.scale.
Students are paid at two-week. j_ntervi:ls--every other.Friday.' Each
payroll period begin's on Monday'(on Sunday 'for certain areas). Time-
sheets for each two-week period are to be submitted to the Pairoll.
Office by 5:00 p.m. on the Tuesday following each payroll period. eF

Payroll-checks are available on thesecond Friday morni.ng.there-
after, at the Bursar's Offi,pe Cashier Window, First Floors. Adm. Bldg
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SUBJECT: Payroll Procedures
(Continued)

DOCUMENT NP: I-C-30
.

PAGE 4 OF 4

12. NO14ACADEMIC PERSONNEL
,

All research, office,_maintenance and other nonsEuden,t personnel
(excludin9- faculty and administrative) are to.be'rsmoloyed through
the Nonacademic Personnel Office, ShaEzeI Hall, in accordance 'with,
the approved ccage scale. Payroll rtes, hours of employment, et
Cetera, are to be determined by that office. NOnstudent rimesheets
for hourly employees are to be vbaiitted on a bic4eekly.besisby
five o'clock on Tuesday to the Nonacademic Pers4nri0 Office...

'

.Departments using trmecard are to submit Am each Monday
.moning (for the previous week) to the Timekeeliing Office, Room 315,

.,Adm. Bldg.

("1

e

a
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BOWLING GREEN STATE UNIVERSITY FACULTY PERSONNEL MANUAL
SUBJECT: University Policy on. Federal Tax

Withholding from Payroll

SUBMITTED BY: 'RCP

APPROVED BY:

DOCUMENT NO: I-C-35

PA&E*--1 , OF 21,4 1/4

DATEOF ORIGINAL' DOCUMENT AND AMENDMENT DATES: No date available

EFFECTIVE DATE 'OF POLICY/PROCEDURE: No dace available'

a

.___ .

. The University has fo-ilowed a policy of not interfering with personal. Federal Income tax Matters of faculty or staff members,.
Because severalquestions'hae. been raised by faculty members concerning larger Federaltax withholdings an explanation may be helpful. in your financial planning.

First, it '.should be noted that the Uniersity is required by law toadhere to the-yithholding requirementsof the Internal Revenue Code. Thisrequirement seeps ,,clear with ,little it any possibility for University orindividual option,

Secondly; provision of paragraph 3L.3402 (g) -L of the Internal RevenueCode require that all wages paid concurrertly within a _payroll period shallbe aggregated and the amount of tax detevulined as if the aggregate constituted.a single wage payment for the'regular
payroll period. Thus, if a facultymember has elected to be paid an a twelve check basis and.he teaches summerschool, the above regulation will result in a substantial increase in with-holding tax for either, or, both of the eleventh end twelfth summer checks,However, the net annual income tax liability would-be

approximately thesame as compared with paymencsspread evenly during the calendar year. Anyoyer-withholding whichmay-ocCur as a result of these uneven Wage paymentsird refundable atth-etime of filing individual annual Federal tax returns.Similarly, any tax due is payable at- that time:

The folloWing statements summarize the tax calculations
listed on thefollowing table. Each example reflects the amount of tax withheld for,selected sathy levels on both the ten and twelve-month pay options. Thecable reflects calendar year earnings, not the academic year salary. Also,other sources of income may change

individual. tax situations.
1, The federal withholding tax tables are calculated on the assumptionthat earnings will berelatively Consistent throughout the year.Any month for which there is no income may result in "under-withholding";any check which pyramids: earnings for two pay periods may resiIr in"over-withholding".

g,2,- 'For faculty employed ..

_4

uri7ig the academic year but.not during ehe summer :.
(a) Based upon 'the same salary, more federa'l tax Will. be withheldunder the ten-pay cpcton (as co:,tpared with the twelA-pay

o(J,tion).
(b) The difference will rangefrom

approximae y.$100' - $350 peryear, depending upon the saLary earned.



BOWLING GREEN STATE7PNIVERSITY.FACULTY PERSONNEL MANUAL
LSUBJECT: University Policy on ;Federal Tax

(Continued) Withholding froM Payroll
'1.

2.
DOCUMENT NO: I -C -35

PAGE ,2 'OF 2

3. For faculty employed both during the summer and the academic yeag,;

(a) If the academic year salary is paid .in -ten (10) equal checkS,
the summer tax,withheid will be computed at the normal rate`. t',.

(b) gbwever, if the academic year salary is paid intwele (12)
equal 'checks, the summer earnings will be added to your eleventh
and/or twelfth check, so that a:much larger amount is'dpductedfor - summer tax- please note that the tax dedUcted from this
one summer check may be $250.- $550 higher ,than might be
anticipated:.-

(c) More tax is withheld under the twelve-month pay olion.

. If you should have further equestions, do not 'hesitate to contact
Payroll OffiCe or the Business Office. e

4
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BOWUNG GREEN STATE UNIVERSITY
INSURANCE PROGRAM

John Hincock Ctoup Insurance Plan

8/26/75

Participation in this plan is part of your salary contract and an amount
equal to your contribution is included in; and will be deducted from your
pay. Coverage consists 'of Life, Assiafa5jj.egubernient, 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 assumes active, employment andthe Major Medical on the dependents
of the employee becoms effective at the same time...pag-Term Disability
coverage becomes efftive for the eligible employee one year following

ieLLoe6assu/imsac-veelothefirstdatt'nt. Details concerning
benefits, costs, beneficiary selection and claim filing are described in
the John Hancock booklet and on the attached sheets.

NOTE: Please complete the John Hancock enrollment (Blue) card.
1

II. John Hancock Dependent Life Insurance

Employees eligible for the John Hahcock Group Plea (Item may insure their
spouse aad children for lifeinsurAnce. As'a new employee, you may enroll
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 thisperiodbut decide to at a later date; the John Hancock Insurance
Company will ask for evidence of insurabilityon your dependents. The
application for this 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 enclosed (green)_
folder and cost information sheet."

NOTE: Please complete the Dependent Life Insurance enrollment
(Yellow) card, if you wish this"coverage.('

III. HospitafSurgical-Anesthesia-Medidal Insurances

The University pays the cost for the employee portion of Hospitalization
insurance and for-the employee andlamily Surgical- Anesthesia-In HospitalMedical insurance. Should the emplo54e wish family Hospital coverage, hemust pay the difference between the single and family rate. The coveragefar our Hospital-Surgical

program is with twc carriers. Blue Croas provides
Hospital .benefits and John. Hancock provides .the Surgical-Anesthesia-In
HospitaLMedical benefits. As a new employee, you may enroll in lue Crossat this time or if you presently are a Member:of Blue Cross, you, y transferto our group. Your Blue Cross coverage will become effective on he firstof the month following your date of hire providing you enroll or ransferwithin 15 days from your'employment,,date. Also, participation in the Blue
Cross plan will reduce the deductible required by the John,Hancoc Major
Medical;from $400 to $100. If you wish'the Blue Cross insurances completethe enclosed enrollment (whtte) card. 'If'you do not want either the single'
or family coverage, please sign the waiver on the reverse side of the cardIt is hot necessary to complete a separate enrollment card for the'Joha
Hancock Surgical- Anesthesia-In Hoepltallrfedicel coverage.

1.0 9
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as

8/26/75

3.

The enrollment card (,Blue) that you completed for the John Hancock Group
Insurance (see paragraph 41) also serves as your Surgical-Anesthesia-In
Hospital Medical enrollment card. Benefits of the hospital plan are
explained in the Blue CiOss folder, and the surgical plan benefits are
stated in the John Hancock booklet. Family cost is shown on,the attached

3 .Cost Information Sheet. 1

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 31cou enrolled
in a Blue Cross Plan now?" on the enrollment card.

IV. Educators Insurance Company Income Protection Plan

Monthly benefits are provided by this program for total disability due to
illness or injury. Two plans are offered: Plan I - benefits up to one year,,
and.Plaa II - benefits up to 26 weeks. These plans coincide with the John '

Hancock Long-Term Disability program; Plan I providea protection for the
first year when the new employee is not eligible for Long-Term Disability
coverage, and Plan II provides coverage during the six (6) month TAlvg1
period after the new employee becomes eligible for Long-Term Disability.
New employees enrolling in Plan I automatically change to Plan II at the
end of: the year. The enclosed brochures describe the various income plans
available and the costs. You may select the amount o monthly benefits
best suited to you'r heeds, but in no instance can it be more than 807. of your
income. The application for -the Educator Plan is on a.voluntary basis. If
you desire this insurance, application;-forms are available in the Insurance
Office,. Room 322, Administration Building.

' V. Travel Risk Insurance

This' accidental d'eath and dismemberment insurance covers ,all active full -time
administrative personnel and faculty members, part-time faculty members,
graduate assistants and teaching fellows;. while traveling on the business of,
and' by assignment of, ,1,F with authotization of,.the University. This coverage
is provided at no.cost to the individual and details<017-ttle.insurance are
explained in the attached. Travel Risk Insurance sheet. A cardlei" designating
a beneficiary for .this insurance is also...enclosed.

VI. Premium Paydients

t.

Premium payments for insurances will be made b \'- payroll deduction. The John:

..

.

- HancockGroup Plan, the JohntHancock Dependent Life Insurance, and the Blue
Cross family premiums will be deducted in nina?payments 'for those individuilg
receiving nine checks,-an4twelve'payments

for individuals receiving twelve
checks. Deductions provide coverage for twelve months. In all instancesr,
the premiums for the Educator's Income Protection Plan are based/on nine
odeductionsi'for twelve months' coverage. (See attached Cost Information $heal
for insurance cpsts).

.

110 )



VII. Enrollment Cards

Page 3

Please complete all enrollment oards.end return to R H..Meister, Indurance
Office, Administration Building, Room 322 within 5 days: ,Should you-desire
assistance, contact Mr. Meister at 'extension 2-2203'.

.

VIII Insurance claims.

To collect benefits for Surgical-Anesthesia (3): In-Hoqpital Medical claims,
it is necessary to complete a John Hancock claim farm. Theses forms are
available from Mr. Meister,'Room 322-, 4dministra'tion Building, Extension
2-2203.

,

o

'

Also, claim information on Death, Major Medical,a Long-Term Disability
insurance, and information regarding 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. PleaSe feel free to avail,
yourself of our services at any time.

. v
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OWLING GREEN STATE UNIVERSITY TAX-DEFERRED ANNUITY PROGRAM

Federal legislation enables employees of educational institutions to invest
money and to reduce .their 'taxes at the same time through a Tax-DeferredAnnuity Program. The Board--of Trustees approved the AETNA Variable AnnuityLife Insurance Company (fermerly the Participating Annuity-Life Insurance
Company ,..PALIC), Teachers Insurance and Annuity Association-College Retire-ment Equities Fund (TIAA-CREF), and the State Teachers Retirement System (STRS)as carriers for the plan. Fot further information concerning Tax-DeferredAnnuities, contact R. H. Meister, Insurance Administrator, Room 322, Admin-.istration Building, Phone 2-2203. '

teneral InforMation Concernin Tax-Deferred Annuities

L. Employees of non-profit organizations may invest in a tax-
deferted annuity with certain potential tax advantages.

Z. If a voluntary salary reduction is chosen for purpos9 of
a tax-deferred annuity program, such reduction must be
authoiized in writing and the amount of the reduction be
contributed to atax deferred annuity. The 'amount of the
reduction and earnings on that amount are excluded from
federal income tax in.that taxable year.

3. Amounts received under a tax-cielerred annuity either in
monthly payments or a luMp sum are taxable during the yearin which.they"ate received.

4. The ttaximum salary reduction that may be made is determinedby a formula called
"Exclusion Allowance ". An explanationof this allowance-will. be made by the Insurance representatii/e.

5. Contributions tday be increased or decreased once during the
tax year and1may be discOntinued at any time.

6. The tax-deferred annuity Contract shall not contain prOviSioa
for any, type of insurance other than annuity.

7. The voluntary salary reduction affects the amount of taxable
incOpe for Federal and State InCome tax. City Income tax,
contributions for the.State Teacher's Retirement System and
the Public Employee's Retirement System are based upon salary
prior to the reduction.

J

1,1 3
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Below is a list of types of beneficiaries
and the standard wording for esbli type

Type Of Beneficiary

I. Insureds Estate

2. One Beneficiary

3. One Beneficiary

4. One Beneficiary and Children

5. Two Beneficiaries

6. hree.dr More Beneficiaries
A

6

7. One Benefici7ary and One
.Contingent Beneficiary

8. One Beneficiary and Two
Contingent Beneficiaries,

9. One Beneficiary and Miree.or
More Contingent Beneficiaries

IO, To Beneficiaries and One
Contingent Beneficiary

II. Two Beneficiaries teUnequal
Portions

Trustee Beneficiary to an
Individual of a Bank

13., On Beneficiary and Per
Stir es Representation for

Standard Wording

My Estate

Leslie R. Lindstrom, Wife

Bowling GreenQState University
Foundation, Inc.

Leslie R. Lindstrom, Wife, if livieg;
otherwise to'any children born of the
marriage of myself and, said wife, Leslie

Geor Lindstrom, Father, and Etily
Linddtrom, Mother, equally or to the
survivor.

GeOrge Lindstrom, Father, Emily Lindstrom,

Mother,,and Christopher*Lindstrom, Son,
equally orto the iurvivors'or survivor.

Leslie R. Lindstrom, Wife, if living;
otherwise, 6p Christopher-Lindstrom, Son

Leslie R. Lindstrom, Wife, if living;
otherwise,to Christopher Lindstrom, Sony;
and Maria Lindati.om, Daughter, equally
or to the survivor

. , .

Leslie R. Lindstrom,. Wife, if living;
,otherwise, to Christopher Lindstrom, Maria
Lindstrom, and'Jennffer Lindstrom,_Childrec
equall...y or to the survivord'or,surVivor

_ George Lindstrom, Father, and Emily
Lindstrom, Mother, equally or-ro the
sutvivor;.otherwise, to Leslie Lindstrom,

(Wife

: George Lindstrom, Father, to receive ,

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'deceas*ed beneficiary to
be paid to the .survivor;

ele

BradleyiGoliins'and John Smenson--nr--
JamestOwn.Bank & Trust Cbmpany, Trustte(S)
.under a Deed of Trust

to John Lindstr
R. lindstrot, Wife; if she survives

the insured; otherwise, to John Lindstrom,

en,,An'equal shgres with per. stirpes114
Maria Lindstrom, and Jennifer Lindstrom,
Childr

representation to the surviving children
of any deceased Child
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.TRAVEL RISK INSURANCE

The University was concerned with the fact that many employees traveled
on University business, but had no supplemental accidental death dovergge.We are pleased to inform you that all active full-time or part-time adminis-
trative personnel, full,or part-time faculty members, graduate assistants and
teaching fellOws under contract with Bowling Zreen State University pre insured
for loss of life ot'dismemberment resulting from ac' accident while traveling on
University business. When death or injury shall result in any of the following
losses within I00 days after the date of the accident, the insurance will pay asfollows:,

Life
$50,000

Both Hands or Both Feet/or Entire Signt of Both Eyes 50,000
One Hand and One Foot...,.. 50,000
One Hand,and the Entire Sight of One Eye 50,000One Foot and the Entire Sightof One Eye 50,000One Hand . or One Foot

25,000 .

Entire Sight of One Eye
25,000

4

Coverages under this policy in effect while the insured person is on thebusiness of the.University (excluding everyday travel-to and from work and
bonm7.fide vacations) areas follows:

.

I ._Riding.as a passenger` or operator in or on, boarding or
alighting from, or being struck by, any land or water
conveyance, other than as an operatoror member of the
crew in any conveyance operated for the carriage of
passengers for hire; or

2. Riding as a passenger, and,notas an operator or member of
the crew, in.or on, boarding or, alighting from, or being
struck by, any previously tried, tested and approved civilian
or military aircraft which is being used. at the time for the
transportation of passengers and is being piloted by a properly'
licensed pitOt.

3. Riding as a pilot, noas a passedger or member of the crew,
on the Business of the Holder, in any aircraft having a valid
and current "standard" airworthiness certificate issued bythe Federal Aviation_ Administration, and for which the pilot
then holds a current and valid. certificate of.Competency of
a rating, authorizing bird to pilot such aircraft.

The term "on the business of the University" means on assignMent bry or-,with the authorization of the University for the purpose of furthering thebusiness of the University.
Authorized travel, means travel at the requestof, or on behalf of and, for the Purpose-of furthering the interest of thePoliCyholder for which the insured person receives reimbursement totally orin part for such expenses as the insured person incura,as a result of makingsuch al,,Erip. Where authotized travel is a usual and normal part of.aninsuredperson's particular= ob requirements and reimbursement for such travel ispart of his regular compensation,.he/she

is also considered covered under thispolicy. Territorial, limits under this policy are worldwide.

115
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A beneficiary under this policy will be a person, or persons,
specifically designated in writing by the insured;. otherwise, the
beneficiary will be the estate of the insured. 'A form is provided
for dysignating,abenefi?ciary if you so de4ire.

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
directqd to R. H. Meister, Insurdhce Administrator, Room 322,
Administration Building,.Phone 272203.

djk

(
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January 7; 1966; May 1, 1970;

Septemeer 1: 1973;

The policy governing these staff benefits shall be'asfollows:
Employee

,A'full-time employee oi the University,' includinsgan individual employed,full time at the Oiversity but compensated` by another
agency (i.e.,i.ROTC,'research agency, etc:), and one who has, emeritus. status, who. desired eitherco audit a course or to take a course for credit may do-1So without 'paymentof the instructional

or general fee; if

c;(1) his area administrator certifies chat the
individual's6enrollmentwill not interfere with the digcharge of his duties as a University employee;

(2) his enrollment
insthe section of the'subject is recommen ded by hisacademic dean or his area administrator

and approved by the Uhiversity Provost;
(3) his enrollment will not prevent a regularly registered studentattending the class section; and

(4) he enrolls for the course in the"Office of the Registrar.

Spouse /Child

from

1The cohabitant spouse, and/or child or children of a full-time employee,including faculty and Civil Service (or local equivalent of Civil Service ),and. employees of the Departments of AerOspace Studies and Military Science,who has completed five years of full-time service 'at Bowling Green StateUniversity, may enroll without payment of the instructional fee,either asa full-time or as a part-time student 4t. the University, on the campus or atan off - campus branch or center, provided that the individual is eligible to beConsidered a personal exemption under the provision of Section 151 of theInternal Re Venue Code. . The general fee' and a.ny ot)le.r
course fees or chargeSwill be paid by the student.

The cohabitant spouse,and/orchild or children of' a-full-time academicemployee who, prior- to March 1, 1972, had attained the status .of permanenttenure or had- attained the rank of associate or full* professor if:not on.tenure, including, members of the Department of Aerospace.St'udies,
Military,Science, and emeritus Staff members, may.enroll withOut payment of theinstructional fee either as a full.-time-or

part-time student on campus orat an off-campus branch or center, provided that the individual is eligibleto be considered as a personal exampLioa under the provisions of Section 151'of the. Internal Revenue Code. The general,fee and any other course Lees orcharges will be paid, by the student.
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i

A 'full-time nonacademic 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

:ryear- -such eligibility to,be determined b.y appropriate authorities.

A full-time academic employee is'one who is appointed (including leave
obabsence) for a minimum of three quarters cif the same fiscal year and
whose teaching assknments.and/or ocher assignments are determined by '

appropriate authorities to constitute a.full load.'

The President of the University is authorized, effective as of September 1., 1973,, .

towaive-the instructional fee-for a cohabitant spouse, and/or "child or children
6f a fulltime-eMployee, including faculty and civil service, if the 'employeee.was employed prior to March.l., 1972, and would have become eligible for
this fringe benefit under the policy Which was in effect at the time of
Ifis..amployment.

Fee Waiver A reement between BGSU and UT,
:

Thb Board of Trustees of BGSU and UT approved a reciprocal agreement
Aereby full-time employees'of one Univdxsity may-take.courses at the other,

, university with a waiver of fees. -This, covers full-time employees only
.and does` not include waivers foie dependen'ts.

P

The agreement id,effeCtive immediately and prOcedures are outlined
. below. BC employees will receive the same benefits at the University
of Toledo as on our campus. Our rules and limitations under the present
policy for employees, will apply for taking courses at UT:

r

1.. It will be nqceSsary to be properly admitted as ,a student
(either undergraduate or graduale) at UT befort enrolling
for courses.

2. Fee Waiver form's are available in this office (235 AdministTation
Buildfhg) as Well as a r&giStration card for parking permit.

,

3. Additional information will be given to you when you pick
a' form.

L'
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T$DATE OF ORIGINAL DOCUMENT AND AMENDMENT DATES: January.2 , 1965; March 4, .19.69;

DOCUMENT NO: 1174-10
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EFFECTIVE DATE OF POLICY/PROCEDURE: January 20, 1965 -

The purpose of this ,statemept is to promote public understanding and suppott of
the political aspect of a'cad'emic freedoM.

(1) The.uniNerSty in a democracy must be devoted to acts of free inquiry
and free commitment, in the spheres of teaching, learni-ng and research.,

cFreedom in resear-ch is.fundame5tal. to the gdvancemeht of knowledge.
Acadcmit :freedom in teaching and learrapg is fandameaW to'the pro-
-tectfon of the ,rights of-both the teacher and the studeNt Any univer-
sity which fails to foster such.freedoms,.but remains neutral,
Xably castea silent vo4e for the demise ofthcse conditions on which
'the su.rvival,of the' democratic Way of Life depends.

There is nothing more_dangenous to tha .ectivity of fcree ±nqutiry in a,,
democracy than'the view that the world must be always that which it is

-noW. The university is an agent of cultural trpilsformation and as_such
presents a variety of choiCes. to its students for alternative commit-
ments and courses _of action. It must therefore follyW tbat a university
will appose anything or anyone who actsto:treate fear or condemnation
of the - students, faculty, or 'administramrs, for the-exerc.is of such.
choice. The freedom to think11eXibly, to explore ariy,and 611 belief
systems, and to choose frOm'aMong them, whether they conflict with
present ideas- or institutions 'or not, must always be fostered' by the
.university in a democracy.

(2) To this.ertd it is imperative that the university must recognize- the
.right of political expression which is exercised-within constitutional

boundaries. No democracy can survive as a democracy without the con-
'tinuecPexercise of 'free politiCal activity'and free political exprespnx

iby its members. This is the self-evident basis for'tne Bill of Rights,
including the-first amendment which guarantees freedom of speech, free-
dom oreigion, .a free.press, and freedom of peaceable assemblyroups
from on or off campus should not' be subjected to exceptional require-'
meats to obtain permissiorrto give lectures, sell of...dLstribute pu,bli-

, i'

'cations-of political, religious or educational import,.Circtlate peti
tions, or carry out orderly demonstrations, as long as these act'vities

(1.

.,do not interfere with classroom or study hall activity.Z.,

(3) 'Statements of political matters within the'classroom;'in'cludingvStudent- ALIA)
teacher ..interdctions, are to be confined' only bythe,televance of the
subject - matter to th't discipline ir;volved. judgment of such relevance
ran be made most properly byvthose aci-aduM'icalLy qualiCiad'in the (fisci-

--pline,
,
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(4) Security resulatiorls beyond. ordinary protection againsCillegal actions
have no placp in a university. Any further concern with security regu-

. lations or with pol'itical security checks (which make use, for example,
of such methods as photographic, or onitorang devices) eStablishes a

.

condition of suspicion and fear'quiCe to free expression, and
quite adverse to the tradition that a eniv.ersitY shall be a center of
ihnovative and chdllenginglthoUght in bbth the arts and"thesciences.

.Any'regulations or security preceutiont which, in the absence of legal
evidence, presume or imply the guilt of. any incividual4 or groupS,
destroy the entire fabric oCmutual. confidence within the university
community.

(5) The members of the university commurYity may speak, write,, Amostrate,
5pr picket as .citizens without fear of'inScitutional censorship or disci-
4Pleine. . The special position of university personnel.,'ilowever, does
impose speaiR obeligations. It is incumbent upon them to remember that
the public may judge their institution by'their Utterances. They should,
cherefore,at, all tineS be accurate,lexercise appropriate restraint,
and show respect for the opinions of others, and 'should make every
effort to indicate that they act within their rights as private citi-
zens and no't as spokesmen for the institutiost.'

r.

In conclusion, it should be remembered that the gadflies of political action
,(demonstrators, pamphleteers, agi(ators:students, faculty or administrators)', main-
tain the,frontier of political freedom for all persons., Although some might eegard
such political expreSsions as irritating or lamentable, while othe-rs'see them as
contributingimportantly, all must concede that their activity erves t keep cod -
sta.ntlyRexplicit theAimits of authority over the lives of alof us. It is the
testament of recent ai-opean history that, unless such.boundaries are vigilantly
maintained, they become increasingly confining-, and those per.sOns who are accus-
tomed to Living comfortably within a lesser degree of freedom should' find that

.they also have none.

, 4-

'It is therefore recommended; by this Senate:
o

(L) That there be reasonable regulation of the time,)place,
and m.nner of conducting political activity on the campus; and

(2) That there beano University restriction on the content of
speech or advocacy.

120
4



SUBJECT:

BOWLING GREEN STATE UNIVERSITY.FACULTY,PERSONNit MANUAL

Freedom..ofPolitica l Expression

r

SUBMITTED BY: Senate

APPROVED BY: Board
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I

DOCUMENT NO:- IIA-20
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July 22,1965.

July,22 1965.

,WHEREAS, A Policy Statement on Freedom of Political Expressio n
(t4stated purpose of which was to promote-public Understanding and
support of the pOlitical aspect of academic freedom), as adopted by the
Bowling green State University Faculty Senate. January 20, 1965, was
presented 'by the President tothe Board of Trustees for cohsideration
on March 5, 1965, and .

WHEREAS, The. Board of Trustees .on March 6, 1.954, had amended
theChitter of.,the University Faculty, said amended Charter containing in
Article I, thereof, a list of.BasiC°Principles (which ave the guiding
principles upon4rhich the Faculty Charter is based), among which Items a.
and b read as fcAlows:

a. Full freedbm for the expression oi differing opinions
and.. the acceptance of the spirit of criticism are essential
to the atmosphere of a great- university;

. Acadeic freedom is indispensable to the University. The
freed6m-of the individual teacher-scholar, *wever, carries
with it unmistakable acceptance o responsibilities with .

retard to the good of -the Univers and of society:.

"
WHEREAS, The Board of Trustees is of ti 'unanimous opinion that

consideration of the pdlitical aspect.of academic freedom is already
implicit in the above s(ated Principles;

NOW THEREFORE BE hIT RESOLVED, T t the Board of Trus teesS)

reaffirms the aforesaid Pi4iaciples pertaining to academic freedoffi;
A

A

AND BE IT FURTHER RESOLVED', The University, ,throug:: its President,
shall prepare and submit to.the Doer& of Trustees/for its consideration .

rules and regulations applicable to the political aspects of academic
freedom which are deemed advisable by the Administration and/or the
Bowling Oreen State University4Faculty Senate, provided that any'such
rules and regulations (1) shall be consistent with the Charter the

University Faculty, (2) shall 'acknowledge the rights of a
(3) shall:not detract froth the academic development of the\student and
the Qn,iversity, (4) shallrecosnize the overall intent of Che Policy
statement on Freedom of Political Expression, which was adopted by the 4

Bowling Green State University Faculty Sunacqon January 20, 1965,
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(5> :,113171 identify the respO'ns-ibilities -of the student, faculty an d
the Univetisity which must, be met in order topeintain academit freedom
and the political aspectS thereof, and ,(6). shall vest ultimaE6 control
on all matters `relating; to academic Edom and the political aspects
thereof in tht President and tisid Board of Trustees;

ACID BE IT sTIT.J., FIJ,RVIER .RESOLVtD,,That the Faculty Senate be
asked to submit a resolution to the Board of Trustees, providing for
an m.1-2ndment to Article IV (President's Advisory Council) of the
Charter of the Uniiersity Faculty (as amended March 6, 1964) adding
.under Section a, thereof, as an additional function the consideratiOn

of-any alleged ipEraction'of,Such'above-mentioned rules and regulations as
may be adopted by the Board of Tiustees pertaining to academic freedgm
and the political aspects thereot;

AND BE IT STILL FURTHER. RESOLVED, That in the evert a student is in
involved in aq-alleged infraction of such above-mentioned rule;; and regulations'
Pertaining to academic freedom and the political aspects thereof, as is
referred to and considered by the. President's Advisory Council, said Council
.shall become an ad hoc committee andshall-include, in addition to its
regular members,the Dean of Students, the President of the Student Codncil
and a representative of the Student Body,'2.,(the latter to be appointed by the
President of.the University),

t>,
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May 4, 1971

a

Intrbduction

Generations of teacher-scholars have recognized that membership an
the.academic profession'carriet with it special responsibilities. The
nature of the educaticnal procesSand the-Circumstances necessary to
the search for truth, and -the use, extension, and transmission of know-

. ledger 'have resulted_in various statements of. the .concept of academic"
freedom: Always; thiSdemand, for freedom has beeh 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

e worthy anddignified profession of teacher-sgholar.
Although Mapy aspects of this sense of responsibility have been

and will remain,/unwrittenand understOod, the faculty of,Bowling Green
State' University wishes to ,reaffirm in a formal' way its recognition of
its special responsibilities:as set forth in the following statement._

A

Statement

ThetaSulty of Bow,ling Green btate University reatfitrm that the fol-
lowing arean accepted'partof their responsibilities as teacher - scholars:

1. The responSibility to assure the student's freedom to learn,
. through maintaining an atmosphere,cOndUcive to free inquiry, the respect
of the student as an Individual,: and the evaluation of students basedon,
professionally judged.academic performance without regard to wsonal or
political matters irrelevant to that performance.

, 2., The Respnsibility to exercise intellectual honesty, through
"the develocment and improvement of his scholarly competence, the exercise
of critical self7discipline and judgemen , and the avoidance of subsidi-
ary interests which.comp4omise or hamper its freedom of inquiry.

3. The respontl.bility to state clearly the objectives of.the courses
he teaches, to direst his instruction toward the fulfillment of these ob-
jectives, and to avoid the Persistent intrusion of material irrelevant
to:the established Course definition or apart from his area of scholarly
competence.

123
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4.. The resoonsibility to.p4?-ticioate Meaningfully and .consuctively
-

.

in the c vernance of the institution, and the maintenance of high profes-
s onal standards in the objective evaluatiap 'Of his colleagues.

5. The responsibility to meet classes and other, 4,cademio obligations

47ct

r larly and at scheduled times, >to assist in arrangement when emer-
n ies intervene; to maintain reasonable opportunities for student con-

,t and conference, and to provide information on progress and evaluation
as part of student learning experience;

G. The responsibility to determine bhe amount and character of-the
work' he does outside the institution with due regard to his paramount
responsibility within it.

7. The responsibility, while acting as a priyate citizen with the
rights and obligations of any citizen, to 'avoid Creating the impression
that he speaks o.,, acts for the University.,

8. The z-.esponsibility to observe the stated regulations of-the in-
stitution, but to guard his right to criticize and seek revision peacefully..

.4
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SUBMITTED BY: Ohio Faculty Senate

APPROVED BY: ' Senate (Adapted in Principle) March 6, 1973,

DATE OF ORIGINAL DOCUMENT AND AMENDMENT DATES: 'Marbh 6, 1973

EFFECTIVE DATE. OF POLICY /PROCEDURE:

I. TO his students

A. In Course

1. Grading .

a. l'n-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
course

All work performed by students in the course
(including oral partiOipation where appropriate).
should .be,seriously-considered andevaluated; written
WorkSlouldbe returned-Promptly. v,. T

.. . .

.
.

-..,o. The 'inStructor,should'provideopportunities for review
of.grades in. order that students may understand.the
reasOnsfOr:pa'rtiou.lar'grades and obtain guidance
7Eowardimprovement:-

2 Offl'ae,hours

a. Hours should be reasonable in quantity, time of day,
and campuS;location.

bl HoUrs should be posted near the instructor's office;
and listed with- theapprbipriate secretary.

c: Provisionshould:be made for special appointments
wherever hardship .or difficulty arises.

d. Scheduled offiCe hdurs should be observed
conscientiously.

3. Classes

a. The instructor should prepare conscientiously for eachclass session (including arrangements-for teachingaids, guests, etc.,.wheneverapplicable).,
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O

.b. The instructbr should meet classespromptly and should,.
cut Of consideration for both students nd 'colleagues,
dismiss not later than scheduled time

c. Whenever any change is anticipated in scheduled time
or place of meeting, the instructor should provide
.adequa::e notice. to the 'class. Where appropriate
(e.g., small classes, evening classes which frecuently
invol';e ccns'iderable travel fcr some students), some
procedure should be established for emergency notice

students.

d. The instructor should pl:ovide fcr and conscientiously
consider valid means for course evaluation by students.

e. The instructor s:lould_strive continuously and
conscientiously toimprovethe-effectiveness of his
:teachingrand to'this 1-tdshould-seek,counsel and
constructive criticism from.colleagueS.

Tests and examinations

a. The instructor should make clear in-advance the areas
(lecture, text chapters, other) to be covered on any
test or examination.

He should, .by,explicit word and-implicit classroom
conduct, Make clear to his students what emphasis he
blaces upon facts or data and what upon synthesis,.
or thought.,_

L

c It:,is:;:the,instructor's:.respOnsibilitto proMote
adequate standards'of:linquisticyexpression (e.g,,,
spelling,. general grammatical and syntaCtical,clarity,
organization,.,and.,forml/'

The-instructoi- muste both-in-fairness,to those.
6students who-cOnsCientiouslylprepare.and.to prevent

those who do not from taking advantage of others;
.assure during tests an atmosphere conducive to the
highest standards of honesty.

Counseling and advising.

a While the University provides both general and
specific counseling services as a discreet function,
the instructor will often have more intimate
1<nowledge of his own college, department, and field;
such knowledge provides.himmith.,unique insights, and
he has, therefore, a right and an obligation to
counsel and advise.students:within.this area of
.competence.

1 26,
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. i
. .

b. Ingeneral,- the instructor is.obligatedo restoect
each student as a human being, to recognize thathe has
the feelings and .inadequacies gommon to the human
-conaivtion, and to recognize that he has both human
and civil-fights.

t '
-II. To the.University and his colleagues

A. Records

1. The insuctor is responsible for maintaining adequaterecords of student perforMance in course.

_. He is responsible. for keeping adequate records oficou se
content and assignments.

B. The professional should endeavor to maintain and develop
awareness and understanding of areas impinging upon 'his own°ied.

C. He sould will,ingly serve on a reasOna;Dle nl.:Mber of
doiamittees concerned ;with curricular development and general
Univers:i.t4T governance_at departmental, collegiate,.and

'unLversitv levels,

D. 'He. should contribute to the continuance 'and improvement of
educational-quality within.the University through strong andactive participation in selection of new faculty, and in
decisions on promotion,. tenure, and other recognitions of .meri

E. Ve professional is obligated to promo:te by'4preceot andxampIe a general atmosphere within the University of respectfor knowlpdge, thOught,-and inquiry, even when - indeed
esoecially, when - such may be at variance with his own ideas.

1. HCrespects his colleagues and his studentS;:.without
reservation or favqr because of race, nationar.brigin,
religion, sex, degree cr rank aiscipline, or political_sen .intents.

He ,contributes. orderliness
atthin:.:theUniversity community:

127
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III. , To: his discipline_

A. He continues hi.grcwth witbin:his,field and- related areas.
_

B. He shares.matured concept's with others through his teaching,
and through creative endeavors, research andattedance at
acid narticipation irPrbfessional associations and meetings.

TV. To self

. ,

A. Th professional seeks continuously to improve his own value
ath'-a.7teacher and as a- citizen;.

.

B. He seeKs diligently to improve the teaching-working environment
within the. University structure

1. bi promoting.a general atmosphere of intellectual and
social growth, and A

2. by seeking just and equitable compensation.- including the
concept of released time for profesSional growth.

C. He actively contributes the educationad develOpment, of
persons.andgroups outside the University proper-,. in .order to.
promo'e im?roved'reciprocal 'understanding and acceptance of
the roles. of- educa,tion, the'University itself, his own
d.sCipline, and his profession i.4 American'ada world-society.

A
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SUBMITTED BY: Ad Hoc Committee of Senate

APPROVED BY: SEC

DATE OF ORIGINAL DOCUMENT AND AMENDMENT DATES: May 9, 1974;

EFFECTIVE DATE OF POLICY/PROCEDURE: Pending

Pre,:lmble
:

Tile professional res6.,.)nSibilitiat of Bowling' Green State University Faculty

.!er-lbers should be of concern to students, Erteultv members, univcIrf:ity officials.

end citizens o ' ne statu.

This statement is presented not as a legal dccument but rather as a guide

to responsible thought and action relative to one's students,- celleayues,

university, disciplin,r.:lnd self.

To students
o

L: Grading

The instructor should:

formulate,in-course grading criteria and present these to each

'class at the beginning of the course.

2. evaluate student work and return written work promptly (ordinarily

within two weeks) .

3. provide opoortunities forreview of gPades and offer guidance toward

improvement in course work.

B. Office hours

The instructor should:

I. specify, communicate and nest office hours at the beginning of each

term.

2.. observe office hours as scheduled.

3: provide time for special appointments.,

C. Classes'

The instructor should:

1. be prepared for eachc],ass session (including arrangemen for

teaching'aids, guests, ett..).
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2. meet classes promptly and dismiss classas no aater than scheduled
Ff

time.

3. notify a class if the time or Place of meeting, is to be changed.

4. establish procedure, Maen appropriate, for notifying commuting

students of class changes.

S. provide v4id means for course evaluation by. students.

G. strive to improve toaching effectivenessby utilizing the con-

structive criticism of- students and counseled colleagues.

D. Tests a4ld examinations

The instructor should:

1. announce id advance tho date of and the content arca to be covered

on a toot or examination. /

2. convey to students what emphasis will -he placed upon. .facts or'

data aryl} what upon synthesis, expression or thought.

3. assure an.atmosphere conducive to.thq highest stan::lards

honesty during a'test.

E. Counseling and advising

Tha instructor shc..uld:

1. advise and counsel students within the ascribed area of professional

competency.

2. re=gnize that both.the student's ci and,human rights. haye need

to be respooted.

fiI To colleagues

.L. Records

The instructor should:

1. maintain complete records of student performance in .course.

2. keep-records of course content and-assignments.

B... The instructor should.endeavor'to maintain and develop awareness and,

understanding of areas impinging upon her/his own field.

C. Tha instructor should serve On. committees concerned with curricular

development and general governance at any Or all university levels.

we
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D. The instructor should contribute to the-continuance and imprdvement

of :educational qualitv.within the University through participation in

selection cf new faculty and in decisions on brpmotion,' tenure, and

other recognitions of merit.

E. The instructor should-promote by precept and example an,atmosphere

within the University of. respect for knowledge, thought and inquiry

even when indeed, especially when such may beet yariance.With
f.

personal ideas.

The instructor should:

1. respect colleagues and students without reservation or favor

because of race, national origin, religion, sax, degree or rank,

discipline or' political sentimentsq

2. avoid abusing her/his position as an instructor to preach personal

morale political, social or religious values or to intrudemnterial..

irrelevant to the subject;
et'

3. contribute positively to, reasonable orderliness %fithin the

-University community.

F. The instructor should request a to 4e of -abfsence tend /or reSi..n

'her/his position from the pniversity if direct attention to obligations

Outsidethe University precludes or is in,confliot with the fulfillment

of academic obligations.

ET:C: To one's discipline

P. The instructor should continuo professional growth-tiithin too professed

field ande_.-clated areas. ,

. The instructor should share rw:-tun-ld concepts with other through

toachig an!. through creative enjetivzsrs, research ana o.tteu:ance at,

and particthation in profession Rl associations ana meetings..
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):V. To self

The instructor should seek t8 imnrw .1)(3fessicnal and rJerzonal
r.

values as a teacher and as a citizen.

B. ,The instructor should seek to improv3 the teaching-ws:Ving

"Si

environment within the University structure by:

1. promoting an. atmosphere of .intellectual,. and social gr:7)wth.

2: ,seeking just and ecruitable compensation.- inclilding.the concept

of released time for professional growth..

C. The instructor should contribute to the_education,and development of

o.ersonslanrlgroup outside the University.proner in order to promote

improved reciprocal understanding. and acceptance of the roles of

education, the University i.tself, ono's personal discipline and the

profession in Taaorican and world society.

)

O
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DATE OF ORIGINAL DOCUMENT AND AMENDMENT DATES: March 1970;

EFFECTIVE DATE,i0F POLICY/PROCEDURE: Academic Year, 1970-71;

A. Conflict Situations

1. Favoring of outside. interests. When-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-sponsored university research obligations and his outside
interests or obligations. Such conflitts of interest may arise by

a. 'Orientation of the staff member's university research to serve
the needs of the private firm without discloAure of such undertaking to
the university and to the spon4;oeing nw.ncy;

b. P.urchnsc pC major equinoac, instrumuacss matortia:t, uc cheer
items for university research from the private firm in which the staff.D

member has'an interest without disclosure ofsuch, interest;
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 oE exterftally-
sponsored research results where_there is significant work by the staff
member independent of his externally-sponsored research.);

d. Use for personal gainior other unauthorized use of.privileged
information.acquired in connection with the staff member's externally-
sponsored activities. (The term "privil'eg'ed information" includes medical,
requirements or p-rice -,ctions;-ossble ne,,?sites for G-vernment operation-;
and knowledge of forthcoming progefis.or of selection of contractors orY

..subcontractors in advance of official announcements.);
1e. Negotiation or influence upon the negotigtion of contracts relating

to the staff member's externally-sponsored research between-the university
and private organizations with whictOle has consultihg or other significant
relationships;

a
.f. ACceptance of gratuities or special favors from private organizations,

with which the university-does or may conduct business in connection. with an
externally-sponsored research project, or extension ol grZtusities r special

.,--/---a

favors to employecs,of the sponsoring Government agency, under .

'4
ircumsLanccs

which mtght r:u4niably by Intyrpryiycl ru; :tit ittVmpt to inVioollo Ow roviilionLI:
in thd conduct of LlicIr dutios.

133



BOWLING,GREEN STATE UNIVERSITY FACULTY PERSONNEL MANUAL

SUBJECT: ,RolicY,Statement on Conflicts of Interest DOCUMENT NO: II-7C-16
(Coptinued)

PAGE 2 OF 3

2. Consulting fo'r Government agencies or their contractors. When 40
c-staff member engaged in Government--Sponsored research also serves as a
consultant to a Federal agency;.hisfconduct is subject to,the pfovisions
of the' Conflict of Interest Statutes (18 T.S.C. 202-209 as amended) and the
President's Xemorandum of Ziay 2, 1963, Preventinz Conflicts of Interest on tfle
Part of S'pecial,Government Employees. When he consults for one. or more
Government contractors, or prospective contractors, in the same technical
field as his research project, care must be taken to avoid giving advice that
mah be of questionable objectivity because of its possible bearing on his
other interest. In undertaking and performing consulting.services3'he should
Make full disclosure of interests to the university and to the contractor
insofar as they may appear to relate to the wOrk'at the university and
to-the contractor. Confli ct of interest problems could arise, for example,,
in the participation of a staff member of the university in an evaluation
for the Government agency or its contractor of some technical aspect of
the work of another organization with which he has a consulting or employment
relationship or a significant financlal interest, or in.an evaluation of
a competitor to suchother'organization.

B. University Procedures

1. Reporting of outside employment or interests. A faculty memberis
permitted" to envge in a reasonable amount of con:;n1.tatIon or other work, or
to have business interests Outside the University, provided that such
activities: do not interfere with his University res'p'onsibilities.

a. Established pplicy-is that, on the average,'no more than one day
per-week be contributed to cntside interests. Sporadic or short-term
arrangements shah be tepotted to the member's departmental chairman. Contractual
relatiOnships also 'shall be endorsed by the'Dean of the,Ca-ndidate's Coriege

, 2. Distribution of effort. There,ai.-.., competing demands on the energies of
a faculty mepber (for example, research, teaching,icommittee work; Oust-Side
consulting). Ttieway in which he divides his eff4t among these various
functiong' does not raise ethical queslcions unless the agency supporting his
research" is Misled in 'its understanding of the. amount of intellectual effort he
is actually devoting to the research' in ques,tion.. A system 'of precise time
accounting is incompatible withjhe,inherent character of the work of a faculty
member, since,the various 'functions the performs are closely interrelated and do
not'conformto any meaningful division of a. standard work week. On the ocher
hand, if the research agreement contemplates that a staff member will deltote a
certain fraction of his effort to the externally-sponsored research, or he
agrees to assume responsibility.in relation to suchresearcha demonstrablg
relationship between che indicated effort or responsibrlity and thelactual
extent of his involvement is co be expected.

The quarterly Faculty Service Report servs to .document Lin! Limo
devotee to any contractual re!ipow;ibLLL(;y. Con:;ollnontly,-boills,tho individual
and the department chainlan must determine the accuracy, of these data and
maintain teaching loads and 'other assignments so that the research tima commitment
can,be.met. 134
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3, Reporting; of inventions. Inventions made.bY University staff members
usually involve contributions by, and consequent interests' of, the inventor,
the University,'and an'ontside research sponsor. To protect ..3.rights of all
three parties, prompt reporting and action arenecessary. Any staff member
who conceives an invention in the course of research conductedat the UniverSicy
shall report the invention to the Assistant Dean of the Graduate School for
Research. lie in-turn will, appoint an Advisory Committee to study the report'an4
decide whether the University 'shall submit a patent applicacion. The allocatiod of
patent rights and division of proceed's, if any, shall be consistent with the
Patent Policy.laid down by the Research Advisory Council, the,Board of
Trustees, and the,terms of any relevant research grant or contract._

4. production of films or instructional materials. The development
and sale or'rental of audio- visual or other instructional 'materials produced
by individuals while'under,University contracts:or developmental grants
shall be reported and appropriate agreements' madeto respect the mutual
interests of all'parcies.
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It is recognized that'prd daSiodiI.E6risUlting and OVeriO'adteaching y full-time
members of the faculty are established practices, within universities. ConduIting,
activities are non-competitive to a university wheri they do not deprive a univer-
sity of students who would otherwise.be enrolled. Overload teaching traditionally
involves the use of a faculty member's services for evening or-extension teaching-
,within the same university., We'l,recognize, also, that,
arrangements exist through'whichfaculty'members-are exchanged or otherwise'em-'
ployed in ways that'are.mutually beneficial 'forltheAriatitutions. Such regional
consortia are riot problematic in-the tonflict'Of interest sense: However, educa-
tional operations by some 'accredited universities, Propyietaiyidstitutions3 and
entrepreneural private organizations provide opportunities for faculty members to
become employed in teaching,that is in direct conflict of interest with theirJsome
institution.

The basic qdestion involved is the following: is it
)

legal'or ethical f,or a teacher
who is-employed full-time brone university or college-to do competitive freelance
teaching for other institutions? The integrity and viability of a university's°
degree programs are direCtli dependent upon the'laculty members .who are, paid to
develop and/implement them and on the numbers'of students involved. Circumstances
of conflict of interest/teaching'are desEribed below for the guidance of faculty
.members of State universities Of Ohio'.

It is kAappropriae in most circumstances for full-time faculty members to becoMe
employed by neighboring or other external organizations to teach courses. Full-time
faculty members who' teach in-progrems,offeredby colleges and universities whose
principal campuses are outside'the State but which are offering degree programs or
courses inside the State are in potential violation of their primary appointments or
contracts of : employment, Similarly, teething for nonaccredipd orgenizatipns thatt
offer local or regional courses for credit through:arrangements with accredited
institutions is in conflict with the interests of the home institution. Teaching
courses tolocal or regional students for external organizations on weekend's and
between quarters is. a conflict of'interest action.

The use of classroom materials, library, audio-visual equipment and other .,resources
from the home instftution to 4uppOrt external teaching is 'an extension of the con-
flict of'interest activity. Course coritent and materials developed during the tenure
of aataculty.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 situations

A 136
Faculty members are.cationed to study fully ariy;bffer,to teach for an external
institution. Before agreeing to do sa, it is strongly. recommended thatpriqr
approval be obtained from the Provost or Vice Presiderit for Academic Affairs of the ,

institution 'wherein the faculty member holds,a full-time appointMent.YI .
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,DOCUMENT NO:

BOWLING GREEN STATE UNIVERSITY ,

BOWLING GREEN, OHIO
4)tul

4

To: The,Board of Trustees,

I want to place officially on the record of the Board of Trastees the
following statement. While the Faculty Senate at its meeting of Jun 3,
1975, did endorse the Statement on Conflict of Interest Teaching, it did
qualify the vote "by adding that it had a "strong reservation" concer ping
the next, to last paragraph of the statement. That paragraph reads:

The use of classroom 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
external course While he/she is concusently employed
at the home institution is a conflict of interest
situation.

The Faculty Senate is concerned abodt the question of, ass 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 explore the whole subject of
professional ethics as it applies to many facets of the University of .Which
the question of conflict,of interest is only one.

cc?

Stuart R. Givens, Chirman
Faculty Senate-
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EFFECTIVE DATE OF POLICY/PROCEDURE: Academic year 1975-76

1. "Employment with any other educational institutions d 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 approval-,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 fowling 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 1976-77.

A2. Occasional and/or irregular consulting, whether for educational
institutions'or.not, shall fall into the category of.-activities,
requiring notification of the chairperson and dean Such noti-
fication should be in writing, and should'be sufficiently specific
in describing the nature, Scheduling, and time demanded to enable the
chairperson and dean to,advise the faculty member on possible inter-
ference with his/her contractual obligations _tc\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 activities without required permission and/or
notification, or- refusal toPprovide 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 and /or dean have advised may interfere with
contractual obligations to Bowling Green State Universitymay be
considered as evidence of less than satisfactory performance.
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The University attorney is retained to provide counsel-on legal
matters involving the University as an institution, but not to, representmembers of the staff. Members of the faculty and administratorswithin the academic area may be authorized by the Provost to consultwith the University attorney for the following:

1) Examination of documents of a legal or quasi-legal nature; e.g.,
contracts, personnel procedures.

2) Advice concerning compliance and non-compliance with the law
in carrying out official University dutieS.

Advice on possible'civil liability rising from actions taken in
'carrying oilt official University duties.

Faculty members, including department chairpersons, officers of FacultySenate, and others involved in University governance, should seek
authorization to consult the University, attorney through the ViceProvbst for Faculty Affair's.

/5.
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C. Recommendations approved by the dean are then forwarded to the

PrOvost, usually in late winter, and reviewed by the Council of

Deans, to determine whether. the'tandidates me9t the following

criteria:
1. They. have earned the appropriate terminal credential.

2. They have demonstrated suEEicient professional development

to assure reasonable expectancy of continued capability

to serve ongoing and changing needs.

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 the areas or outstanding and superlative' contributions

in one.

Departments will be afforded anfopportunity to provide additional infor-

mation,to support recommendatiOns that do not initially meet 'these criteria,

and such recommendations will again be reviewed by the Council of Deans.

A

The Provost shall then approve or disapprove each recommendation, And

shall, recommend to the President and 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 approifed for tenure shall be so informed in writing, and shall

receive terminal contracts for the following academic year.
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Evaluation of Probationary Faculty. The periodic'departmental

evaluations called for by the Charter must be carried out with

Scrupulous fairness to both the faculty member and the University.

Atteption should be given to all teaching, research, creative, and'.

service activities, and appraisal made not only of the adequacy of

the faculty member's'performanCe of-assigned duties but of the

extent of professional development towards the appropriate breadth

and depth of competence to justify award of tenure. The results of

the evaluation should be transmittedin writing, by the department

Chairperson to the faculty member, with a copy to the dean.

Recommendation to-grant or deny 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'

established over a period of time by departmental, collegiate, and

University practices, consistent with what is stated in the above

documents.

A. Early in .the next -to-last. year of the
faculty member's--pro-

'bationary period, ,a thorough evaluation is made by 'the department

chairperson or by the appropriate departmental committee,

which then reports to the entire tenured faculty of the depart -

'

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. . .

B 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

shill be routed through the appropriate main campus'review

committee, which shall judge them against the same criteria as

would apply to recommendations to the. dean of the collegeor

school. The dean shall then approve or disapprove the re-

commendation:
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The following statements articulate 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 of 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 toth qualified and competent to render high,-quality
professional service to a. range of programs sufficiently 'broad so
as to reasonably assure a continued need for their services,
barring University-wide financial exigency or discontinuation of an
academic prograM. Each,-unit of the University should have-sufficient
permanent faculty to pi:wide 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 more than others, contributes
services 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 existence of service activities, in and of themselves, does not
create .a-need for permanent faculty, Therefore, to the degree that
a unit engages in service'activities, it will have a varying num-
ber of staff on.temporary,..adjunct, 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.

ti
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J

PROFESSIONAL RESUME

of

(YoUr name in capital letters)
Date:

A. Academic Degrees and Positions
I. .Degrees:

a. A.B., Lehigh University, 1946, History,
b. M.A., Cornell University; 1948, International Affairs.

Ph.D., Stanford University, 1952, Public Administration

2. Positions:,
a. Teaching.Appointments.(frOm most recent)

r-ofessor of Political Science, Ohio State
Columbus, Ohio, 1963-present.,

2) Associate Professor of Political Science, Drake Univ.
Des, Moines, Iowa, 1959-1963.

.3) Visiting Associate Professor of Polifica(,Scle'nce;Ohio,"
State Columbus, Ohio,.1957-1958.

4) Assistant Professor of Political Science, Wichita State
C011ege, Wichita, Kansas, 053-.1957. .

5) Instructor of History, Stanford University Stafford,
California195L71952.

b. Research Appointments (from most reoynt) '4
6 I) Fulbright Kings'poilege, London, England, 1967-(968.
2) Research Associate, Rockefellow Institute, Princeton,

New Jersey, 1958-1959.

3) Summertime Reearch'Fellow at the Hall Institute of Inter -
national Studies, Stanford; Conn., 1954, 1955, 1956.

4). Post-doctoral Fellow in Political Science,-Ohio State .

Univ., 1.952-1953.
c. Administrative Appointments (from most re.cent)

I). Chairman, Department of Political Science, Ohl.o State Univ.,
1970-present.

2) Assistant Dean, College ofArts end Sciences, Drake Unlv.,
Des Moines, Iowa, 1961-063.

14.3
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B. Non academic Positions.

. .(List here salaried positions of
Oonsequencein'busihesindustrY''6r government. Do not list minor political offices or appointmentsto head fund-drives, or church offices, etc.)

. C. Research Cpnsultantships.

(List here the Company,..industry or governmental agency for whi41 youwere formally appointed or hired as a consultant. Give dares andnature of consuktantship.)

D. Research Interests.

. , .
--

.

(Give the specialty orspeclalties .within your discipline Fri a which youhavel,high competence(s) and with which you prefer to,pe,identified.)

E. ,Teaching Exp.eriences (SummarLeitng-/Courses you have taught and the- numoer o years of experience with' e2cn- course. Do not list"Problems" or "Readin4i" courses.)
I. Undergraduate Courses, American History (2 years),- EnglishHistory (4 years).
2.. Undergraduate-Graduate CourseS. The AmeriCan Revolution. (2 years),,

International Affairs (6-years):
3. Formal Graduate. Courses. The English Parliament(4 years)"GUPm=tone (I year). British,Foreidn Policy ',1,e1J1 year)..
4. Graduate Seminar Courses.-,:(Give courses you teach on demand oron occasion to small (3-3) groups of students.)
5. Other teaching. (List here courses or programs°conducted.to

teach graduate assistants to teach, or special extension classes,or other unusual kinds of teaching peculiar toa college oruniversity setting.)
.

f

A.6. Thesis and
Djssertation.StudentsA:,iList,here ,ttose.stildehts'for.whom you served as the major research advisor and as chairman ofthe thesis or examining committee,)

Name Degree Year; Thesis/Dissertation Title ) University
F. Research Projects and Grants. (List, from most recent, the fundingagency, the agency project number if known, 'the date§, the dollaramount of support; and the title of the project. Example.: NEH projeCt:CF 1001 Dates: 1968-1969,\$5,000. Give projects, conferences, pro-grams, etc. 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 agencie5, and agencies such as the Faculty,Research Committee within the university. Any special researchequipment or travel grants should be included under this heading.)'
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G.Publications

POOKS (from most recent)

Give complete bibliographic information on each published book. Be
.sure to include the title, the publisher, year of publication of each
edition or revision, total pages, coauthors. You should claim the
book if you were the sole or a principal author, or if you were the
editor and an.yauthor. However, do not list the book as yours ifyou
contributed only a chapter; list such writing as an article. Do not
list here books that are in press, or under contract to be written.

ARTICLES (from most recent)

Include complete bibliographic data. ,Do pot list here articles in
press or accepted by a publisher, prOgress reportS or final reports
on research projects, or Other reports not appearing in the generally
available professional literature. The criteria to apply here are
whether Or not the article is published in a professional journal that
employs anonymous evaluators or referees. Give complete, title,

'AbbreViated Journal Identification, \Volume Ho.: First and Last pages,
Year. (Coauthors,?

BOOK REVIEWS (from most recent)

'List here the book reviews you have presented in standard professi)nal
.publications.

Persons wOrking in the performing or creative,arTs Should list in
separate category PERFOWNG OR CREATIVE (IRIS such fhings as

.1. One person art shows, or invited sho4ings Df teveral croation
(other than loc,p or private showings).

2. Plays written and/Or directed,
3. Major performances.as an actor on stage or theatre.

Speoial'commissions to do creative work.
5. Oajor musical compositions.
6. Performances of special noteworthjness:

1 Research Reports. List here articles or books that are in press
if you have received a letter from the editor Of the journal or
publishing house saying that thepanuscript has been accepted
and will be publiShed. Include here, also, research reports
prepared for goVernmental or private agencies or published in
"house organs" of limited distribution. Give complete biblio-
graphic data. It is not appropriate to list here merely work
that is in progr'ess or in the formative. stages.
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J. Papers Read to Professional Societies.

K. Professional Societies.

L. Honors and Awards.

M. Personal Data. (Optional).

Born: .

Primary and Secondary Schooling:

Marital status, spouse, children

References. {List .the names and addresS'es of persons (3 to 5)

whO are able to evaluate 4 as a teacher, scholar or administrator

in your-professional field.)
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DATE OF ORIGINAL DOCUMENT AND AMENDMENT. DATES: March 5, 1974; Max 6, 1975;
June 3, 1975;

. EFFECTIVE DATE,OF POLICY/PRQEDURE: June 26, 1975

0

Procedure for Arbitration of Faculty Grievances by the Faculty Personnel
and Conciliation Committee (FPC).

r, _Types of Grievances to be Considered

A. Nature of grievance:

1. Termination of probationary contract or denial of tenure
2. Prolonged denial of promotion
3. Inequitable treatment regarding salary, departmental

responsibilities, or other profe'ssional assignments

B. Grounds for, petition may be any or all of the following:
?

1. Fa.4.1ure to observe due process in decisions at the
departmental,.school, college, or h4her administrative
level (including failure to meet Charter provisions for
evaluation of. probationary faculty)

2. Denial of ac c freedom
3. Inadequate or inequitable. consideration of professional

competence

NOTE:'' Initial complaints regarding dnaaWful disCrimination.bccause
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 invol4ing a faculty
member, the case will be referred to FPC.

Content of Appeal Petition
N,

A. .Specific statement of the nature of the grievance and.the
grounds for the grievance, including 811 available supporting
evidence deemed relevant by the appellant. (The FPC may require
that the charges be revised td sharpen specificity).

B. Identification of respondent. .(The. FPC reserves the right to
determine., the appropriate respondent on the basis of the charges
and evidence)
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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/er representative,.

2. If 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 representatille

3. If 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. EVidence that all established review and appeal procedures within
the-department, school, college; and/or University administration
have been exhausted or that they have not been concluded within a
reasonable time.

III. Procedures for. Petition and Conciliation

A. Appellant is to send the petition, in writing, to the Chairperson of
*FPC Within thirty days after being informed, in writing, of the
decision of the final review or appeal committee pr board (see II, CI
above):

B. The Chairperson ofFPC, 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 conciliation.

2. Inform appellant and respondent of the appointment of the sub-
committee and forward a copy of the petition to the,respondent.-

3. Request appellant's department chairperson to send to the sub-
committee copies of standard department criteria and procedures
for faculty evaluation and a report of how such criteria and
procedures-were applied in the case in question. If reviews .

and/or appeals were conducted by the schbol, college, and/or
department, the Chairperson of FPC will make a.similar request
of the director, dean and/or provoct.

C. Within thirty, days of its appointment, the chairperson of the sub-
committee will report to the Chairperson of FPC that conciliation,
has been achieved -or that the appellant has requested aformal
hearing.

NOTE; The time elements stated in A, B, and C above are approximate
,

and may vary somewhat according to the.particular needs/demands
of. individual' cases. The central intention is that appeal
petitions shall be processed as promptly, efficiently, and
systematically as circumstances permit
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IV. Procedures for a Formal Hearing

A. Within one week after being informed by the subcommittee that a
formal hearing has been requested, the ChairperSon

1. Appoint a hearing board of five persons, one of whop shall
serve as chairperson. Those eligible for appointment shall .

Include'the members of FPC (excluding"the two who have served
as the 'Subcommittee) and those persons newly elected to FPC
who have not yet begun their terms of office; an appointee
shallremain a member of the hearing board for the daration-
of its existence.

2. Inform appellant,respendent, the provost, 'and the Chairperson
of Faculty Senate of'the composition Df the hearing board.

B. Within one week after being informed by the Chairperson.of FPC
of.the composition of the hearing board, appellant'pr respondent
may challenge any members of the hearing board for good cause.
The,Chairperson of FPC will decide'each challenge on its,merits
and mayrkeplace any member of the hearing board,.

C.. Normally; hearings will:be held ate. date within foui to six
weeks after the appointment of the hearing hoard,. The date
will be set by the Chairperson of FPC, after consultation with
appellant, respondent, and members of the hearing board.' He/she
will notify the appellant, respondent, hearing board members,
provost, and.Chairperson of Faculty Senate of,the,date of the

D. Should the appellant be offered and sign an. annual contract
during the time that the petition is under consideration, such
signature shall not be considered as eviden4e that,fhe appellant
is satisfied and that the grievance has been redressed; nor
shall such contract .preclude an adjustment4t terms of employ-
Pent as a result of these procedures.

"

E. General procedures:

1

1. The liedring board expectsithal all kndwn written eAdence.
pertinent to the case Will be presented by the Appellant
and respondent in the firSt round of contacts with FPC.
It reserves the right to limit the submissiOn of new written
evidence at any tine thereafter.'

2. The Chairperson of FPC shall make certain, that bothapperlant:
and respondent have seen all the written evidence submitted
to the hearing board before a case comes to as hearing.

3. Both appellant and respondent May,requestithe aid of ItC
in securing documents or the attendance:of persons Who "

' possess information relative to the case.
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.

4. The appellant and respondent each may have, -and` be
.represented' by, an academic

adviser"o'fhis/her own choosing.Any facespondent
each may have'legal counsel of,

PIty member may serve as an academic adviser.5. The ap ellant and e
his/her own choosing to attenclthe:hearing and advise him/het:but such .counsel shall not conduceilthe.-case or otherwiseparticipate in the proceedings. ,,

6: The hearing'board may establish sugh procedures as it deems,TnTecesSaty in"order to ensure
substantial Justice. Thefundamental objective of all &rocedures followed by the. ,hearing board is that of due process and fairness, but itis not the intention of the hearing board that Its proceduresfollow those used in a courtroom.... 7. The hearing _shall be in-Closed session. HoWever, theappellunt/respondent shall have the right to an open hearing_if he/she

requests-the-same in writing at least one week '"prior to the
scheduled time of the hearingekcept that thehearing board reserves the right to require_ a hearing be %held .in closed session if such is deemed

neceasary_for.theorderly conduct q the hearing.
. Tlje appellant and respondent shall have the right to' testifyin their behalves and"to present witnesses relevant to theircases. The names of witnesses must be given.in writing tothe Chairperson of FC fiVe days in advance of the hearing.The 'hearing board may choose to accept, and read aloud, at .the, hearing,

written.sttements from witnesses-who cannotbe present at the hearing.
,

.

9. The witnesses. shall be piesent only to testify.
However,the advisers to the appellant

and respondent, even thoughalso witnesses, shall be permitted to. .be present throughbut,the hearing.
-

.

'10. The appellant, respondent and their adVisers shall havethe .
right to,question,ali

persons lahog--make
statements before thehcqi71113 bc:,rd.

, ,
,

,,

.
F. Findings and disposition:

:. ,

1'
:

4!
.

. ...
,

1.. After all evidence has been,ptesented, thelearipg board shaiblrecess for:tlosed,deliberetions.
All "decisions of the- hearingboard shall be bi.majority'vote,'
the chairperson voting onlyin case of a tie. The hearing b rd shall. make .eNplicitfindings andwrite an opinion or piracns with rspe4 of eachgrievance charied in appellant's etition on the grenndscited therein.A

Wherever the-heaiing board finds for theappellant it shalt make an elc.plicit
recommendation to :theprovost as to what

'to
action 'should be taken to redress the- grievance..
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'2. The findings,
opinions, and

recommendations, if any, of theheaping board shall be transmitted in writing to the provost,with copies to the appellant, and the respondent, within oneweek after the close of the formal hearing,3. 'The provost will inform the President and Board of Trusteesin writing of his/her
recomMendation's on the case, withcopies to the appellant, the respondent, and the chairpersonof the hearing.bOnrd within one week of receiving the findings,opinions, and

recommendations of the hearing board.4. If the provost is a partTto the case, the.Fresident shallreceive the documents and perform the functions described in.IV, F, 2 and 3 above in place of the provost.
G. By written agreement of appellant and respondent the hearing boardmay make its decision solely on the basis of the written evidence'without a fornial

hearing.'

V. Procedures for petitions alleging denial of equal opportunity:
A. Any petition alleging violation of Federal or Ohio law Or University

policy on equal
opportunity shall be referred to the Equal Opportunity Review Board for

investigation; before further action by FPC.
B. The finding of a.court oflaw, a.government agency, or the EqualOpportunity Review Board that Tederal or Ohio law or UniversityPolicy on equal

opportunity has,been violated ellen be consideredSufficient evidence of inadequate or inequitable
consideration ofprofessional competence. The petition shall then be handled as

in the above procedures except that the
requirements of II, C,above for

review-shall-not apply.

VI. The University Policy on 'Faculty Appointment. aid Tenure shall apply to
all cases of dismissaI,of tenured faculty.
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1. When an application is made by a former faculty.,
member 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
of Academic Budgets discove?s that the faculty, member
in question has always been on a term or temporary ap-
pointment, he/she will inform the Director of PersonnelServices that the termination of employment is due
to the lack of availability of further work. Under
these circumstances, we will not contest the decision
to offer unemployment compensation.

2 Where the personnel records of the Provost's Office
do not clearly_indicate the reason for termination of
a facul-ty'' -ffe-mber formally on probation, the Coordinator
of Academic Budgets will inquire of the Dean's Office
to discover whether there is a letter of resignation.If such a letter shows that the termination of employ-ment was voluntary on the part of the faculty member,he/she will so inform the Director of Personnel Serviceswho will use the document in question to appeal thedecision to pay unemployment compensation.

3 Where the .appointment was probationary, intended to
be permanent, and there is no record of resignation,the Coordinator Of'Academic Budgets will bring the.
situation 'to the attention .of the Vice Provost forT'culty Affairs. He/She will examine the record,
consult with the Dean as necessary, and make a determina-tion as to the circumstances Of termination. he/shefinds that the termination. is related to attrition,
facility reduction, or other undoubted cause in which
Lha faculty member has no re,;poaElibility ffor the
.outcom-e, he/she will so inform th.a Dircctor of Pez:'s-on-nel Services and no objection will bE:: raised to the
ID:tyment of unemployment co.1\p-:nsatton.
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4. If termination for cause of either a probationary or
a tenured,faculty member is involved, and the documenting
of cause for dismissal is satisfactory, the Vice Provost
for Faculty Affairs will consult.with the Uniyersity
legal counsel and the Director of Personnel ServiCes
to reach a'decision whetheror not.to object to the
payment of unemployment compensation.

5 In the-case of termination of probation as a result
of .a decision not to grant tenure, but not involving
voluntary resignation by ;the faculty member. .a determine-.

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 offiCersthe faculty member ,might at another time, or with
equal qualifications- in another department, have beencontinued, no objection will be made to the payment of
unemployment compenSation. A report that work suitableto the qualifications of the faculty member was not
available in the depa.tment at the time in question willbe made. If, on the other hand, a failure to meet
stated criteria of performance by professional advance-ment or otherwise is involved, 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 counselto etermine.whether the documents are sufficient tohandle 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'sOffice is 0.to accede the payment of un"
employment compensation, the Director of,Personnel
Services, in the-light of his/her primary responsibilityfor the management of the Unemployment, CompensationProgram-, may appeal that decision by a. brief written
statement directly to the Proyott and the-Vice President.for Operations. These two offiCers will confer, review
the circumstances of the case, hear the reason forthe concern of the DireCtor of P'ecSonnel Services and
whateVer other facts of the case they wish from otherofficers involved. They will then make the determination:as to what the University's posture should be, withsuch advice from legal-counsel as-may to them seem
ap:?fopriate and necessary.
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