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EMERGENCY INFORMATION

Illness and Accidents

Accidents: an accident resulting'in personal. injury requiring, treatment beyond

minor first aid shoold be repOred as follows:

,-,

College Students "T College:Health center .1 Ext: 3807

Faculty, Staff and', ,T SeCretary , Office of

General Public. 'Buildings and7Grounds - Ext. 2211

Bloomsburg Ambulance Service 784-2066

Bloomsburg Hospital '4 '784 -7121

College Phys4ins Dr. Fred Reese. 784-1000

Dr. Richard Delp 784 -8303

Dr. Ernest Campbell 784 -8303

, 'Medical Emergencies

-CalI the College Health Center Ext: 3807. Describe the nature of the

case. e.g.: fainting, trouble breathirig, seizure, etc.

If the patient appears 0)- be in,critical condition, .notify the BloOmsburg

Ambulance Service (784-2066) and inform the College Health Center.

Police and Fire Department

Bloomsburg Fire Departmen
(If no answer dial ."04.

Campus,Police
Bloomsburg.Police
Pennsylvania State Poli

Night Calls:

-EMERGENCY (after 1:3

Elwell Residence Hall! 4
'Montour Residence Hal
Schuylkill-Residence Hall
Northumberland Residence Hall
Columbia Residence lhal
Lozeine Residence Ha111

Heating flaqt Ext.

COLLEGE HEALTH CENTER (Until 11:30 pm.)
.Hospital Dispensary after 11:30 p.m. and

before 7:00 am.

784-3010 or
784-9879
Ext. 2817
784 -4155

784-9000 or
389-3711

389-0111 (Answering ,Service)

Ext; 2317
3603'

2302
2300.
3803
,3703

2202

3807
784-7121

4
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The fiscal crisis is expected to continue dur g:the
1

19757%7ecollege year.. Therefore, the continuing ?operation

and understanding of the faculty is need in .e fecting every

possible economy to preserve fiscal integrityand. the quality

PREFACE

This Handbook is planned as a reference for faculty

members.

There is no intention to restate all of the information

contained in the catalogue or the Pilot. Instead, it is

.

intended that the Handbook treat matters in which faculty

have direct interest or responsibility.

Although an attempt has been made to make it inclusiVe,

the Handbook should ndt be regarded as trdating every matter

which might appropriately have been'inclUded.

* * * * * * * * * * * * * *

I

The 1974-75 academic year eas one of the most critical

fiscal periods in the history of the state colleges.

Starting with the fall of 1974, it became necessary to

sharply limit the purchase of library books and-educational

materials and supplies, and to reduce expenditures in other

areas
)
including travel, printing, and repair projects. The

cooperation and understanding Of faculty and staff member

ff
made it possible for the College to close the fiscal ye r,'

. /4.;

,I7

without a deficit.

of academic programs. 4
ii
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'Page 1

1.. ORGANIZATION

1.01 Schools

Five'organizati)s are called schools. Three of these, ,the School of Arts and

ScienCes, the School of Professional Studies and the School of Business, each has'

a faculty and students. The other two, the School of Graduate .Studies and the ''

School of Extended Programs, have students' but no designated faculty.

Each school is headed by a dean who is responsible to the academic vice-president.

The offices ofthe deans are An Waller Administration' Building.

School of Arts and Sciences

The School of Arts and Sciences comprises the departments in the
.

humAni
Jk

ies, the social sciences, the biological and physical sciences
and m thematf.ts,'and health and physical education,and enrolls the
students who are following curricula leading to the, degrees B. A. and

.

B. S:-and full-time students whohave'not as yet designated a Curriculum.
r

School of Professional Studies

The School of Professional Studies comprAses six departments
(Elementary Education, SeCondary Education, Educational Studies and Services,
Special Education, Communication Disorders, and Nursing) and enrolls students
in curricula leading to the degree B. S. in Ed. (except those in Business
Education) and students following curricula that lead to professional degrees
in nursing and medical technology.

School of Business

The School of Business has two departments, Businebs Education and
Business AdministratiOn, and enrolls the students in curricula leading ta
the professional degree, B. S. in Bus. Ad., and the business education
candidates for the degree B. S. in Ed.

School of Graduate Studies

The School of Graduate''SEUdks comprises the students enrolled in graduate
courses, both master's degree ande-toon-degree students. The courses for graduate
credit are offered by 'appropriate lepfrtments of the three undergraduate
schools, with the selection of courses scheduled at any time resulting from -
cooperation of the Dean of GraduateTtudies and the chairman 'of the depart-
ment.

F

School'of Extended Programs ,j
yf

The School of Extended Programs serves individuals engaged in "continuing
and life-long education" as this category is defined in the documents of the
Planning Commission. The school may enroll its students in regular college
credit courses or it may .rrange special courses which do not carry college
credit, If a student in/the School, of Extended Programs undertakes to enter and

' follow a degree curricu um,.he is thereafter regarded as a student in the.
school which offers the program even though he may.register through the
-School of Extended Programs. r

The summer terms are an iactivity of the School of Extended Programs.

7
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14.02 Councils and Commissions

The President's Council

The President's Coundil consists of the President. and the line and staff .

officers who report directly to him. .

The Council is a'cabinet rather than a legislative body: This means that

the Council per se has no authority. Each member has authority which is

derived from, and subordinate only to, the President. (A legislatUre, in

contrast, has authority whi.ch resides In the whole, with the members contri-

buting to that authority through their voting.)

.._ The comprehensive purpose of the President's-Council is to contribute to

wise administrative policy and procedure'through communication and discussion.

..Although formal votes are not taken, any member may call.for a show of hands to

indicate the degree of consensus in a matter under his authority. Agreement's

of two or more members may
be-reached in the course pf a meeting, with such

agreements regarded as binding upon those memberd.

'Council meetings provide a setting for leadership by the President.

--2--

Academic Council

The Academic Council consists of the Academic)Vice-pregident, the

Deans, the Department Chairmen, Registrar, Director of Admissions, Vice-

president for Student Life and such other individuals as are designated

by the Academic Vice-president. The Academic Council as a body has no

authority; it exists for.the purpose of proViding a forum for the dis-

cussion of the state of the academic work, academic administration, aca-

demic policy, etc.. The Academic Council meets monthly.-

Council of Academic Deans

The Deans constitute a council whickmeets usually once a week for dis-

cussion of academic matters. It resembld the President'sCouncil in.authority

and procedure.

Graduate Council

The Graduate Colottil, consisting of the five deans ex-officio (with'

vote) threedepartment chairmen, six faculty members 'elected from the

Graduate Faculty by the Graduate Faculty, and two graduate students

appointed Othe Graduate Dean in cooperation with the graduate. student

body; is the policy - recommending body for the School_of Graduate Studies.

Presidential Planning Commission

The Presidential Planning Commission is. a continuing body appointed

by the President apd consisting of members of the faculty,, student body,

administration, non-instructional staff, Board of Trustees, aluftni, and

the community.. It is concerned with both short-range and long-range

planning, with-its plans described' in annually updatedgthree-year action" 1

plans which are submitted by the President to the Secretary of EducatiOn.
,,

Ttppointments to the commission are made in harmony with guidelines estaulished

by the Penn,ylvania Department of Education. f3
,
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-1
1.03 De artments and

--3--

N
A department consists of faculty members. The primary function of a

department is to promote scholarship And teaching of a discipline or a group
of related. disciplines. - ..

A member of.the Department isdesignated as chairman. The procedure
foT the inditial selection and for biennial review of chairmen is defined in
Article_XI, Section A.1 'of the Collective Bargaining Agreement.

..,

.,,i
. .

The duties of a department chairman are descriobed in Article VI of the
Collective Bargaining Agreement. Itlay be inferred that by-comnion 'consont
the chairman is regarded also as an 4ducationalleader. Article VI, (c)
is interpreted as granting the chairMan a reasonable degree;.of automony in

t
speaking and acting for the departm nt.

1.t: , r*.
Jr

1.04 Graduate/ Faculty
.

.
k7*

I

The associate professors anOprofessors who4re authorized by their
departments to teach graduate. c rses are nominated by their department
chairmen to constitute a body Vows as the,Giwluate Faculty. The process
of nomination includes designating the courses which theyftre'authorized
to teach. The Graduate Facul as a body has one duty--to act as the ..,
electorate for t e-faculty m6mbership of the Graduate Council.

,

//4

Assistan' professors.may be assigned by their. departments on an ad
hoc.basii (w th approval, of the graduate dean) to teach courses that carryi.
graduate cr dit.' 4 .

)..

.
if

145 The Office of Institutional Research.

Th Office bf Institutionallieseard',

(1 candu and distributes studies whiCh contribute to admini-
strati() pl fining;

(2) cawduCts the testing kgrams-(including the Graduate ReCord
Examinat on, National Teachet Examinations, entrance classification tests,
etc.an maintains, liaison with national testimgt research, and review
organiz tions;

(3 provides a clearing house or test data;
(4 /offers Services, clearance nd records'for external reports or

questio aJfres which involve informal on aboll the College;
Ymaintains a reference file of report's.

Certain of the studies mad y the Office are routine and/or period.-
Lc/II:rod:Ors are- single studie for offites and1/4 individuals of the College
cdmmunfty.

The studies may require information which can be supplied only by
other offices, staff, and faculty. Every effort is made to keep these
requests reisonabl ;'therefore it is..hoped that requests will be given
00MPt attention nd that reports wills-be' accurate, reliable and compIXted
Onfichidule.
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1.06 Office for Federal Grants

e Office of Campus Services serves as'the liaison for grants.

Info tion. received by the office is forwarded to the Deans. Appi-
, catio forms,aed sample letters may be obtained from the office. Help

is provided at several steps. in the process of application.

c

1

1.07 Summer Terms , r

.

The summer terms are conducted by the School of Extended. Programs.
Work inlummer terms held on campUs is regarded,as residence work. 'The
standardS\for credit in summer terms are deducedfrom theprinciples
desc bed in Section 2.19.

I

-;;I:
. I

IMP

S

,

Iti

.. ,
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2. INSTRUCTIONAL POLICIES

2.01 Organization of the Undergraduate Catalogue

A catalogue for a given year should combine a record for the preceding

year with announcements far the current year.

The Undergraduate Catalogue is organized to correspond to the schools

of the College. Chapters 1 through 6 describe general regulations applicable

to the whole college. 'Beginning with chapter 7, there-is a separate

chapter for each of the schools.

The chapter for each schooL describes the curridu1a for which-the

schoo1.3s responsible and the courses offered by the departments of the

school.

The sequence in which the departm.ents are listedmay seeth strange at

first because it is not alphabetical. The principle is:derivedfrom the

Logic of the offerings of the, college.. In tht School.of Arta and Scances.,

Health and Physical Education is listed separately, followed byithe academic

disciplines,classified under the humanities, social studies and.sctences "

and mathematics.' This classification is consistent with the general educat-

ion distribution pattern as described in Chapter-6.

It will-be noted that course numbers' consist of five digits, with the

first two digits' identifying thedlicipline and the last three digits the

course number within the discipline.

"DiscirLine" is not synonmous with "department"; some, departments.afe

responsible for several disciplines. For example-,4he,Art Department courses

are classified undq,r three.numbers', the courses ohe Department 6f Sociology

and, AnthrOpology under two disciplines, and the Geurapht Department has two

disciplines, one with the number 41 found,in the section on Social Studies,

and the other, 51, in the sectiOnNon the Sciences.--)

In the schoo4 of Arts and Sciences, the numbers below ten-are for
Health-arid Physkcal Education; 10 to 36, Humanities; 37 to 49, Social.StudiesS

50 to 59, th Sciences 4nd Mathematics.-,

In the-Schoollof Professional Studies, the disciplinesin' duCAion
are.Wien.numbers 60 to 69 and the disciplines related to the professions of

Special Education and Speech,Communication and Hearing usethe_20's.' The

80's ate being reserved- for Health Studies. The, School of Business discip-

lines are numbered 90 to 99..

The curricula for the'degree.B. S. in Ed. are found in a section of the

,School of Professional Studies. The curricula leading to the academic degrees,

B. A. and B. S., rare found in the School of Arts and Sciences where the majors

are described in the sections Whichtexhibit the reurses in the disciplines.

The curricula in the School of Business are found ,,in sections 9.2 and 9.3.

ti



The alphabetical list Of faculty in the front part of tte cfta ue
is a record for the. previous academic year.

.

, '-- The members of each department are listed at the head of the course
, section for the department:. this list is, as nearly as it can be madq,at
pleat time, the list for the current year, consequently discrepancies
in name and'ranks may occur when sompared with the Bormal alphabetical'
list. The purpoSe of the'department;list is to provide a quick reference
of faculty by departme)lt. . .

2.02 Academic Year

The academic year is defined as conspting.of two semesters. The
-standard semester .is defined as a period which nets fifteen weeks. of
class work plus a week for final examinations.

2.03 Degrees

Consistent tOth thenomanclature recommended by the Middle States
Association the College offers two claises of degrees,:academic degrees,
and professional degrees.

The academic degrees'are B. A., B. S.; M. A., and M, S. The profess-
donal degrees are Bachelor Scienee iniBusiness.(B. S. in pus.), Bachelor'
Of Science in Education (B. S. in Ed.)) Bachelor of 'science'in Medical
Technology (B, S. in Me; Tear.), and Master of Education (A. Ed;).

It must be emphasized that the total exp ression, Bachelcir of Science
in education,". and the total- abbreviation; "B. S. in Ed.", constitute the
name of4the degree. It is incorrect eo refer to the degree "13: S, in Ed.".
as "the Bachelor of Science Degree in Education ". The word "Education" used
ihn this degree has no reference to the subject matter taught in a depart-
ment of Education; rather, it refers to the p`rocess of education. From-3
this point of view, it is fitting to.fefer to PA program with a major in
mathematics leading to the degree of B.S. in Ed*."

4

2.04 Academic Advisement
c

.
In harmony with Article IV, Section CIO' the Collective Bargaining

Agreement, academic advisement is regarded as a nomal duty of .a faculty
member. .

The advisers for a cu rriculUm are responsible to the curriculum .;

coordinator for that curriculum, who is "responsible in turn to the. dean of
the school in'which the curriculum resides. .The curriculum cOordinaSpr

_may or may not also be a department chairman but in any case the duties
of the curriculum coordinator are independent of those of chairman 1.

Indeed, kt may happen that an 'individual w1;,0 occupies the dual role ib
responsible to two different Deans forge two-toles: as department chair-'

''man to the Dean.of the School to.which his:department belongs, and'as
curriculum coordinator to. the -Dean of the school in which the curriculum
resides.

146
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i
) 0

,The Coordinator of Academic Advisement is concerned with the adviser--
,

advisee, ,-curriculum relationship rather than with the: ,process and substance
--of academic advisement Per 'se. Assignment of advise io,advisers is made
by or responsi:ble for the Coordinator of Academic, Advisement, who is chapied
to keep an accurate record of students and their advisers and to authorize
any change from one adviser to another. A student who wishes to change
from one curriculum to another, or from one adViser to another within a
given Currttulum, need only apply to the Coordinator,of Advisement to make
the-transfer, although he may'have,had preliminary conferenCes with his
advisertand/oreurrIculum coordinator. P

0"

2.5 Full-time and Part -time) Students

,
, kfullAme undergraduate.student in a semester is one who has enrolled

_

for at least twelve semester hours; a parC-time student is one who enrolled'
fox fewer than twelve semester hours.. When in the undergraduate catalogue
the work "studen't" appears"without modifidation,or without meaning deduced
from context, it means "full-time student," 41

2.06 Cgrriculum

A curriculum is defined as a set of courses and related, requirements
the completion of which satisfies the requirements for a degree. Each

'-undergraduate _curriculum tomarises general distribution requirements and
acspecialization. The gendal distribution requirements aw prescribed
by the College as a whole and are uniform for all baccalaureate degrees.
The specialization is administered by a curriculum coordinator who often,,
but,not always, is 2 dep'artMeht chairman . The curricUlum coordinator,,
is responsible to the dean of the school in which the curriculum resides..
The school in wh'ith the curriculum resides may-,or May not be".khe school in
which the currieulum,cbordlnator hOlds kis, faculty membership.

J

40!" 2.07 Class Lists

At the beginning of each semester each instructor receives a classlist for each section which he is teaching. This is a tentative list whirlis valid until the end of the change period, after which a second and finallist is issued. It is the responsibility of the RegistraesOffice
toinform the instructor of any changes in the composition of his class. Nochange is to be made in the class, roll except as official notification isreceived from the Registrar.



2.08 Authority Over, Class Enrollment
4

In case enrollment in-a,clasi ins to be limited by considerationsOther than the seating capacity of a classroom or the number of wotk
stations in a laboratory or studio, the number that may be enrolled is

,_- recommended by the Department ChairMan subject to approval by the, Dean.

The assignment of a.student to a class is determined by the registration
procedures.

It.is the duty of an instructor to challenge the memberihip in class ofa student who does not have the stated prerequisites.

Consent of an instructor is not prerequisite to student withdrawal from
a course.

2.09 Faculty Class Books

Each faculty member should maintaim saequate class-book records.
All objective measurements which are included in the process of deter-
mining grades should be recorded. A record of atterviance should be kept
for reference in case questions arise either from within or outside of
the campus (information regarding the students attendance may be helpful
to counselors and may be requested as a part of periodic evaluations by
government and other organizations that provide scholarships,or loans.)

2.10 Auditing of Courses (A'Senate Resolution of Juna, 1971)

A full -time student who is enrolled for less than 17 semester
hours of course work may, with consent of the academicvice-president,
registefor one course as an auditor. The grade "V" will be reported
by the instructor add the course will be .entered on the student's academic
record without credit. No assignments' are made to ac. auditor and no
papers or examinations are accepted by the instructortfor grading or for
record either during the period of enrollment or subsequent thereto.

A part-time student may register as an auditor subject to the
provision that when computing the fee paid by the stude45 the course
audited will be counted the same as if it were takeivfor credit.

2.11 ClassAttendance

There is nO cut system. This means that grades ought not be reduced
for mere absence fran class, nor does a. student have a "right" to miss, a
specified number of class meetings. Each class meeting nhould be an
opportunity for a significant learning experience planned with expectation°
that students will be presenf unless prevented by circumstances beyond their
control; the conditions for making up work and compensating for the learn-
ing experience that was ,missed at the time of absence is central, to_ the Aimattendance policy.

14
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Faculty members should not help a student to make up work which he
missed because of capricious class cutting. On the other hand, a student
who is absent from a class because of circumstances beyond his control
deserves opportunity to gain the learning experience he missed, or to take
a test which was given during his absence, or turn in a paper which was aue
during the absence. The burden of proof of the necessity for.absence lies
with the student. A statement in the current catalogue defines student -

rights And faculty obligations in harmony with this statement.

- The attendance policy might seem. to makeit theoretically possible
(with exceptions, noted below) for a student to miss as many class meetings
as he-chooses. This policy it consistent with a general concept of respon-
sible-freedom. If the class meetings are indeed significant learning exper-
iences, however, an absentee's lowered achievement is likely to .be reflected
ultimately in his grade: His grade should be a measure of achievement'in the
assigned work rather than mere phy4ical presence in the classroom. This,
however, does not exempt an instructor from a moral obligation to confer with
a student who "cuts" class frequently, or to adviSZ the Counselling Center
of an attendafite problem in the hope of helping the student.

An exception to the policr'arises in claSses in which the value of each
session depends upon contributions by.fellow students. Examples of this
Would be some seminar clitses. and certain discussion and speech classes. ,In
these, the student.has-a dual respopsibility,he is a learner but he also
contributes to the learning experience of others. In courses of this kind
it is'proper for the instructor to, evaluate both the students.' learning and,
his contribution 5o the work.6f the. class. The instructor should make it clear
in such cases tb(t the quality of both activities contributes to the grade.

There may be other exceptions, 'as for example in physical education
,

activity courses, where-the values of the course acrue to the student only from
directed participation--i.e:,_the student must be present in order to achieve Ns
the gvls., In such cases 'tile matter should be explored by the department
with a consensus arrived at and respected.

15



r

2.12 Grades

The Grades ofABCDand E
o

The current cata ogue describes the grades of A, B, C, D, and E by Ifirst defining

the grade of "C" and then referring all other grades to ,this central definition. The

definition is commen ed to faculty members as one which can help to promote uniform

meaning. ,

TheGrades of Incomplete CI and R)

the grade of "I" is reported whey.' because of circumstances beyond his control the

student has been unable to complete the work of-rhe.course within the term. ,The'

grade is properly given only when a plan exists and.is understood by both the inStruct9t

and the student whereby the work will.be completed within a reasonable period of time.

Upon completion'of the plan, the grade, is changed to'A, B, C, D, or E, depending upon t

the quality` of the work.
I

The grade of "I" must not be used to give an extension of time to a Audentrlio

-has been negligent,' nor to permit a student who has, had normal opportunity to dohis;!,

work to "raise* his grade" by doing extra wprk after,: the termends.

A -grade of "I" may not be.changed to

There can be circumstances which prevent carry ng out the plan for making .up work.

.

To be consisten .with the philosophy that a-grade is not a punishment, the grade of

VI" should not e changed to "E" merely becaUse the plan was not carried out. In.:such

eases,. the grade of "I" stands permanently onthe student "s record. This does n9t

apply to a case in widch the student deliberately'ignores.an obligation that hcould
have met, for theintent was'that a conscientious student beigiven anopportunity.:to

complete a .course which he could not complete within the term.\ However, the instructor

shoUld give the student the benefit reasonable doubt.befOre reporting a grade of

"E" in case the planwas'not carried out-- is should include notice to the student of

intent to report the grade of "E"vith oppor ity for"theatudent to reply.

A form for repbrting the removal of a gradeOf may be obtained in the Registrar'

office. The Registrar does not have authority to make a change except by direCtion 9f

the instructor.

The instructor may arrange with another instructor to supervise the completion

of-the work. In this case,the substitute is-given full authority to act.

Typical proper-uses of the grade of "I" are:

* A student is prevented from attending class for several days.near the.,end of the

semester an8 Is given time to make up, his work. In cases -.like this, the period allowed

should not be extended bevoild the end of the next semester.

* A student has an accident or sudden tllness at the time of the final examination

and'informs the-instructor that he cannot be present for the examination ( or if. his

message cannot be delivered prior to the examination hour it is delivered'very shortly

thereafter.) TherejSon, the_instruCtor sets a date for the makeup examination and.

reports a grade of'"I.!' The instructor may require documentaiion of the illness.

* A student is unable to coMpleteca_term paper because of difficulty in obtaining

all of his material-4i difficulty which has been-known _to the instructor. In this case,

a grade of IR" is reported and.the mare -up consists in completing the research and

filing the paper.

16 ,
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Grades Upon, Withdrawal From a Course

i .

If a stddentwithdraws officially from a course prior to.tf.1 end of
one week beyond the first half of:oa semester,, the glade of W is to be
recorded regardreas Of the quality of the student's work to date.

If the student- withdraws after this point, the grade may be either
"WP" or "WF", depending upon the quality of the student's. work to that
pdint. If the student is currency doing "passing" work, the grade-of
"VP"- is proper.. f pot, the grad& of; "14F" is indicated. The grade of "14F"
has the same weight in averages as a grade of "E", but the grade of "WP"
does not enter into the average.

.

-, .. .
.

.

The grade- is computed as of the official withdrawal date.{ TIA otticial
withdrawal date is that upon which the student initiated the withdrawaf
procesS in the Registrarivoffice, not the date on which the instructor
received 'notification of withdrawal nor the date of last attendance. If

. the student has been absent from the class for a substantial period of tj.me
withdut reasons'which would justify the privilege of making up.work, it
should be considered as a period inwhich his work was of failing'grade.
If the student has been absent for illness or other unavoidable reasons,reasons the

1..,

-grade shouWbe computed on.theeassump, tion'thatliad the Student been able
to continue!the course he would have njadenipthework that was missed.

. _

Whether, the grade is to-b4 "WP" or "WF"A.S. not a propprsubject for
negotiation between the student and the instructor. .The grade shoufd
represent only the instructor's evaluation of the student's perforMance:

Change of Grade

After a grade of A, B, C, D, or E has be filed the gistrar's office
it may riot be changed except to correct a demonstrable error in computation
or copying. The error must be attested in writing by the instructor and
approved by the department chairman and the Academic Vice-President.
instrugtor must accept the responsibility for the burden of proof of.er
This policy is intended to protect the instructor against pressure by .

students or others, and to emphasize the concept of a-grade as an objective
measure of performance rather than as a reward, a punishment, or a wage.

In case of incapacit of an instrudtor, the department chairman may
act or authorize others to act in a matter of change of grade.

Pass-Fail-

'When a coarse is taken-on the s-fail basis, the instructor is not, so
notified. If the student informs the instructor that he is registered pass-
fail, he ha" violated one of the conditions of this registration and the'

faculty member has an, obligation to ignore it, forther'success of the Bass-
fail provision requires a grade computed by customary precedure; this is
translated into "P" or "F" in the computer center4

17



Reporting of Grades

Faculty are required to file fi tl g ade cards with the Registrar

within 48 hours after the last fina sex ination is concluded. In the case

of graduating seniors, the cards mu e be filed within 24 hours after

each final examination.

Grade's and Gradin Practic : A'Point. of View

ti

Grades and grading practice can ave 4 significant effect on student morale'

and upon student attitude toward acad mid work, for the grade is of central importance

to many studenta.'

'While it is improper for etollege to prescribe precise formulas for grading,
several prinCiples, if used as guidelines,' can increase objectivity and make grading

more uniform.

A grade is significint bt as it tepresepts a valid measurement of learning and

achievement. Grades ought n Ver-be regarded as penalities, punishments, rewards,

or compilation. Grades ou t Inot be used as a means of disCiplining students.
t a

Indeed, grades are constantly used as it they'are in fact valid and comparable-
measurements, for they deterMine averages which in.turn determine retention, honors,,

and rank in class. Unless grides have uniform significance, chance plays too great

a role in determining these rportant matters.

The amount and seriotisn ag of cheating by students is influenced by their attitudes

toward grades. Student'attittides can be influenced by faculty attitude.

When a course is taught by a number of teachers in several differentcfasses
there'may be a need or.grading policies determined by the department. Departmental

grading, in such cases need not infringe on academic freedom. It can eliminate some

student decisions based upon search for "easy" grades, and may enrourage'studenis,

to discriminate among instructors for the quality of teaching. The nearer grades

approach uniform significance, the greater is thelikelihood thatitudents will choose

courses, classes,,andinsttUctors for intrinsic qualities.

There'is groping national concern over a tendency in many colleges to inflate
grades- -a phenomenon which some attribute to an intimidating effect of the movement'

for student evacuation of faculty. This tendency is of such importance that sode

Phi Beta Kappa.ehapters are changing their policies for membership and a number of
,colleges are raLsing the standard for citation on the Dean's List.

,
If grade; are, indeed, being inflated because of a fear on the part of faculty

of student evaluation, it ,is a sad.commentary upon both students and teachers. In

the healthiest and most mature academic atmosphere, students welcome honest and
objective evaluation and faculty take it for granted that a grade is such an evaluation.

, r
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2.13 Examinations

Principles and Guidelines for Final Examinations (Senate. May 14. 1971)

1. Faculty members shall give final examinations unless a course
does not lend itself to such testing.

2. Faculty shall giVe comprehensive examinations rather than unit tests.

3: Faculty are eXPected to continue their regular testing procedure
during the semester. The final examination shall not be the only test in
the course.

4. Faculty shall refrain from testing during the last week of classes in

lieu of testing during the prescribed examinationperiOd.

5. When possible, the essay type examination is to botpreftrredover
'true-false or objective type examinations. Emphasii shall be on concepts.
and ideas rather than mere memorization of facts.. ,

A

6. Classes shall be advised of how much weight the final examination'
will have in 'determining course grades.

7. A final examination Shall be worth no less than one-fifth nor more
',than one-third of thecourse grade.

8. No extra-Curricular or faculty administrative activities may be
scheduled during the final examination week.

9. No student shall be required to take more than three tests in one
:day. If he is scheduled for more thamthree, he should take the first three
and-arrange at least one week befOre classes end with,the other faculty
member to take the remaining examination at mutually convenient time. Prior-

ity in the scheduling of examinations shall be as follows:

1. Specialization
2. Professional areas
3. Courses in general education

10. The college library shall remain open during test week.
. .

4 11. Faculty are not expectedto be available to students for conferences
during the final examination wedk.

12. An examination period shall be not less than 90 minutes nor more
than 100 minutes in length.

(Note: Point // above may be inconsistent with the Collective Bargaining
Agreement, Article XXIV: G, and consequently may be invalid.)
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Examinations: A.Point of View

'-, In many, if not most, courses, a comprehensive examination can and
should be more than a mere. instrument for determinpg a grade It can
be a learning exercise in itself if it helps the student to i tegrate the ,.
cOil'ese content and ideas. The student in preparing for a co rehensive
final examination must give thought to the course as.-a whole, and must
see the details in perspective. An examination which tests only rote learn-
ing is a poor_ examination; the first principle in constructing a compre-
hensive final examination should not be ease in grading, but effectiveneds
as one of the learning instruments.

- It is sometimes said lory'a faculty member that he will know no more
about a student after a final examination than before. This could be true,

but the value of a comprehensive final examination as a stgnificant'learning
experience for the student may transcend its value as an instrument for
grading.. It is a rare course which does not have some kind of integrating
principle which can be clarified or set in perspective by a well-framed
examination.

-The practice of giving two formal examinations, a mid-te4 examination on

the f4.rst half of a"course acid a final examination on the last Bart, is seldom

sound. The practice may be soufid in case a course consist of two divisions,
equal in length and each independent of the other; but few courSlos are so
discrete in organization and content. Courses typically fall iftbe.several
units, each haVingunity, yet each contributing to an integrate -whole.' In
such courses, completion of the units rather than dates on the calendar shduld
determine the testing pattern within the term. Usually a testgp thg com-1
pletion of each unit is helpful to both instruCtor and student, withra
comprehensive examination at the conclusion of the course helping to achieve

integration. A practice of conducting.formal mid-semester examinations that
make the middle week of the semester a "mini-exam" period encourages students
to "coast and cram." The best teaching encourages students to work at uniform
rate through the semester.

2.14 New Courses

Proposals for new courseS4ahOuld be initiated: in the department and

must,have depattmentalapproval before being transmitted4by the department

chairman to the Dean, If endorsed by the Dean, the proposal goes to the

academic vice-president Who makes the final recommendation.,

New academic programs are considered.by the college-wide curriculum,

committee before bel.ng submitted to the vice-president.
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2.15 Choice of Textbooks

The primary responsibility for choosing textbooks for a course resides
the instructor., Good academic practice dictates that the choice of
be endorsed by the department.

The faculty' member is responsible for reporting to the College Store,
TIT harmony with instructions and on forms provided.by the store, the titles
of textbooks for each course andlithe expected. number of books needed.

The department is expected to exercise sufficient control over. he
choice of textbooks to provide continuity and uniformity in multi-section
courses.

2.16 Syllabi

Copies of course-syllabi must be-on file in the department office and -

with the Academic Vice-President. Department chairmen are responsible
for keeping syllabi'current> A file of syllabi for graduate courses is
also maintained in the Office of the Dean of the School of Graduate Studies. 1

2.17 Field Trips

Field trips should be planned with consideration for other classes
in which the students are enrolled.

The faculty member is responSible for'filing information' with his
department chairman when making arrangements for field trips.

PP.

2.18 ?olic on Cheatin and :Pla iarism A Senate Resolution of June 6 1971

DEFINITION: Cheating is illegally recuring, disseminating or using
information related to an examination, r using devices to provide or obtain
answers which are not the result of one' own study. Plagiarism is repre=
senting another's work as one's own.

POLICY: The instructor is responsible or dealing with .cards in which
cheating. or plagiarism has been.established. However, if the instructot'.
thinks that the services of a third party would be constructive, hisght5Old
feel'free to discuss the tase with the chaiaman of his department. Among
options for handling cheating or'plagiarism cases the instructor may

'(1) reprimand the student privately, (2) require that the work be done
honestly, (3) impose a grade penalty on thi work, (4) impose a failing grade

'on the work, requirewithdrawal from'the course with grades of "WP"
or "114F" retroactive to the day before the offense, (6) give the student
failing grade for the course, (7) refer the case to the Dean of the appro-
-priate school to arrange for judicial review and action by the student-
faculty judiciary.

APPEAL: A student who wishes to appeal may do so through the following
order: The instructor, the instructor's department chairman, the dean of
the school which the department belongs, the academic vice-president.

2l.



2.19 Principles Governing Regulations of Student Academic

The regulations whiph,limit student academic loads 'are set tolconform

to two standards: (1) an undergraduate student may carry'courses with
total oredit at the rate of one semester hour per weeklier the term in
guestioh; .(2). a semester houerepresents the. equivalent of fifteen fifty-
minute °less meetings of,leCture and/or discussion (or recognized- equivalent in can
of laboratory and studio work plus 4 final examination.

it

2.20 Rationale for the Academic Retention Provisions

The academic retention regulatiOns for undergraduate students are intended -1
to be consistent with the ideal of individual responsibility as the price
of freedom.

a

The basic assumption is that, once enrolled, an individual may continue
to graduation if he maintains Academic 'Good Standing.

"Academic Good Standihg" is thus the key concept. It is defined on a
sliding scale in order that the freshman or sophomore may have a cushion in
case he has an unfortunate semester before ha. is fully'adjusted to college.
The limits of the scale are set as judgments basedupon practical experience
and observation of students who have made a poor start: but recovered and
eventually graduated.

It is a tenet underlying the regulations that individuals should be
encouragedto continue to graduation when the chances of eventual success are
reasonably good, but that it is unfair to encourage an individual to invest
time and money in an endeavor that has slight probability of success.

The regulations permit b ta4n students who fall below Good Standing to
continue for one semester-on probation; the others are considered as having
relinquished the right, to continue.

The point of view toward the latter group,is not that they have been'
dismissed by the College, but rather that the(' surrendered their right
to continue. Those who wish to be reinstatedV4t persuade the Academic Aeview
Board that the probability of attaining Good Stang within 1-reasonaba4
and practical period of time is high enough to make reinstatement a#sound risk.
The responsibility for making this case rests with the student. The Board
is charged to exercise judgment which results in wise decisions. The Board's
only authority is the positive one of reinstatement.

'MS

Tie Academic Review Board is respohsible'to the individual student and
his ultimate welfare by extending opportunity to a reasonably good risk and
refraining froth encouraging to continue as essentially unwise investment. The

Board is responsible -.to the student body as a whole to maintain an optimum
intellectualitmosphere to the end that thework of, the College shall be
academically sound.

.0-



3. INSTRUCTIONAL RESOURCES AND SERV/ES

f

Organization

17

111e Harvey A. Andruss Library op rates as an academic department, admin-
,

? istered by the Director bf Library Services, who.reports to the Associate
Vice Prepident for AcademicAffairs. The Library is organized in terms of

! 44Inctions: Administration; Readers' Services (Archives, Circulation,

services (Acquisition, Cataloging, and Processing) and the Learning Resources
JdveAlle Collection, Microforms, Reference, Reserves, and-Serials); Technical

... teAter*
II, , T, J

f. : . .

4. yt,
, r~ Resources . t..

. 1 jr t a S_'.. .

It The Library has approximately 200,000kvolumes, including bound period-
,. icals. More than one-half the colleCtion has been acquired during,the past

'six years. . s.

..

4,.

The middle floor contains standard reference worksa current periodicals

,and' newspapers, bound periodicals, pamphlets, and,dicrolorms; the7,desk for
,Circulation, Microforms, Reference, Reserves, and Serials arealto' on this'

flbor.
.

b 4776 .

Microforms (microfilm, microfiche, ultrami ofiche;t'and microcards)total
more than 600,000 units (i.e., reels, fiche, cards). Twenty pieces of speci-
/kilted equipment are provided for retrieval of information. Cards for
cmictoform materialsare included in the Card Catalog. Service is centered
At Ote Reserve Desk..,*. '

' I

-the. Library has ogen stacks. A floor,plan dOlocatiOns ids pogied on each

The Learning Resources Center is located on the groundfloor.
L

Tbe Faculty and studepts may use the Bloomsburg Public Library with its
'collection of over 35,000 volumes.

Resources of the libraries included in the Susquehanna Library Cooperative
are available to students and faculty on a direct access basis. The libiaries
participating are: The James V. Brow'tr Library, Williamsport (a Regional Library
Oilitil.Ct Center); Buckbell University; Divine Providence Hospital;Ceisinger
Medicil Center (the Andruss Library card catalog includes, entries for the
Ceisinger Collection); LoCk Haven State College; Lycoming College; Mansfield
tate College; RobertPacker Hospital; Susquehanna University; Williamsport

Area Community College; and the Williamsport Hospital.

.1

fr
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Archives

a

The College Archives pre housed in Hartline, iRooms 25 and 28. The

hours during which the Archives are staffed are: 1

Monday Friday 9:00 a.m.,- 5:00 p.m.

Staff

The Library/Learning Resources Center staff comprises professional

staff, civil service personnel, and student employees.

i

Acquisitions .

, 4
. r

The Library Staff welcomes faculty and student recommendations for 'the

acquisition Of books and materials. A special recommendation form is avail-

able at the Suggestion Box, located adjacentto the Readers' Services,Desk

on the middle floor:

Reserve gooks

Faculty are urged to plan Reserves as far. in advance as possible and

to share plans with the Library staff (preferably the Readers' Services

'Librarian or, the Director of Library Services). An outline of Reserve policy

and procedure is available through the Readers' Services Librarian, the ,

.

Supervisor of Reserves, or the Library Director.,

Circulation
ti

The regular loan period for library materials that circulate is,four

weeks: Overdue notices are not sent to faculty member6-unless the borrowed

book is'requested by someone.else; no fines are charged to faculty; however,

in the interest of updating records'periodic reminders are sent (usually at

the,end of each semester or sesslon) to faculty w1.19 hive had books charged-

out forlong periods.

Faculty are asked to pay for books or.materiaIs chargedeout.on their ."

cards and-subsequently lost. As with students, the money is held for a yedir;

if the book is found and returned during that time, reimbursement is made.

After the money has been forwarded to the Business. Office, refund cannot-be

made. Cost for a lost book is the current list price of r4placesy.

Faculty are requested not to lend library books and materials to student,

and otheri nor to'let their I. D. dards (which also serve as a borrower's

card) be used by anyone else. If exceptions seem to be in order, please get

An touch with the Readers'' Services Librarian, the Supervisor of Circulation,

of the Director of Library Services.'

From time to cite it may be of interest to a given faculty member to use

a Reference book (which normally.does not circulate), in class for some other

special purpcisb. Arrangements can be made for the brief loan of such materials

through the librarian on duty at the Reference Desk.
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Borrowing privileges 'ore available for faculty.. spouses upon request at
the Circulation Desk; arrangements can be made only by full-time members df
Circulation staff or by the librarian on duty at the 'Reference Desk: \The
circulation policy for faculty spouses is the same as for students: four-'
week load, payinent for lolt books,etc.,

.Classification

.0n Uuly.i, 1970, the Library adopted the Library of Congress system of
classification for. books. Books'received since that date have been clas5kfied
by the Library of Congress system; books 'owned previously are being-re Vised
from Deweyto L. C.

During the re-classification, it is necessary to shelve books in both'
systems. Please do not hesitate to ask for assistance in locating materials
within the library. All catalog cards reflect the classification in the call
number except fiction done prior to July, 1970. Under the Library of Congress
classification system, all fiction is aSsigned.a class number. It will be

necessary to copy the complete call number from the catalog card in order

fo locate the book on the shelf.

Readers' Services

The Readers' Services dak is ideated ontbe middle floor. Every effort

is made to have a librarian on duty when the Library is open for public services.

ntinuing shortages of staff make it impossible for Readers'. Services to
prepare comprehensive bibliographies (6.g., a list of all the Library's holdings

in ,a given subject area). Computer methods of doing this are being explored.
Meanwhile, the Reference staff offers to check bibliographies compiled by
faculty ,to help prevent incorrect citations.

The telephone at, the Readers' Services Desk has a direct outside line:
189-2900.

. Inter-Librabt Loans
t,

4P
Inter-Library Loan. services are available through the, Inter-Library Loan

Iprarian. Such loans are made to the Library rather than to the individual;)
all Conditions attached thereto are,set by the lending library.

Intra-Commonwealth Co-operation

By agreement among the 14 state -owned institutions Of higher education,
a'Union List of Periodicals & Newspapers has been compiled. In case Andruss
Library does not have a given periodical but One of the other state -owned
libraries has it, 'a Xerox copy of at article may be 'obtained without charge

through the Inter-Library Loan:

p
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Photo-Copying Services

,Self-se'rvice, coin-operated equipment is available on'the middle floor

for rapid copying of printed material at cost of 5 cents per image, appli-

cable to bottifacsilty and students)

Two microfilm reader/ptint4rs (on.the middle floor.in the Microform

.area) are available for maktng prints froti microfilm and'MicroficherOut.not

mitrocard). The charge ip 10 cents per impression, applicable uto facUy .
,,,

and students.
, !;1.

Hours .4

A114.
i ...

._ .

During:the regular College :year, the hours-tipw.gpttheLibrary are

-Monday through Thursday tteoo a.m. f-

Friday 8:00 a.m. - $.:00 p.m.

Saturday - 9:00 a.m..'4 0- p.m.

Sunday 2:00:-p.*:- .:10:00 p.m.;

Changes in the stated hours are
announcedd.WatiiiAnce'and are posted on

.. 11 r

the exterior 'doors:. ..
,-

t

_During the Summerhe hours are shortened (due to lack of,classes on

Saturday) Asj011Ows:

Monday through Thursday j. 8:00 a.m. 10:00 p.m.

Friday 8:00 a17- 5:00 p.m.

Saturday' 9 :00 a.m. -

I

Sunday 5:00.p.m.'- 10:00 pot.

The following rationale governs the scheduling:

In fulfilling its role in instruction and research, the Library must

be accessible.o -students and faculty for a'egular, reasonable numbei of

hours.

When the College is in .session, the Lihrary should provide access on

*evenings prior to class days and final-examination periods.

.

0

During times when classes are not in session (e03., du ing holiday

recesses,,between semesters or Summer sessions), day-time ho 8 may be observed

with a smeller.staff, except for official holidays Such as Thanksgiving,

Christmas, New Year's, etc. WhOn the College itself is closed.
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Orientation

Members of the Library staff presebt a general, orientation to the
Library and its services which incoming Freshmen may be referred. With

adequate advance notice (it,least one week), orientation for smaller groups;_
such as a given class, can be arranged through thepReaders' Services
Librarian. Small-group orientation pertaining to audio-visual materials
can be,artanged through the Director of the Learning Resources Center:

Tours and orientation sessions 'pertaining to the_Juvenile Collection
(ground floor) can be arranged through the Juvenile Collection Librarian:
389-3207.

The Columbia County Historical Society maintains a collection of
artifacts and library materials relating to the history of,Columbia'and
adjacent counties. The Collection, housed in Room 105'Bakeless, contains-
manuscripts and other records for scholarly research. Secondary studies

are also available. Cards for the holdings of the. Colombia County' Historical
Society are included in the catalog in the Andruss Library'. The Center is

*Pen five daysa week; Special hours may be arranged for scholars and tour

groups.

3.2 The Learning Resources Center

Location and Staff

The Learning Resources Center is an integral part of Library Services.
The Center is staffed with at full -time director, two clerk typists, an
electronics technician, and student assistants.

Equipment and Materials

A

Equipment and materials may be requested on the "Requisition Form for
Audio-Visual Materials" available in the Center'. A two-day notice is recommended.

The Director of Learning Resources Center should be consulted for
equipment used on an extended basis:

Delivery and Pick-UP Service

Arrangements for the delivery and of film and equipment depena

on the specific situation. The Learning Resources Center may be consulted

for the best arrangements.

Off-CaMpus Use of Audio-Visual Equipment

Faculty may request, when available, basic equipment for use in instructional
preparations and presentations of. a non-profit nature. Approvalmust be
obtained from the Director, who will make a decision on the situation and

availabpcity of equipment.
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9 Operation of Equipment

.The staff will dembnstrate and provide.instruCtions on any pieceof.-
equipment; faculty members should not use equipment. with whiCh they are not

familiar.

Equipment Failure
L

. -

, Equrpme*. failure should.be reported immediately by calling the Center:

389-281. Necessary equipment will be dispatched as soon as possible.

-Special Problems

Special problems should be referred- to the Center's personnel.

2" x 2" Slide Production

,A.35 mm single lens reflex Nikon camera is available for the production
pf instructional slides in the Center. Film suppli ?s may have to be supplied

by the academic depaKtments.

Other cameras are also available for faculty use.

Production of Transparencies and Thermo- Spirit Masters
1.

The_Learning Resources Center has equipment and materials available; some
departments are equipped also. Special instructions are provided. No

requisition is needed.

Previewing Classroom Films

Facilities for previewing film are available in the Center,.

Students working on committees for classroom presentation may preview

materials. ti

Facilities do,nOt permit whole claSses to previewapecifically assigned
films or other resource materialson an individual basis.

The Learning Res rces Center will make arrangements for acquiring
"Preview Prints" of a film on the market. No newnfilm should be requested

for purchase unless it has been previewed.

Student Organization Use of Films

Student organizations must arrange independently of the Center to order

and return films other than college films.

Films Not Requisitioned Through the Learning Resources Center

The Center will NOT assume the responsibility of returning films ordered

by faculty members from priVate sources unless the Center has been notified

prior to the arrival of the film.



r.

.-,NOffibe Hours

Monday'- Friday

Film Rental Information

--23--

'2:00 a.m.'- 5:00 p.m:

The Pennsylvania State University, Audio-Visual Services

File a request on "Requisition Form for, Audio-Visual Materials" at
least) two weeks in advance. To assure. receiving films when needed, order
as far in advance as possible. This is highly recommended. Contract
arrangements with the Pennsylvania State University, Audio-Visual Services
does not permit ordering films after March 30 for' April, May, and June.
Films during these three months must be ordered prior to March 30.

' However, arrangements for thejennsylvania State University, Audio-Visual
Services can be made during and for April, Nay and June by using procedures
listed under "Rental Requests from Sources other than The Pennsylvania State
UniversitylAudio Visual Services.

Faculty mempers are notified as soon as confirmations are received.

"Free Film" Sources

Same/ procedures as noted under The Pennsylvania State University, Audio-
Visual Services, except March 30 deadline does mkt apply.

Rental Requests from Sources bther Than The Pennsylvania. State Univer-,
sity, Audio-Visual Services 4' a

' . Fill the "Requisition Form for Audio-Visual Materials" and forward to
the Learning Resources Center which will type a college "Purchase Request"
forth and forward it through appropriate administrative offices.

.../

Use of Learning Resource Materials by Student Teacher's \\,

;Student teachers are encouraged to use films and filmstrips presently
housed.in the.. Learning Resources Center.

Requests for films and filmstrips require the signature of the cooper-
ating teacher. It must be understood that films or filmstrips are for the
specificuse of the student teacher; films, or filmitrips may not be borrowed
by the student teacher for primary use of the cooperating teacher.

Irregularities in the use of borrowed materials result in the loss of
A borrowing privileges.

The loan period is one week. The following procedures should be used
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1. Select films:: -.or filmstrips from card cataltig file available in the

Learning*Resdurces Center and on the Main Floor of Andruss Library.

2. College films and filmstrips may be previewed in the Learning

Resources Center.

3. Obtain "Requisition Form for Audio-Visual Materials" from the

Learning Resources Center..

4.' Fill out "Iequisition Form for Audio-Visual Materials" and secure

the cooperating teacher's signature. Present form to thestOffnmmbers in
the Learning-Resources Center located on the ground floor of!the Addruss

Library. If requested lilm'is available, it -maybe picked up at this. time.
However, it is recommended that all-Materials be requisitioned-at least two.

days in advanceh

Departmental Educaiiional Media Coordinator:

.Each department on campus is advised to appoint a faculty Iialsonperson
to the Ditector of-the Learning Resources Center and to assist in coordinating

.
educational media activities in the department.`

Recommendations for Purchase of. Learning Resources Materialsand

EquipMent:.

Z Institutional Budget'Policy states that:

7- The Learning Resource Center is responsible for approving all purchase

requests for audio-visual materials.(supplies and equipment). This Center

has been designated as the responsible agency for inventory cdntrol and

uniformity of audto-visual purchase's.
4

.

,
Piogram justification will be required of all requests with reference.

to-the PlanningDocument and to the' Instructional Technology Master.Plan.-

enter will also determine whether a purchase
rater and given out on temporary assignmentor
initiating the request and given to them on an
Such decisions will be determined on the type,

The Learning 'Resour
sliduld:be,charged to the

charged to the depa/rtmen
extended Joan assignment.
or'use of the purchased item.
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4,CONDITIONS OF FACULTY EMPLOYMENT_

4.01 Absences

Faculty Absences for Professional Travel
. .

.

The college encourages members of the faculty 'to attend Professional
. .

meetings, to hold.office, present.papers and chair sessions. The faculty

member,is responsible for conferring with his department chairmanIto
arrange coverage for classes -to be missed, and to ascertain the availability

of funds within the departMent travel.budget. It is the policy of the
college to 'assist faculty members to finance professional travel when funds

permit. The department. chairman can provide forms and instructions',

The faculty member files the necessary. travel request forms with the
department. chairman in advance of a proposed trip.

Other Faculty Absences

Faculty absence due to illness beyond three consecutive school days
must be confirmed.by a rioctor's statement.

The faculty member shall notify his department chairman and,when
possible, assist in making arrangements to cover classes missed because
of absence.

A department chairman who is to be absent notifies his/her dean. A,
dean who must be absent notifies the-Vice- president.

Additional information is found in the Collective Bargaining Agreement.

4.021ISalary and Benefits

Salary Payments

Salaries are paid bi-weekly every other Friday. Faculty members

employed for the nine,month academic year are paid' in either twenty or
twenty-six such inseallments, at their option. TheInstallments normally

begin the first Friday in September. The faculty member may change his

option at the expiration of any Collective Bargaining Agreement.

Blue Cross - blue4Shield

Blue'Cross - Blue Shield is provided, with coverage including
diagnostic and anaesthetic benefits and major mediCal.

Group Life Insurance

After three months of service a faculty member is eligible without

physical examination for term life insurance. He may have an amount of

insurance equal to his annual salaryto a maximum of $20,000. 0

AP
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Retirement System

Each faculty member must belong to one of three retirement systems,
the.State Employees Retirement System, the-Public SchOol Teachers Retire-
ment System, and T. -I. A. A. The contribution rate is five percent.

C

If 'a factilty member leaves the system before he is eligible for
retirement, all contributions to the retirement system plus four percent
interest are returned. He becomes eligible fof full retirement atage
60..,The basic annual amount of full retirement is two percent of the
average salary of the highest three years multiplied by the number of

years of service. Regardless of age, a faculty member in the State
Employee Retirement System is eligible for disability retirement on
special benefits after five yealts of credited state servfce; he is'elfgible
for partial retirement after ten years of service. Partial Retirement may

either be'immedigte or deferred.

Social Security,

Faculty members are covered by Social Security.

Tax Shelter Annuities

s

A faculty member pay select a tax deferred annuity plan from the list
of eligible carriers. Details may be secured from the Personnel Director.

Workman's Compensation

Members of the faculty are covered by workman's compeniatOn for on-the-
,

job accident or injury.

4.03 Summer Term Faculty

The procedure for appointment of faculty members for summer teaching is
as follow': (1) The departMent icHairman :after consultation with the Dean
Of Extended-Programs silbmits to the latter a list of recommended courses
and faculty; (2) after consultation with the Dean of'the School in which
the department resides, the Dean of Extended.Programs recommends. a faculty
list to the. President who makes the appointments; Courses to be offered are selected
aftel. a survey of student reds.

4.04 Grievances

Grievince procedures of.faculty members vs. the administration are
described in the -Collective Bargaining Agreement.

.

r
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4.05 Faculty. Meetings

Faculty members are expected to attend the initial meeting of the
faculty in September, the mid-year faculty meeting, and the.final faculty
meeting in the spring.

P
'4.06 Commencement

Each faculty member is required to attend the mid-year or spring,
..commencement each year. Department Chairmen are responsible for submit-

iihg to the Dean the names of faculty who will attend each commencement.

Faculty members currently teaching in
attend the summer commencement. f

summer school-are expected to

Exceptions are subject to p rmission of the Department Chairman and
reviewed by the Dean.

4.07 ifi Hours

The regulations for office hqurs expected of faculty appear in the
Collective Bargaining Agreement, Article XXIV, Section G.

4.08 Cancellation of Classes Due to Inclement Weather

It is expected that every Class scheduled will be held regardless of.

weather. In case of extreme situation the
Vice President for Administration

is the official authorized to make an exception to this rule.

4.09 News Releases

Official mews releases are made by the Director of Public Relaticpt;Faculty members who are asked for public statementa.should distinguish'between matters which are personailand those which are institutional.The right of a faculty member to comment on personal professional mattersis unquestioned, but authorization to speak Or the College is limited.
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4.10 Polic on Outside Em lo ent Adi ted from a olicv recommended b
the Senate, March 2, 1971, and endorsed by the Board of Trustees June 25, 1971)

With.few exceptions, appointment to the reaching staff is-on a full-
time basis. It is expected that the faculty member wilj recognize his
professional responsibilities to the institution. . .A faculty member's
responsibilities,embrace more than formal and scheduled tasks. As a member
of an'academic community, he is interested in the total instructional
program and seeks means for its continual development. His, responsibility
to his students and his own professional development are paramount and he
works toward these goals by constantly improving teaching methods by
pursuing his academic interests in study and research and by associating
himself with colleagues at professional meetings.

Guidelines to determine the type and extent of such employment include:
(a) that the outside employment perform and shall not be of such a nature
or description as to interfere with or. dversely affect'ee faculty member's
full-time teaching performantsand obligations to the college; (b) that no
special provisiohs shall be made which would permit outside work to determine
scheduling or college teaching assigvents.

4.11 Leave of Absence with Pay (Sabbatical/Educational Leave)

The purpose of the provision for leave with pay is to improve the
quality of service td the College of the individuals granted such leaves.
A leave with pay is not intended to be merely a reward for length of
service.

The processing of an application involves: a) initiation by the
candidate on a form.secured from type Director of Personnel of the College;
b) a submission in sequence to the applicant's department chairman , the
appropriate dean,,and the appropriate vice-president; c) if each of thesp
has endorsed the application it is-submitted by the Vice-President to the
President of the college; d) if approved by the President, the application
is submittedby him to the Directol- of Personnel of the Commonwealth for
final authorization..

Not later than three months after the faculty member's return to duty
from a sabbatical/educational leave, he/she is required to provide the college
with a.report,of his/her activities in relation to the stated purposes of "
the.leave. This report is in three parts as follows: Part I, a restatement
of the reasons given in the application for the leave; Part II, a list'of the
activities during the leave with an indication of the extend to which the
original reasons were met and with justification for any deviation from the
original plan;. Part III, comments regarding the experience and its potential
benefit to the College and its students. Copies of the report must be
provided for the appropriatt dean, vice-president, the department chairman,
and the committee on sabbatical/educational leaves. One copy of the report is
placed in the personnel-file of the recipient of the leave.
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4.12 Personnel file
4

The Faculty Personnel File is maintained in the Office of the President;
it is subject to regulations exhibited in the collective bargaining agreement.

lo
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5. Norr-Academic Policies

5.01 Campus and OutgoingMail Service

Members of the faculty/staff receive mail through their respective depart-
Ments. Mail deliveries and'collections'of outgoing mail are made twice daily by
employees of the College Post Office.

Outgoing mail must bear on the envelope the name and department of the sender
and be separated into metered, and stamped mail. Use (and re-use).cdmpus mailing
envelopes for intra-campus mail. Two sizes are available.

Intra-campus mailings of interest to a faCulty/ataff group, are to be
addressed to the departMent with the appropriate number of copies enclosed. Large
mailings which are individually addressed must be separated by department--the
deparmment secretary will place copies in departmental mail boxes.

oae-

Mail for students living in residence halls must be separated by hall and put
in numerical order by box number. Addresses may be obtained from the Campus
Directory. .

Post office boxes in the College Union are assigned primarily to commuter and
off-campus students. Mail for commuter and off-campus students must be put in
numerical order by box number and sent to the College Post Office for distribution..

Mail for student organizations may be addressed c/o the Information Desk.

5.02 Equipment and Supplies from Storehouse

The-storehouse is located in Waller Administration Building. Requests

by faculty members for supplies from the storehouse are submitted to the
appropriate department chairman or administrative officer.

5.03 Budget and Purchasing Practices and Policies

At the time of budget preparation, administrative officers and department
chairmen submit requests for equipment,and supplies. ,Constructive comments and
recommendations are sought from the college-wide budget committee consisting of
faculty, students, pen- instructional staff members and administrators. Department
allocations are determined after the budget is finalized and state appropriations
are made.

The president may purchase equipment and supplies to a limit of
$1500.00 without competitive bidding. Items may not be boufit in series to
avoid the dollar ceiling.

Printed material or items which are covered by state contracts, schedules,
or group purchase contracts may not be purchased independently. The purchasing
departm has information.

Requests for purchases must be processed on Purchase Request Forms,
endorsed by the department chairman or superviso.r, and sent to the Business
Office for approval. Funds must be available before the requests will be
forwarded to the Purchasing Agent.

In order to be free to seek the lowest price, the Purchasing Agent is
given discretionary authority. No member of the college commu ty other
than the Purchasing Agent is'authorized make commitments to any vendor or
suppliei in the name of the College.

3 6



'.04 Duplicating, Printing, Copying

A 'number of facilities are available for copying, duplicating.and
printing of materials needed for'classroom work. Faculty members are
requested to choose the.most economical process,sultable for each project.

Ditto machines are available in classroom buildings and in some
department offices. Dittb masters and paper are usually available in

department offices.

The Printing and Duplicating Center on...
Administration Building has off-set presses,
collator, folder, cutter and addressograph.
which may be obtained in the Center.

In case of duplicating of examination questions, the faculty member
must make'an appointment with,the Duplicating Center several days in advance

and must be prepared to stand by while the materials are.being duplicated.
This is'in the interes4of security.

the first floor of Waller
a mimeograph, a Varityper,
ReqUisitions are made onforms

41$

Services which involve the Varityper require
1
a purchase request which

issubmitted to the Business Office.

Materials to be accepted for duplicating must have as standard head
on the first page:

BLOOMSBURG STATE COLLEGE
Bloomsburg Pennsylvanii

Faculty members are asked to familiarize themselves with an economical
"quick copy" off-set printing process used in the Duplicating Center. This

process does not require stencils or multilithmats--itcopies, directly,
typed and hand written copy and even "paste-ups." Reduction in size of about
25Z is possible. Short runs (e.g. 10 to 50 copies of a'small number"of
pages), are frequently completed within the same day; longer runs require twenty-
four tours, occasionally more, advance ndtice. The quick copy process is
used fof tests, brOchures, course outlines and other teaching materials.

A Xerox is available on the second floor of Waller Administration

Building. This is regarded as a copying facility for reproduction of one
ora few copies froman original; it is not to be used as a substitute,for
work for-which the Duplicating Center is intended--typically it is used for
one or two copies or for sufficient copies for the members of a small committee.
In.'06:case may more that thirty copies be made.

A Xerox in Andruss Library may be used fBr pertonal copying,.copies. of
journal articles, etc., at a cost of five cents per imprint,
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5.05Kevs

Facti members may be issued' keys to buildings or rooms. Appli-
cations are made through the department chairman, and keys are obtained
in the Law Enforcement Office. The faculty member is accountable to the
Law EnforCement.Office for all keys issued.

5.06 Motor Vehicle Regulations

Members of the faculty are subject to the Motor Vehicle Regulations
which are stated in a buLletin which can be obtained at the Campus'Law
EhiforceMent Office.

Motor vehicles operated by faculty members on the campus must be
registered and identified by decals. Decals which are 'presently afixed

to laculty automobiles continue in force without reissue.

Parking areas for faculty are described on a map in a handbook avail-
able at the Campus Law Enforcement Office.

11.
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.6 STUDENT SERVICES

6.1 Student 'Life Program

The goal of the Studentlife PrOgram is to complement theAcademic programs

to the end that the College.shall have a living-learning atmosphere. A balance

ofconcern for the welfare of the individual and for the well-being of the entire

student body is sought within the central policy of freedOm with responsibility.

4-1

.

Students are' encouraged- to participate in the activities of the college

community, including participation in institutional policy'and program formul-

ation by Student-Faculty-Administration comMittieS and Within the Community '0.

Government Association.

6.2 Kehr College Union

Faculty members are invited to use)the Kehr College.Union and its facilities:

Snack Bar,-Coffee breaks and quick, inexpensive lunches. 0

Meeting Rooms--Three multipurpose rooms, the Presidents' Lounge, two Confer-,
trice rooms, and the cof.feehouse may be ui6d by departments for
their regular meetings, ronierences, workshops, and special events.
Reservations are made at the Information Desk (y4902).

Typing Room fi'Dunlicatlng Services--Students may be referred tol.the
union to tylk theii.reports and run Off their dittos. Posters

are also made for departments in the Duplicating Room (2918).

Announcements for the TODAY may also be phoned in (2918).

Student Bank--Checks to $100 may be cashed by fadulty who hold activity tickets.

Presidents' Lounge -- Monthly art exhibits..

Travel Agency -- Faculty members planning trips may wish to consult with

the managers in the Games Room (3502) for reservations and
arrangements at reduced rates..

Bowling--Faculty bow g leagues ate becoming popular. For further,infor-

Ration, call 1502. 7

Radio Station - -The Radio Station is located on the second floor of the

Union. Departmental announcements may be Arranged*

Information Desk -- Information about campus activities may be obtained, and
ticket reiervations,for campus event (including cultural affairs)
may be made by calling 3902.

. 0 -

EquipmentP.A. 'systems, casette tape players, headphones, etc. may be
used by faculty members. For further information, consult the
Information Desk.

FamilyAotivities--Families of .faculty members may attend Union events and
May participate idthe activities of the bowling alley and games room.
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,6.3.Counseling Services

Students may be referred to a number of services

remedial work: ,

Counselinz Center

for cnonseiing,andr

The leounseling Center in Be l Franklin Building is staffed by,pro-

A0sionlly trained >counselors 'and is open Monday thru- Friday. at posted

ours.

Speech Clinic

Students with speech deficiencies may be referred to
.v.4.4.r.,

Clinic inRavy Ap.

.4.

Reading
i,

Students with reading problems may he. referred to theDevelopmental...

Reading.Centee,in Benjamin Fmpnklin,.
.

I

,

. Writing LabOratory r '

the Speech

114,

The Departtlient,of*English offers assistance,ro students iniimpOying

their Writing skill
,

r.

. ,:' 4

. V ....f ,

-Center for Academic DevelOPment

The Centei for Academic Bevelopmeu in Ben Franklin Building offer*

a varietyLof Oppoitunittes fOr remedial' work with special.emphasis upon

assistance to students identified wfth the Educational OpOortudipc

*gram..
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7. . MISCELLANEOUS

7.01 Secretarial Assistance

Assistance by department. secretaries is available within the limits of
practicality to faculty members. Services are arranged through department
chairmen.

Student help is subject to funds in the department budg.1 Requests for
student help are cleared through the department chairman an' the Dean.

The Financial Aids Office maintains a file of students who seek part -time
employMent. Usually, a number of students are competent secretaries.

7.02, Community Activities Tickets,

Faculty members may purchase community activities tickets. atla current
cost of $12.50 per year for the faculty member or $20 for the faculty member and
a guest. The tickets grant admiSsion to athletic events, the. community concert
sertes,-,the plays, and certain other all-college eventa for which there is an
.admission charge.

7.03 Community Government Association

The purchase of a community activities ticket.makes the faculty a member (non-voting)
of the Community Government Association.

One faculty member is elected by the faculty to be a non-voting member.
of' the College Cbuncil.

7.04 Faculty Recreation Facilities

Faculty members may schedule time for use of tennis and handball courts.
The swimming pool is open to faculty families one night a week. These facilities
are available only during periods when school is in session.

.,FUrther opportunities for recreation are described in they section on Kehr
Union.

R'

7.05 Meals

The serving lines in Scranton C. ons are open to facultymembers. The

Current price of luncheon is $1,15.

7.06 Meet and Discuss

Provision is made for "meet,and discuss" as provioQ for in the, Collective
Bargaining Agreement;
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.7.07 Student Grievance Committee

Students who have exhausted the regular Channels of appeal in matters
in which theY feel aggrieved may appeal to the Student. Grievance Committee
Icor an investigation. This committee has no authority beyond the moral
authority of persuasion,:hut it has the right to hear, evaluate and express'
judgements to whomever might be concerned.

.1
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