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: lllness'andvAECidents

Accidents:

College Students
Faculty, Staff and -

-

General Public.

Bloomsburg Ambulance Service
Bloomsburg Hospital
College Physftihns

‘ Medical Emergencies

[ 2

’

%Cell»the College'Health Center - Ent 3807.
" case,

e.g.: fainting, trouble

If the patient appears {®

EMERGENCY INFORMATION

S~

e,

14

an accident resulting. in personal injury requiring treatment beyond
minor first aid should be reported as follows. L*

»

College, Health Center ; Ext. 3807
Secretary - Office of

MT
T
. §B

bildings ‘and ‘Grounds - Ext. 2211
784-2066
) : N 784-7121
Dr. Fred Reese- 784-1000
Dr..Richard Delp.  784-8303

Dr. Ernest Campbell 784-8303

-

k)

Desctibe tite nature of the

o

breathiﬂg, seizure, etc.

be in- critical condition,-notify the Bloomsburg

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

;o

ta,
;

Police and Fire erartnent

"Bloomsburg Fire Departmen
(If no answer dial "O'
Campus Police- '
Bloomsburg .Police
Penngylvania State Poli

N

Night Calls:

- EMERGENCY (after 11:3

Elwell'Reéidence Halﬂ % .
‘Montour Residence Hakl
Scﬁuylkill Residence Hall

.

' Columbia Residence Hall
. Luzefne Residence Ha

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

before 7:00 am., - '

$]

. ‘Northumberland Regidénce Hall

784-3010 or
784-9879 -
Ext. 2617
"784-4155
- 784-9000 or
389-3711

®

.
’

389-0111 (Answering .Ser.\(ice) X" 3

.

Ext. 2317,
3603
2302
2300, .
3803
3703

2202

. 3807
784-7121

Ext.




which might appropriately have beén'incldded.
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The 1974-75 academic year was one of the most ciitical ' , , ';; .
fiscal periods- in the history of the.state colleges. Fa . ,;@“ |
Starting with the fall of 1974, it beqdhe'ﬁécessary to . ’
~ sharply limit the purchase of library books and-educationalv' ,.:f' ’ y

PREFACE .

1 e

£ L .
W

' This ﬁdhdbook isvplanned'as'a reference for faculty\\\

. ’ . .
. . . v

members.

There is no intention to restate all of the information

contained in the cataloéue or the Pilot. Iqstead, it 1is

.' , o , N . . -
intended that the Handbook treat matters in which faculty

have direct interest or responsibility. B . o .

’ .

Although an attempt has been made to make it inclusive,

the Hanqpook should nét be regarded as treating every matter
L . . 5

materials and supplies, and to reduce expéndituteé in other . °

areas)including‘travel,;printing,'and repair projects. The

.

cooperation and understanding of fabu1t§ and staff memberg’ -
* . 13 * -

made it possible for the College to close the fiscal yedr®

14

without -a deficit.
5 . -

_ The fiscal crisis is expected to continue durifig-the
'19753[6’c011ege year. Therefore, the.continuing"yoperation

of acndémic )rograms. : y . '
S 4 o
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1. ORGANIZATION . . \ S t

vl.01 Schools . . : -

P . - ’

Five organizatid&i 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 bhut rno designated faculty. ‘

% 4

| Each school is headed by a dean who is respdnsible to the academic vice-president.
The affices of”the deans are .in Waller Administration Bu1ld1ng.

v

School of Arts and Sciences

~ The School of Arts and Sciences comprises the departments in the
humanjﬁies the social sciences, the biological and physical sciences
and mdthematits, and health and physical education,and enrolls the .
stﬁdents who are following curricula leading to the degrees B, A. and
B. §.) and full-time students who ‘have Tot as yet designated a ¢urriculum,

. ’

School of Professional Studies ’ \\

%
The School of Professional Studies comprises six departments
(Elémentary 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 nurging and medical technology. _ .

School of Business

: The School of Business has two departments, Businebs Education and
Business Administration, and enrplls the students in curricula leading to.
‘the professional degree, B. S. in Bus. Ad., and the business education
candidafes for the degree B. S. in Ed. ‘-

‘ -

School of Graduate Studies

The School of Graduate7§tndﬁ§s comprises the students enrolled in graduate
courses, both master's degree andﬁnon-degree students., The courges for graduate
credit are offered by appropriate Hepgrtments of the three undergraduate
schools, with the selection of courbes scheduled at any time re9ulting from -
cooperation of the Dean of GraduateEStudies and the chairman °“of the depart-

ment.

&

P e
—~—

School 'of Extended Progrdms{r

-

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 ma ’?rrange special courses which do not carry college
. credit. If a student %: the School of Extended Programs undertakes to enter and ..
* follow a degree curriculum, 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, . )
. v .
/\} ~ The sumner terms are an activity of the School of Extended Programs.

- , e ' , :
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= " 1.02 Councils and Commissions

The President's Council

o The President]s Coun611 cons1sts 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 i§
derived from, and subordinate only to, the President. - (A legislatdre, 1n
contrast, has authority which resides in the whole, with the gembers contri=~

puting to that authority hrough their voting.)

. - . ' .
e President's€ouncil is to contribute to

_ The comprehensive purpose of th
wise administrative policy and procedure "through communication and discussion,
of hands to

.. Although formal votes are not taken, any member may call for a show of .
{ndicate the degree of consensus in a matter under his authority. Agreements
of two or more members may be reached in the course of a meeting, with such

' lgreémenfs regarded as binding upon those membgrs. s : ‘

“Council meetings provide a sebtidg for leadership by-thg President.

'

Academic Céuncil

The Academic Céuncil consists of the Academic Nice-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; ie exists for the purpose of providing a forum for the dis-
cussien of the stdte of the academic work, academic administration, aca~-
demic policy, etc., The Academic Council meets monthly .~ L e

Council of Academic Deans

-

The Deans constitute a council which meets usually once a week for 413- ,'
cussion of academic matters. It resemble the Presfdent™s-Council in.authority -

and procedure.

¢’ -

" Graduate Council —

The Graduate Cownril, congisting of the five deans ex-officio (with’
vote), sthree department chairmen, six faculty members elected from the
Graduate Faculty by the Graduate Faculty, and two graduate students
appointed by* the 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_thé faculty, student body,
adainistration, non-instructional staff, Board of Trustees, alutni, and
‘the community., It is concerned with both short-range and long~-range .
planning, with-its plans described in annually updated‘three~year action”

Rllnl which are submitted b{‘the President to the Secreta of Education, .
\ppointments to the commission are made in harmony with guidelines estavlished

bty the Penngylvania Department of Education. -

-



J » 1,03 Departments and.
- .- - . ;U \. ,
+ A department comnsists of faculty members, The primary function of &
. department is to promote scholarship and teaching of a discipline or a group
of related disciplines. . . S

- - 13

. 1

A member of .the Department is -designated as chairman. The procedure
for the injtial selection and for biemnnial review of chairmen i3 defined 1in
Article XI, Section A.l of the Collective Bargaining Agreement.

The duties of a department chairman are described in Article VI of the
Collective Bargain1ng Agreement. It may be inferred that by-common consent
the chairman is régarded also as an éducatlonal leader, Article VI, (Q)

13 interpreted as granting the chairman a réasonable degree; of utomony in

" speaking and acting for the departdfnﬁf .t ' ,
ﬁﬁ . = .
. 1,04 Graduate/Facultx' ; A

The associate professors and?professérs who- are authorized by their
departments to teach graduate, cdﬁrses are nominated by their department
chairmen to constitute a body ngs as the,Graduate Faculty. The process
of nomination includes designg ﬁng the courses which they are authorized
‘to teach, The Graduate Facul$y as a body has one duty--to act as the 3
electorate for thle- faculty mﬁmbership of the Graduate CoUncil

¥ -

Assistany professors may be assigned by their .departments on an ad
hoc basis (with approval of the graduate dean} to teach courses that carry

. .
.

R AR v ‘ - ,
?f3 : ,
iF .- .
: - ’ \ . ‘

I 0
Co 1 05 The Office of Institutional Research .
'Th Office of Institutional‘gesearcf .
. ) » ¢ - . e ‘,'
Q1 and distributes studies which contribute to admini- .
stratfo nning, '
(2) cquucts the testing J\Pgrams (including the Graduate Record
Examination, National Teacher Examinations, entrance classification tests,

etc.) ‘an maintainw liaison with national testimg, research, and review
organiz tionS' -

nd records’' for external reports or
questio affres whiich .involve informatfon about the _College;
. (5)’ mnintains a reference file /of reports,

y the Office are routine'and/or period-
for offftes and 1nd131duals of the College

, Certgln of the sthdies mad
ical;’ others are'single studie
community,
The studiea may require information- which can be supplied only by
other offices, staff, and faculty. Every effort is made to keep these
u Teéquests regsonablye; therefore it 1 hoped that requests will be given
rompt attention gnd that reports wiTT\be’accurate, reliable and completed -
‘dm,uchedule. : .
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. L ‘,‘r . ' .
T .~ 1,06 Office for Féderalvcrgnts

4

e Office of Camp;s Services serves as’ the liaigofi for grants.
Inforfpation received by the office is forwarded to the Deans. Appli-

.. catiom forms, and sample letters may be obtained from the office. Help
is provided at several steps.in the process of application. o

v o e . . : . . 0 "
N ' .7 1,07 Summer Terms : _ BREEPS

, The summer terméfﬁre'conducted.by the School of ExtendediProgfams.
Work in.summer terms held on campus is regarded.as residence work. " The
standar&g\for credit in summer terms are deduced from the principles

desc *?ed in Sejtion 2.19. ° . - . .
. -~ - - 1]

.

.

. . ' . L I; .
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' disciplines classified under the humanities; social studies an

»

»

4

. responsible for several disciplines.
are classified undér three, numbers, the courses o

Ny o . . . .
i . . . . - : .
. . ~

2.01 Ofganization of thé'Undergcaduate‘Catg;oggg

A céthlogue for a given year should combine a record for the pteceéiﬁg ‘
year with announcements for the current year. o -

. ' The Undergraduate Catalogue is organized toicorrespoﬂh to the schools
of the College. Chaptérs 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. S~
* The chapter for each school describes the curricdula for which:the
sthopl';s responsible and the courses of fered by the departments of the
~ ,

school. - ' . - i L
The sequence in which the departments are listed 'may seerh strange at

first because it is not alphabetical. The principle is-derived -from the

logic of the offerings of the college. In the School .of Arts, and Scibnces),

Health and Physical Education is listed separately, folloyed byathe'academgq '

' d. sciences - .

and mathematics.” This classification is consistent with the genaral educat--

ion distribution pattern as described in Chapter—6. . ) L

It will"be noted that course numbers consist of five‘dfgits; with the

first two dig;ts'identfﬁyiﬁg the discipline and the last three digits the

course number within the discipline. - 7

[ -
. LN

"Discfpdine" is not synormmous with "department'’; some:departménts:afé
For example;- phe Art Department courses ¢
he Department &f Sociology

and Anthropology under two disciplines, and the Geqgraph Department has two
dianiplinesJ one with the number 41 found.in the ‘section on Social -Studies, "<
and the other, 51, in the section.on the Sciences.q ,

In the school of Arts and Sciences, the numbers below ten-are for

Health. arid Physécal Education; 10 to 36, Humanlties; 37 to 49, Social Studiesy -,
50 to 59, the Sciences and Mathematics.. _— o L

: . ' :
) In the-School?of Professional Studies, the disciplines\infEduqélion
are .giVen numbers 60 to 69 and the disciplines related to the professions of 7.
Special Education and Speech, Communication and Hearing use the 70's. The
80’s are being reserved- for ~Health Studies. The School of Business discip-
lines are numbered 90 to 99.. C

I3 . -

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., ‘are found in the School of Arts and Sciences .where the majors
are described in the sections which' exhibit the courses in the disciplines. ’
The curricula in the School 6f Business are found in sections 9.2 and 9.3.

. " - '
\ _ . : . )
.

2. INSTRUCTIONAL POLICIES =~ | \ m

.’
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The alphabetical list of faculty in the front part of the cata}pg,:
fft;\'- 'is a record-for the previous academic year.

.

. i . The members’ of each department are listed at the head of the coursé

‘. section for the department; this list is, as nearly as- it can be made_at ‘
pyess time, the list for the current year, consequently discrepancies -

_— in name and tanks may occur when gompared with the formal alphabetical: ‘ :
list, The purpose of the department\\ist is to ‘provide a quick reference
of faculty by departmeht. ° . . :
- "4 -
. ‘ 2,02 Academic Year
. . . .
~ . The academic year is defined as consjisting of two semesters. The
- standard .semester -is defined as a period which nets fifteen weeks of
class work plus a week for final examinations, -,
b . . / ‘ ‘ .
, 2.Q3~ngrees | v C

~ ' . . .
Consistent with the nomanclature recommended by the Middle States
. ' Association the College offers two classes 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 Science ir Business (B. S. in Bus. ), Bachelor‘ i
of Science in Education (B, S. in Ed.), Bachelor of ‘Science in,Medical
_ Technology (B S. in Med., Tec¢h.), and Master of Education (M. Ed: ). . 4

It must be emphasized that the total expression, "Bachelor of Science
in Education,” and the total abbreviation; "B, §, in Ed.", constitute the .,
name of ,the degree, It is incorrect te refér to the degree "Bs# S. in Ed.". -
as '"the Bachelor of Science Degree in Education'. The word "Education" used
in this degree has no reference to the sub ject matter taught in a depart~
R ment of Education; rather, it refers to the preocess of education, From{ﬂ
) this point of view, it is fitting to. fefer to ''A program with a major in
mathematics leading to the degree of B,”S, in Ed."
4 M .

[N ! : ' ’ ‘ B

I . Y. 2 04 Academic Advisement s i X "_° f”N (:ha

, In harmony with Article IV, Section C,of the Collective Bargaining
. Agreement academic advisement is regarded as a nopmal duty of.a faculty e
member., . ) . _ , e
The advisers far a curriculim are responsible to the curriculum

coordinator for ‘that curriculum, who is Yesponsible in turn to the dean of -
the school in which the cyrriculum resides. The cugriculum coordinatpr
.may or may not also be a department chairman ', but in any case the duties_

of the curriculum coordinator are independent of those 0f chairman . . .
Indeed, it may hqppen that an individual wp occupies the dual role ik
resp0nsible to two different Deans for the two roles: as department chair=--
“man to the Dean.of the Schdol to -which 'his.department belongs, and as

curriculum coordinator to. the Dean of the school in which the curriculum

resides. L , - .
12 . L



- the wolk "studen L .appears’ without modiflcatlon)or w1thout mean1ng deduced

S - : . L
) ; ! P / . o - - . ., R
e 1 < ) S °

The Coordinator of Academic Advﬁsement is concerﬁéd with the adviser—

EE . N N . .. #7 L Lo ST
N e 3 . : . K S |
g N S BT o
L’ . . ; . & e J5 )
. & / . o .. a0 S ..-7-_-
7 o
-

o advisee-curriculum relationship rather than with: therproccss and substance
of acadcmic advisement per se.  Assignment of. advisees to_advisers is made -

by or responstble to the Coordinator of ‘Academic’ Ad%isement who 1s cha ged -
to keep an ‘acgcurate record of students and their advisers’ and ‘to authorize
any change ftbm one adviser to another. A student who wishes to change
.»from one’ cuvrxculum to another, or from one adviser to another within a

~ glven. currieulum, need -only apply to the coordinator of Advisement to make

- the-transfer, although he may have had pre11minary conferences with his

: ldviset’and/or turriculum coordinator. , S
' . v\)\:" . .
%? i R 2 05 Full -time and Part time Students

<3

vOAL full é&me undergraduate student in a semester is one who has enrolled .

for al least twelve semester hours; a part-time-student is one who enrolled‘v'
for fewer than twelve semester hours,. When in the undergraduate catalogue

>

from context, it mean$ "full-time student‘“x

T 2,06 Cyrriculum -
A curriculum is defined as a set of courses and related requirements
the tompletion of which satisfies the requirements for a degree. Each

,-

- -undergraduate:curriculum comprises general distribution requireme@nts and

& apecxalization._ “The gene?al distribution requirements-age prescribed

fs:; 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 a department:« chairman .. Tha curriculum coordinator j ;
is responsible to the dean of the school in whxch the curr1cu1um res‘des.-/
The school in whitch the curriculum resides may .0r may not beyxhe school An:
which the curriculum coordinator holds his: faculty membershxp. T

- N . Do
. S . A . . F
: .

]

LR - L . L
M . . - .

2

-

. CLF . »
ae . . \‘ S
N N !‘

5”' - -#’ -t :”'. 2 07 Class Lists ,j‘ f‘ _ o

vAg;thé_beginning of each semester each instructor receives a class
ligt for each section which he is teaching.: This is a tentative list whi
' i3 valid uncil the end of the change period, after which a ‘second and f1na1
list is issued. | CIt is the, responsibility of the Registrar's .Office to

' recetved from ‘the Registrar.
4 .
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2,08 Autﬁority Over Class Enrollment ~
- , . .

In case enrollment in-a class is to be limited by considerations

" ‘other than the seating capacity of a classroom or the number of work
stations in a labordtory 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 g class is determined b§ the registration
procedures. . ’ : : ) o . -

It 1s the duty of an instructor to challenge the membership in class of
& student who does not have the stated prerequisites. B . -

.

Consent of an Instructor is not prerequisite to student withdrawal from
a course. . L - ' '

[} -
» " )

2.09 Faculty Class Books -

, Each faculty member should maintain éﬂequate‘cfass-book records,
All objective measurements which are included in the process of deter-
mining grades should be recorded. A record of attendance should be kept
for reference in case questions arise either frop 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 écholarships‘or loans.)

-

2,10 Auditingﬁof‘C0urses (A“Senate

Resolhtion of June l6, 1971) .

A £u11-time'studen; who is enrolled for less than 17 semester
nours of course work may; with consent of the academicvice~president, _
register’ for one course as an auditor. The grade "V" will be reported °
by the imstructor arfd the course will be entered on the student's academic
record without credit. No assignments are made to an auditor and no
Papers or examinations are accepted by the instructorsfor 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'SQudeéé, the course
audited will be counted the same as if it were taken’ for credit.

- : -
.

F

\, - 2.11 Class -Attendance o | .

-

.
-

There is no "cut'system. This means that grades ought not be reduced
for mere absence from class, nor does a student have a "right" to miss a -
specified number of class meetings. Each class meeting should be an ‘
opportunity for a significant learning experience planned with expectation’
_that students will be present 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 1is central to the ‘W=
attendance 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 due
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 s°em ‘to make it theoretically possible
(with exceptions, noted below) . for a student to miss as many class meetings
as he chooses. This policy is consistent with ‘a_general concept of respon-
sible -freedom. If the class meetings are indeed significant learning exper-
‘{ences, however, an absentee's lowered achievement is likely to be reflected
ultimately in his grades His grade should be a measure of achievement in the
assigned work rather than mere physical 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 advise the Counselling Center
of an ‘attendante problem in the hope of helping the .student,

-

An exception to ‘the policy ‘arises in classes in which the value of each
session depends upon contributions by fellow students. Examples of this
would be some semipar classes and certain discussion and speech classes, ,In
" these, the student.has. a dual respofisibility~-+~he 138 a learner but he also
contributes to the learning experience of others. In courses of this kind
1t is proper for the instructor to evaluate both the students' learning and
his contributiobato the work ®f the class. The instructor should make it clear

- in such cases t the quality of both activities contributes tb 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
the geals., In such cases ‘the matter should be explored by the department
“with a consensus arrived at and respected.

"
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2.12 Grades

«
*

The Grades of A, B, C, D, and E

/

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

definition is commended to facu
- meaning, - - S _ - . e
: : ’ e : . ¢

- "‘\wy N

? o ‘ . . ) . . . - . K
The current catzﬁogqe describes the grades of A, B, C, D, and E by first defining

1ty members as one which can help to promote uniform

The .Grades of Incomplete' (I and R)-

-

- !

The grade of fl" is reported whepn because of circumstances beyond his control the
student has been unable to complete the work of~the. course within the term, , The’
grade is properly given only when a plan &xists
and the student whereby the work will be complet
Upon gompletion of the plan, the grade. is changed to’A, B, C, D, or E, depending upen

. the quality*of the work. . - , B B

PR _ . : P

The grade of 'I" must not be used to give an extension of time to a é&udenﬁfyho"

ed within a reasonable period of time.
L
Lo

" i

“3has been negligent, nor to permit a student who has. had normal opportunity to do his - -

work to ''raise his grade'™ by doing extra yprk after the term .ends. R

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

. : . R L. B A

_ . Thlere can be circumétances_thch'prevent carrying oﬁ% the plan for making_ﬁp;borknf
. To be consistent.with the philosophy that a. grade is!not a punishment, the grade of -

¥I" ghould not he changed to "E" merely because the plan was' not 'carried out. In_ such

tases,. the grade)of "I'" stands permanently on*the student's record. This does ngt .

apply to a case in wiich the student deliberately ignores. an pbligation that he' could

have met, for the - intent was that a conscientious student bejgiven an opportunity.'to

comPlete‘a course which he could nct comp;gte_within the tennﬂ However, the instructor

should give the student the bencfit ‘af reasonable doubt.before reporting a grade of -

ME" in case the plan.was not carried out--this should include notice to the student of

intent to report the grade of "E" with opp:tkuqéty for' the student to réply. ' '

A form for repbrting the removal of a grade of "I' may be obtained in the Registrar'

office. The RegiStrar does not have authority to make a change except by direction of
the instructor. ‘ ' S o G e

-

The instructor may arrange with another instructor to supefﬁise 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: T
. ) : . . lr v , .
% A student is prevented from attending class for several days near the end of the
. gemester and is given time to make up. his work. 1In cases. like this, the period allowe
should not be extended beyond the end of the next semester, : ) :

* A gstudent has an accident or sudden illness 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 i's delivered very shortly
thereafter.) Thereupon, the instructor sets a date for the makeup examination and .
reports a grade of "I." The instructor may require documentation of the illness.

* A student is unable to complete’ a. term paper béé;uée;of difficulty in obtaining |
al} of his material--n difficulty which has been -known .to the instructor. In this case,

: ;L%radevof_ﬁR" 1s reportéd and- the make-up consists in completing the research and
1 . .

ing the paper,
N . [ 3

<
' E[{l(j * A gtudent is en ‘ ‘ . o
! : v gaged 1in a labor
=gy 8 longer period of time, . oratory or studio project which must be continued

v ) \
- R . : ’ B 14

and is understood by both the inStrUct?f
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- 3 ’ ) U . . . . . .
L Grades Upogéwithdrawal From a Course . ‘ )
o R )

/ If a stﬁdent withdraws officially from a course prior to- tke end of
one week beyond the first half of, a semester, the gtade of W is to be
recorded regardless of the qua11ty of the student'’ s- work to date.

If the student withdraws after this point the grade may be either
"WP" or "WF", depénding upon the quality of the student's work to that
point. If the student i%§ currentgy doing "passing" work, the grade of
"WP" is proper. Yt pot, the gradé ofs "WF" is indicated. The grade of "WF"
.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 offic1a1 wﬁthdraWal dateq Thg off1cia1
withdrawal date is that upon which the student initiated the withdrawal ~ °
process in the Registrar s office, not the date on which the instructor
received notification of withdrawal nor the date of last attendance. If
the student has been absent firom the class for a substantial period of time
without reasons which would justify the privilege of making up.work, it
should be considered as a period in.which his work was of failing’ grade.

If the studemt has been absent for 111ness or other unavoidable reasons, the/,
grade should’ be computed on. the, assumption ‘that ‘had the student been able
to continue'the course he would have made up the work that was m1ssed

: h LA .

Whether .the grade is to- bg "WP" or "WF" is not a proper subject for
negotiation between the student and the instructor. . The grade should -
represent only the instructor s evaluation of the student s performance.

0

-

Chgnge of Grade ,' i
After a grade of A, B, C, D, or E has beep filed in the ngistrar s offlce
it may not 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 responsibjlity for the" burden of proof of’ e;{*
This policy 1is intended to protect the instructor against pressure by o,
students or others, and to emphasize the concept of a grade as an objective
measurq of performance rather than as a reward, -a punishment, or a wage, L

In case of incapacityjif an instructor;fthe department chairman may'
act or authorize others to act in a matter of change of grade.

: _ »
, Pass-Fail.- A_ . . \ o

‘'When a course is taken on the-p;Bs fail basis, the instructor is not ~80
notified, If the student informs the instructor that he is registered pass-
fail, he has violated one of the conditions of this registration and the ’ .

faculty member has an.obligation to ignore it, for thersuccess of the pass-
fail provision requires a grade computed by customary precedure, this is

translated into '"P'" or "F" in the computer center,
4
~ ) . .
1% '
' ]
v -~ (SR
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Reporting of Grades

Faculty are required ‘to file fijdl 8 ade cards with the Registrar .
within 48 hours after the last fina £x ination is concluded. In the case
.of graduating seniors, the cayds mu (4 be filed within 24 hours after .

each final examination.

o

Grades and Grading Practic s:;A-Point;QIVView

‘ Grades and grading practices can have a significant effect on student.morale'
‘and upon student attitude toward academic work for the grade is of central importance

to many students. ’ .

.

.
-

‘ Hhile it 1is improper for _.college to prescribe precise formulas for grading,
several principles, if used as guddelines, can increase objectivity and make grading

more uniform. - - g
L "» M ) °

_ A grade is signiticant tx as it represepts a valid measurement of learning and
achievement. Grades ought n.vpu be regarded as penalities, punishments, rewards,
-or compe1’ation.» Grades ou Attnot be- used as a means of disciplining students.

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 grades have uniform significance, chance plays too great

a role in determining these i portant matﬁers. . . _ _
] 17

°

The amount and seriouSn ss of cheating by students is influenced by their attitudes
toward grades. Student’att udes can be influenced by faculty attitude.
: Hhen a course is taught by a number of teachers in several different classes ’
- there may be a need for ‘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 encourage students
to discriminate among instructors. for the quality of teaching. The nearer grades
~ approach uniform significance thefgreater is the. likelihood that students will choose
,couraea, classes, and insgructors for intrinsic qualities. o . .
There”ia growing national concern over a tendency in many colleges to inflate
‘grades~-a phenomenon vhich some attribute to an intimidating effect of ‘the movement
~ for student evaiuation of faculty. This tendency is of such importance that s
. Phi Beta Kappa chapters are changing their policies for membership and a number of
- colleges are rdlaing the standard for citation on the Dean's List.

, ' If gridea are, indeed, being inflated because of a ‘fear on the part of faculty
of atudent 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,

<
|

18




© 2,13 Examinations

N

Principles and Guidelines'for'Final Ekaninationa

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

- : -
IS
N -

2, Faoulty shall giVe comprehensive examinationa 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 examination period.

5. When possible, the essay type examination is to bq prefsrred over
‘true~false or objective type examinations. Emphasis shall be on concepta <
and ideas rather than mere memorization of facts, .

ES . ot

¥

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

7. A final examination shall be worth no less than one-fifth nor more
~than one-third of the ‘course grade. _ _

8. No extra-éurricular or faculty administrative activitiea 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 1is scheduled for more than three, 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 ' \\\\\‘QQ' -
2, Professional areas ) . ~ o
3. Courses in general education

10. The college library shall remain open‘during test week., ‘ BN

. 11, Faculty are not expected :to be available to studenta for conferencea
during the final examination week.,

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

-

(Note: Foint // above may be inconsistent with the Collective Bargaining
Agreement, Artigle XXIV: G, and consequéntly may be invalid.)

14
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examindtion, .. : : : , .

e -‘-1.4--2 '

rd

- Examinations:

A Point of View i

.—7 In many, if not most, courses, a comprehensive examination can and
should be more than a mere. instrument for determining a grade It can

a learning exercise in itself if it helps the student to ;étegrate the
rehensive

cé\?se content and ideas, The student in preparing for a co

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 effectiveness

-as one of the learning instruments.

-

- ft is sometimes said byﬁh 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 sjgnificant learning
experience for thé student may transcend its value as an instrumfent for
grading. It is a rare course which does not have some kind of integrating
pringiple which can be clarified or gset in perspective by a well -framed

- R\“&j )

The practice of . giving two formal exdminations, a mid~ te‘% examination on
the first half of a course ahd a final examimation on the last’ part, is seldom
sound.: The practice may be souﬁh in case a course consist of two divisions,
equal in length and each independent of the other; but few cours@s are so
discrete in organization and content, Courses typically fall inko séveral
units,. each having unity, yet each contributing to an integratedswhole.  In.
such courses, completion of the units rather than dates on the calendar should
determine the testing pattern within the term, Usually a test -afy the com-* '
pletion of .each unit is helpful to both instructor and student, with' a
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’ qemester a "mini-exam" period enccurages students

to "coast and cram." The best teaching encourages students to work at uniform
rate through the semester,

214Ne_w£_oyﬁ_§

e,

Proposals for new courses should be initiated in the department and
must. have departmental approval béfore being transmitted by the department
chairman to the Dean. 1f endorsed by the Dean, the’ pr0posa1 goes to the

’ academic vice-president who makes the final recommendation.

New academic programs are considered~by the college-wide curriculum
committee before being submitted to the vice-president.

"

P
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‘5? 2.15 Choice of Textbooks
f%%p The primary responsibility for choosing textbooks for a course resides

LA

s8th the instructor.. Good academic practice dictates that the choice of
“téxt/be endorsed by the department., *

, © The faculty member is responsible for reporting to the College Store,

harmony with instructions and on forms provided.by the Store,vthe.titles
of textbooks for each course and‘the expected number of books needed.

¢
.
]

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

courses. oy . | s

) -1f

2.16 Syllabi o >
Copies of course syllabi must be"on file in the deﬁartment office and -
with the Academic Vice-President. Department chairmen are résponsible 3

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. )

’
»

»

N . .
- 2.17 Field Trips : .- o p¥

" *  Field trips should be planned with consideration for other classes ) ;

in which the students are enrolled. : T . 4

The facglty member 1s'respon§1b1e for'filing‘1nformation’with his
*. department chairman when making arrangements for field trips.

o
-

"

2.18 Policy on Cheating and.Plagiarism (A Senate Resolution of June 6, 1971)

DEFINITION: Cheating is illegally/procuring, disseminating or-using “ 4
information related to an examination, §r using devices to provide or obtain
answers which are not the result of ore'S own study. Plagiarism is repre-
senting another's work as one's own, ’ .-\

POLICY: The instructor is responsible for dealing with casds in which
cheating or plagiarism has been established. However, if the inmstructet. .
thinks that the services of a third party would be constructive, Qpﬂqhaﬂld
feel” free to disquss the case with the chaithan 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 th€ work, (4) impose a failing grade
" on the work, (5) require-withdrawal from the course with grades of '"WP"
or "WF" retroactive to the day before the offense, (6) give the student a
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, ' :

by

APPEAL: A student who wishes to appeal way 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.

.

»
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2.19 Principles Governing Regulations of Student Academi:\tugg‘ L.

The regulations which .limit student academic loads are set to'conform

. to two standards: (1) an undergraduate student may carry courses with

total oredit at the rate of one semester hour per week 4or the term in

question, (2). a semester hour”’represents the equivalent of fifteen fifty~

minute class meetings of lectyre and/or discussion (or recognized - equivalent in cas
of laboratory and studio work) plus a final examination.

2.20 Rationale for the Academic Retention Provisions

«

The academic retention regulatfbns for undergraduate students are intended ~
to be consistent with the ideal of individual responsibility ag the price
of freedom, . .
) |
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 cushionin
case he has an unfortunate semester béfore he is fully adjusted to college.

The limits of the scale are set as judgments based.upon practical experience
and observation of students who have made a poor start but recovered and
eventua11y graduated.

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

A . . ) '
The regulations permit N{(n students who fall below Good Standing to _
continue for one semester on probation; the others are considered as having L

-re1inquished 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 “have surrepdered their right
to continue, Those who wish to be reinstated’ t persuade the Academic Review
Board that the probability of attaining Good Stand@ihg within a-reasonablé

“and practical period of time is high enough to make reinstatement avsound risk.

The responsibility for making this case rests with the student. The Board
is charged to exercise judgment which results in wise dec{sions. The Board's
only authority is the positive one of reinstatement.

-

The Academic Review Board is responsible ‘to the individual student and
his ultimate welfare by extending opportunity to a reasonably good risk and
refraining from encouraging to continue as essentially unwise investment. The
Board is responsible ‘to the student body as a whole to maintain an optimum
intellectual "dtmosphere to the end that thegwork of the Collcge shall be
academically sound. : - % R
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3. INSTRUCTIONAL RESOURCES AND SERVIfES .«
. . . 4 . ~ & f’} . \
\ » . ' R R , rd i . ] ' ] ‘ '-.' "m
: ’ 3.1 Librl h % 'y .
. Organization . A .
i

. The Harvey A. Andruss Library opérates as an academic department, admin-

y istered by the Director bf Library Services, who reports to the Associate

' Vice Pr%aident for Academic: Affairs. The Library {s.organized in terms of

t b‘fqnctions _Administration; '‘Readers’' Services (Archives, Circulation,

%Juveﬁile Collection, Microforms, Reference, Reserves, and Serials); Technical
$ervices (Acquisition, Cataloging, and Processing) and the Learning Resources

-

kl
. s Gthery W,
TR * . . . v
;t'g”f Regources . oot < Co b
. . .1.!. L ., ""‘ ' T —— . . J R 4 . \ -
- 1) The Library has approximately 200,000y volumes, including bound period-
- " icals, More than one- half the collection has been acquired during the past
six years. .. -
’\‘t ' ’ ‘ . o~

Y

The middle floor contains standard reference works, current periodicals
.and’ newspapers, bound periodicals, pamphlets; and. .micro orms; the_desk for
.Circulation, Microforms, Reference, Reserves, and Serials arecalgo on this"’

iloor._

Y
3

b > : ‘ %o, . -
, Microforms (microfilm, microfiche, ultrami ofiche?zand microcards)total
more than 600,000 units (i.e., reels, fiche, cards). Twenty pieces of speci-
alifed equipment are provided for retrieval of information. Cards for
ﬁnicioform materials are included in the Card Eatalog. Service is centered

-at fhe Reserve Desk. ' Kooy , ~

vl t ’ » ; R .
“The Library has ogen stacks. A floor'plan,oiﬁlocatigns is pogted on each : »
floQ{ . ' - ) - . '

'

“The Learning Régources Center is located on the ground £loor.
[

»

‘The Faculty and students may use the Bloomsburg Public Library»with its
.,colleccion of over 35,000 volumes. . :
’ ) 4 by X
Resources of the libraries included in the Susquehanna Library Cooperative
‘:are available to students and faculty on a direct access basis. The libraries
participating are: The James V. Browm Library, Williamsport (a Regional Library
~District Center); Buckhell University; Divine Providence Hospital; Geisinger
Medical Center (the Andruss Library card catalog includes entries for the
Geisinger Collection); Lock Haven State College; Lycoming College; Mansfield
State College; Robert -Packer Hospital; Susquehanna University; Williamsport
Atea Community College; and the Williamsport Hospital ' .

Jh;‘ L : :Z(j ,' , ' 2 \\té




Archives ' ' : ?

’

2 The College Archiyes are housed in Hnrtliné,/Rooms 25 and 28. The
hours during which the Archives are staffed are: * ' , -

Monday - Friday 'f . 9:00 a.m.,~ 5:00 p.m, ‘ - -

. Staff | > P - ) \ ; ]

The Libréry/Learning Resources Center staff cdmprises prpféssiOnal
staff, civil service personnel, and student emp loyees. '

. Acquisitions . _ Co . . C

&

. o . .
The Library Staff welcomes faculty and student recommendations for the
. acquisition of books and materials. A special recommendation form is avall-
able at the Suggestion Box, located adjacent:to the Readers' Services, Desk
on the middle floor. ' : ' .

2}

Y

Reserve Books -

-

Faculty are urged to plan Keserves 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 - . . , : n
’ The regular loan period for libfa;y‘materials that circulate~fb,fpur

weeks. Overdue notices are not sent to faculty members unless the borrowed
book 1is requested by someone:else; ro fines are charged to faculty; however, * -
in the interest of updatinmg records‘periodic reminders are sent (usually at
the end of each semester or session) to faculty why have had books charged -
’ ) out for-long periods. o S , : L .
. ( p
Faculty are asked to pay for baoks or.materials charged/out'on their

cards and-subgequently lost. As with students,; the money is held for a yedr; .
N - {f the book #s found and:returned during that time, reimbursement 18 made. .

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

made. Cost for a lost book is the current list price-of réplacemirt. ' =

Faculty are requested‘ggg to lend library books ahd materials to students
and others nor to®let their I. D. Cards (which also serve as a borrower's ‘
card) be used by anyone else, If exceptions seem to be in order, please get

" in touch with the Readers' Services Librarian, the Supervisor of Circulation,
of the Director of Library Services.’ ! g

:  From time to time it may be of inferest to a given faculty member to use

~ a Reference book (which normally does not circulate), in class for some other
special purpose. Arrangements can be made for the brief loan of such materials
through the librarian on duty at the Reference Desk. ’




. <
N
Borrowing privileges gre available for faculty. spouses upon request at ’
the Circulation Desk; arrangements can be made only by full~-time members of
Circulation staff or by the librarian on duty at the Reference Desk. *The ©
circulation policy for faculty spouses 1is the same as for students four-" -
week loah, payment for lost books,etc., , ' o

[
_Classification T ) ' 7
. _ - ' s
On ‘July' 1, 1970, the Lfbrary adopted the Library of Congress system of
classification for ,books. Books’ received since that date have béen clas fied
by the Library of Congress system; books 'owned previously are being-revised

from Dewey to L. C. . , .

During the re- c1a5s1fication 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 ¢ards reflect the clagsification 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 . -
to locate the book on the shelf,

Readers' Services

- +

" “  The Readers' Services detk is located on the middle floor. Every effort
is made to have a librarian on duty when,the-Library i8 open for public services.
ntinuing shortages of staff make it ‘impossible for Readers' Services to
prepare comprehensive bibliographies (é 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 te1ephone at the Readers Services Desk has a direct outside line:
.989-2900. ] o o )

) [}

Inter-Librarv Loans

o .

Inter~Library LOan>services are available. through the, Inter~Library LOan

brarian.’ Such loans are made to the Library rather than to the individual if
all conditions attached thereto are.set by the lending 1ibrary.

Intra-Commonwealth Co-operation

By agreement among the 14 state-owred 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 ft, a Xerox copy of an article may be ‘obtained withouc charge
-throush the Inter-Library Loan.




~ Photo-Copying Servipés T

~ \Self-gervice, coin-operated equipment is available on the middle floor
"for rapid copying of printed material at cost of 5 ceyts per image, appli-
cable to botH facplty and students, B - 6 .
_\ N »

S

Two microfilm reader/ptintérs (om.the middle floor in the Microform
. area) are available for makimg prints from microfilm and microfiche ~(but not
microcard). The charge i 10 cents per imprgssion, applicable to facq%}y’_ i

-and students. _ . - - S e

\ f] - . : . . " -.,.‘ \ - .
-, - - - ) . . , ) . = B » . ",‘,& .
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During the regular Collége year, the hdura-opgg;ggr*t‘q.ﬁibééfy'areE"

~ Friday 1, | “8:0b h;maf?;jﬂdqf?@j;:;:'°'h'”
Sééurdéy> e ;EQO :lééi#;§§96;f;.m;,}?! }
sunday . - 2:607p s £ 10500 puma.

r -,

- . S R T S .
Changes in the stated hours are announcedgdh;iﬂvancé'and are posted
the exterjor «doors. . T R R T ' T
:*.During thg'Summer,;;he hours are shofbeﬁéd (due to lack of .classes on
Saturday) as follows: "~ ' - - e . '

) Monday through'Thuraday’ i 8:00 a.m. - 10:00 p.m.
. ‘< Friday - “3:00‘;.::}:"- 5:00 p.m. . -

Saturday 2 o ‘= 9:00 a.m.-~ 1:00 p.m.

.. Sunday . . = 5:00p.m,’- 10:00 p.u.

. n

';. The folloqing'rétioﬁalé govez&%@;he schéduling:
In fulfilling its role in instruction @nd research, the Library must

be qccessiblefio’students‘aﬁd faculty for ajfegglar, reasonable number of

hours. ' ' ' . ' ' P : A

When the College is £n gession, the Liégary should provide access on
-evenings prior to class days and final-examination periods. ’ :
R , P)

During times when clhsseq'nre not in séssion'(e;g., during holiday
recesses,  between semesters Or Summer aessions), day~-time hooxs may be observed
with a qmpllet_stnff, except for official holidays such as Thanksgiving,

o

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

S '
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Orientation

Members of the Library staff preseht a general, orientat1on to the ]
=.Libraty and its services" to. which incoming Freshmen may be referred. With

- adequate advance notice (at least one week), orientation for smaller groups,t
such as a given c1ass, can be arranged through the,Readers Services. -
Librarian, Small-group- or1entat1on pertaining to.audio-visual materials

can be . arranged through the Director of the Learning Resources Center: -

2 4 S

i - . o . .
, Tours and orientation sessions pertain1ng to the Juvenile Collect1on
(ground floor) can be arranged through the Jdven11e Collection Librarian: -’

. 389- 3207 o °

sy

[

oo The Columbia County Historical Society maintains a collectjon of
artifacts and library materials relating to the h1story of Columbig' and
adjacent counties. The Collect1on, housed 'in Room 105 Bakeless, contains"
manuscrfbts and other records for scholarly research. Secondary studies
_are also available. Cards for the holdings.of the Colémbia County Historical
_ Society are included in the catalog in the Andruss Library., The Center is’
open five days ‘a week. Special hours may be arranged for scholars and tour

groups. R ;
. .' . R - N ', 'l N

4

»

' ' - 73.2 The Learning,Resources Center

..

¥

Location and Staff » . . -

:

The Learning Resources Center is an integral part of Library Services.
The Center is staffed with a full-time director, two clerk typists, an
electronics techn1c1an, and student assistants. ' : .
Eguipment and Materials o - .
N .
Equipment and materials may be requested on the "'Requisition Form for
Aud1o-Visua1 Mater1als" available in the Center. A two-day notice is recommended

Y

’ The Director of Learning Resources Center should be consu1ted for
equipment used on an extended bas1s.

-

Delivery and Pick-Up Service

‘ Arrangements for the de1ivery and ' pick-up of film and ‘equipment depend
on the gpecific situation. The Learning Resources Center may be consulted

for the best arrangements.

Off-Cafpus Use of Audio-Visual Equipment o ; L

Faculty may request, when available, basic equipment for use.in instructional
preparations and presentations of a nmon-profit nature, Approval must be
obtained from the Director, who will make a dec1sion on the situat1on and

availability of equipment. o . g

2?'? | N | ' . " o




8 ,Operation of Equipment - ; )

The staff w1ll demonstrate and provide instructions on any piece of .
. equipment; faculty members shduld not use equ1pment with which they are not
K familiar. : . : _

Equipment Failure

)
.

oy Equfpmea} failure should be'reported immediately bg calling the Center:
. 389-2812., chessary equ1pment will be d1spatched ag soon as possible. -

Special Problems

Par) :
Special problems should be referred to the Center ] personnel

‘

i A _ 2" X 2" Slide Production - . ' o LT
",A 35 mm single lens reflex Nikon camera is available for the production
of instructional slides in the Center. Film suppl1¢s may have to be supplied

~/

ol : by the academic departments. . . . .
i . Other cameras are also available for faculty use.
l S X Production of Trénsparencies and Ibermo-Spirit Masters - n
| . . ] ! s b .
l _ The_Learning.Resources-Center has equipment and materials available; some
l_ - departments are equipped also. Special instructions are provided., No
o requisition is needed. ‘ I
| Previewing Classroom Film' -
: Facilities for previewing film are‘available in the Centerc

Students work1ng on. committees for classroom presentat1on may preview
materials, : e . N

Facilities do.not permit whole classes to previewﬂspecifically assigned
f1lms or other resource materialsion an individual basis. :

. ! A o . . .
| . The Learning Resopirces Center will make arrangements for acquiring
B ‘"preview Prints" of any film on the market. No new film should be requested
i " for purchase unless it has been previewed , o ‘

v
- - ‘
, *

' Student Organization Use of Films

. o, Student organizations must arrange independently of the Center to order
| and return films other than college films. :

Films Not Requisitioned Through the Learning*Besources 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. - ¢ ‘

-




'A'\Off-ice Houts == . - S R
. "8:00 a.m. - 5:00 p.m.

o ] : . AY

Monday - Friday . '
N - . "-

Film Rental Information

The Pennsxlvania State University, Audio-Visual Services

File a request on '"Requisition Form for Audio-Visual Materials" at '
least/ two weeks in advance. = Tp 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 dur1ng these three months must be ordered pr10r to March 30,

, However, arrangements for the ,Pennsylvania State University, Audio-Visual

Serv1ces can be made during and for April, May and June by using procedures.
listed under "Rental Requests from Sources other than The Pennsylvania State

" University=Audio Visual Services,

-
i

Faculty mempers are notified as soon as confirmations are received,

. "Free Film" Sources , v :

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

ST Rental Requests from Sources bther Than The Pennsylvania-State Un1ver-'
- sity, Audio- Visual Services a . .

> . Fill the "Requisution Form.for Audio-Visual Materials" and forward to
the Learning Resources Center which will type a ‘college "Purchase Request"
form and forward 1L through appropr1ate administratlve offices.

Use of Learning Resource Materials by Student Teachers \\\,

: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
specific use of the student teacher; films, or filmstrips may not be borrowed
‘by the student teacher for primary use of the cooperating teacher, N

Irregularities in the use of borrowed materials result in the loss of
bOrrowing privileges. A
‘The loan period is one week. The foilowing'procedures should be used:

’
o8
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S . . o~

M

I .
- .

. -1, beléct~filméfor filmstrips from card catalég file available in the
) Learning’Resdurces_Ceﬁter and on the Main Floor of Andrqss Library.
2. College films and filmstrips may be previewed in the Lzhrn;ng
Resources Center, ~— : .

i -
°

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

Learning Resources Center..
' -

4, Fill out " equis}tion Form for Audio-Visual Materials" and secure
the cooperating teacher's signature. Present form 'to the staff members in
' the Learning Resources Center located on the ground floor of}lhe Andruss
: ~ Library. If requested film'is available, it. may be picked up at this time, -
- However, it is recogymended that all materials be requisitioned at least two.
days in advance, - - - 2 - - :

— Degar;mental Educational Media Cgétdinatbr: ) -

Each departmént on campus is advised to appoint a faculty }éaison~petson
to the Ditector of the Learning Resources Center and to assist 1n coordinating

. educational media activities in the department.* . - o

v S . Recqmmendatiohs for Purchase of,LearninijeSQurces Materiéls$and
. : Equipfent:: ' -
' . S t

\ Institutional Budget Policy states that:

£- ) '_'s
.

v & -
Goon

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

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

d has been designated as the responsible agency for inventory control and
uPifprmity of audjo-visual purchases. . . C

) 4 hy * N ° . : e
o .o ﬁ}ogram justification will be required of all requests with reference,
to-the Planning:Document and to the Instructional Technology Master. Plan,- :
{ ~ The Learning Resour Center will also determine whether a purchase )
should .be charged to the fénter and given out on temporary assignment; ,or
charged to the department] initiating the request and given to them on an ,
‘extended loan assignment.\ Such decisions will be determined on the type, .
or use of the purchased item. : . 0 ' , , ‘ . b

-
’ = v:. - . .h *

- . R .
. . ¢ . )
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LS S b4, CONDITIONS OF FACULTY EMPLOYMENI

4,01 Absences

Faculty Absences for Professional Travel - ' o :u

-

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 chairman) to
‘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 prov1de forms and instructions. ¢

The faculty member files the necessary. travel request forms with the

department. chairman in advance of a proposed trip.’
.

.Otheeraculty Absences ‘ ' N : : BN

Faculty absence due to illness beyond three consecutive school days
must be confirmed by a doctor'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 1s to be absent notifies his/her dean. A,
dean who must be absent notifies the Vice-president.

e

Additional information is found in the Collective Bargaining Agréement. .

1

. © 4.02%salary 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 -gix such installments, at theig option. Th 1£stallments normally s
begin the first Friday in September. The faculty member may change his
opt%on at the expiration of any Collective Bargaining Agreement. '

Blue Cross - Blue' Shield ' - - .

Blue Cross - Blue Shield is provided, with coverage including -

diagnostfic 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 salary to a maximum of $20,000. °

-«

¢ -

el




:;1?aftQ§ a survey of student needs.

BN

Retirement System - . , 'ﬁ. >

.

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.

‘ -

1f ‘a faculty member leaves the system before he is eligible for
retirement, all contributions to the retirement system plus four percent
interest .are returned. He becomes e1ig1b1e for full retirement at-age
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 sérvice. Regardless of age, a faculty member in the State
Employee Retirément System is eligible for disability retirement on »

. special benefits after five yeats of credited state service; he is'eli’gible "
for partial retirement after ten years of service. Partial Retirement may :
either be "immediate or deferred. .

. . . S
Spcial Security '

Faculty members are covered bv Sociel Security.

y oo : :

Thx Shelter Annuities S : . -

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

-
-

Workman's Compensation .-~ B . _ ¢ o ,..

Members of the faculty are covered by workman' 8 compensation for on-the- . lb”
job accident or injury.

L

» ’ -

4.03 Summer Term Faculty

The procedure for appointment of faculty members £or summer teaching is
-~ as follows: (1) The department ; ciiairman ‘after consultation with the Dean
of Extended Programs sibmits 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 & faculty ‘' o
..list to the Pregident who makes the appointments. 00urses to be offered are selected

4.04 Grievances ' o

Grievance procedures of faculty members vs. the administration are

described in the Collective Bargaining Agreement. A : )

32
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b 4.05 Faculty Meetings B ‘ ’ SN

F&culty members are expeétéd to attend the tnitial meeting of the
faculty in September, the mid-year faculty meeting, and the final faculty
meeting in the spring. p o C :

"4,06 Commencement '

! Each facuity member is required to attend the mid~year or spring,

. .commencement each year. Department Chairmen are responsible for submit-~-

" ting to the Dean the names of faculty who will attend each commencement.
. . _

iculty members cutréﬁtly teaching in summer schooliare expected to

attend the summer commencemént. [ . . A : : S

»

Exceptions are subject to p‘rmission of the Departmeht Chairman and
reviewed bv the Dean. N : ' : .
i
5

£

ffise Hours . A

. The regulations for office hq&rs expected of faculty appear in the’
Collective Bargaining Agreement, Article XXIV, Section G. '

.

°
.

4.08 Cancellation of Classes Due to Inclement Weaéher

A~

It 1s expected that every ¢lass sch;duled will be held régardless of

is the offi;;al authorized to make an exception to this rule, v .

Lo . §

’

The right of a facult '
» - iculty member to comment on pers :
is unquestioned, but authorization to speak EUt :;:lcg;§fzzs::n;;mzzzsevs

- : <,

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




. . - .
4,10 Policy on Outside Employment (Addpted from a policy recommended by
the Senate, March 2, 1971, and endorsed by the Board of Trustees June 25, 1971)

-

With few exceptions, appointment to the teaching staff is-on a full-
time hasis. It is expected that the faculty member wil] recognize his v
professional responsibilities .to the institution. . .A faculty member's
responsibilitiés embrace more thdn 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 constancly improving teaching methods by
pursuing his academic interests in study and research and by associating
himgelf 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 adversely affect tNe faculty member's
full-time teaching performant%‘and obligations to the dollege; (b) that no:
. special provisions shall be made which weuld permit outside work to determine
scheduling or college teaching assig‘nents.

-

4.11 Leave of Absence with Pay (Sabbatical/Educationol Leave) .

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

» [
The ptocessing of an application involves: a) initiation by the _
' candidate on a form.secured from the Director of Personnel of the College‘
. b) a submission in séquence to the applicgnt's department chairman , the
appropriate dean, and the appropriate vice-president; c) if each of thesge
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 submitted by him to the Director of Personnel of the Commonwealth for
final authorizatlon. '

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 repocrt 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 appropriate 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, v

“ . -




. : 4,12 Personnellfile

<

The Faculty Personnel File is maintained in the Office of the President'

-

it is sub)ect to regulations exhibited in the cqllective bargaining agreement.

"

!-




5. Nonw-Academic Policies

5.01 Campus and Qutgoing Mail Service

. Members of the facolty/staff receive mail thr0ugh their respective depart-
ments. Mall 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) campus mailing
envelopes for intra-campus mail. 7Two sizes are available.

Intra-caﬁpus mailings of interest to a faculty/staff 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
department secretary will place copiles in department:l malil boxes.

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

Directory.

" Post office boxee 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 storehlouse are submitted to the
appropriate department chairman or administrative officer.

. 5.03 Budget and Purchasing Practiges 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 codnsisting of
faculty, students, non-instructional staff members and administrators. Department
allocations are determined after the budget is finalized and gtate appropriationa
&re made.

The preaideﬁt may'purchase equipment and supplies to a limit of
$1500.00 without competitive bidding. Items may not be boufgBy in series to
avold 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
departmtgg has information. . :

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

- In order to be free to seek the lowest price, thé Purchasing Agent 1is
given discretionary authority. No member of the college commugi\§ other

than the Purchasing Agent is authorized make commitments to any Vendor or
supplier in the name of the College,
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: 5.04 Dugl:lcat::lngI Printing, Copying

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

Ditto machines are available in classroom buildings and in some .
‘department offices. Dittd masters and paper are usually available in
. department offices. ' ) '

The Printing and Duplicating Center om, the first floor of Waller
' Adninistraéion Building has off-set presses, a mimeograph, a Varityper,
“callator, folder, cutter and addressograph. Requisitions are made on. forms
which may be obtained in the Centert. ' . o : >

o In case of duplicating of examination questions, the faculty member
must makesan 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 inter“es‘ of security. -

"~ Services which involve the Varityper require a purchase request which
is. aubmitted to the Business Office. -
Materials to be accepted for duplicsting must have as standard head
on the first page: ‘ ' -
BLOOMSBURG STATE COLLEGE
Bloomsburg Pennsylvania : o
S . " ) . "
« Faculty members are asked to familiarize themselves with an economical
"quick copy” off-set printing process used in-the Duplicating Center. This
pracess does not require stencils or multilith mats--it copies, directly,
typed and hand written copy and even 'paste-ups." Reduction in size of about
25% is posgible., Short runs (e.g. 10 to 50 copies of a small number of
' pages). are frequently completed within thé same day; longer runs require twenty~
four ‘hours, occasionally more, advance ndtice. The quick copy process is
used for tests, brochures, course out1inea and other teaching materials.

A Xerox is available on the second floor of Waller Adminiatration
Building. This is regarded as a copying facility for reproduction of one
or'a few copies from.an 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 comittee,
In‘no cale may more than thirty copies be made. '

o

‘A Xerox in Andruss Library may be used #r personal copying, copics of
-jqurnal articles, etc., at a cost of five cents per imprint,

S g7




- - 5.05°Keys’

-

-

_Fa::;§¥'members may be issued’ keys ‘to builaings'or rooms. Appli-.

"cations are made through the department chairman, and keys are obtained

in the Law Enforcement Office, - The faculty member is a

~ Law Enforcement, Office for all keys issued.

[ : . .

5.06 Motor Vehicle Regulations

ccountable to the

\

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

Enforcement Office. :

Moﬁorvvehicles operated by faculty members
registered and identified by decals.

on the campus must be

Decals which are 'presently afixed

. to faculty automobiles continue in force without reissue.

7

Parking areas for faculty are described on
able at the Campus Law Enforcement Office.

2

a map in a handbook avail-

Nt
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.6 STUDENT SERVICES

6.1 Student 'Life Prbgram N ' . '

: . . . . [ Y . . '
The goal of the Student Eife Program is to complement the ‘Academic programs:
to the end that the College shall have a livipg-learning atmosphere. A balance i

ofeconcern 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.
: QW & . :
Students are' encouraged to participate in the activities of the college
community, including participation in inst¥tutional policy and program formul-
ation by Studenc-Facuf&yrAdministration comnftties and within the Community ™.
Government Association. . o o

-

6.2 Kehr College Union

Faculty members are invited to pselthe Kehr College Union and its facilities:

Snack Bar--Coffee breaks and quick, inexpensive lunches. . » 7 R

Meeting Rooms--Three multipurposé rooms, the Presidents' Lounge, two ¢onfer-
énce rooms, and the coffeehouse may be uséd by departments for
their regular meetings, conferences, workshops, and special events.
Reservations are made at the Information Desk 05902). ' 4

- ) ) . J i
Typing Room & Duplicating Services--Students may be referred to, the
union to type their. 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). “
. . : A o T, _
Student Bank--Checks to 100 may be cashed by fadulty who hold activity tickets.

Presidents’ Lounge-jyonthly-art exhibits..

- *

" Travel Agency--Faculty members planning trips may wish to consult Qith : .

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

Bowling--chuity bowling leaghes are becoming popular. Fo:ffurthér,infor-
mation, call “3502. - _ . o \

Radfo Station-~The Radio Stétiqp is located on the second floor of the -
Union. pgpartmgﬁ;al announcements may be arrangedsy

Information Deskjflnfbrmation about é¢ampus activities may be obtained, and
~ ticket reservations:for campus eventd (including cultural affairs)

may be made by calling 3902.

!guigment--P.A.’lystems, casette tape players, héad,phonél, etc, may be .
.~ - used by faculty members. For further information, consult the :
Information Desk. : . ,

o

-

Pa-ilygActivt:ies--Familiei of faculty members may attend Union eveﬁzarand
mgy participate in-‘the activities of the bowling alley and games room.
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:g,Bv_.Counseling Séi:v_iceg

5 L
A3

‘Students may be referred to a number of 'setiricves for cdu'ns‘c_:l'ing,and. %
" remedial work: Coe . :

[ . ‘e

. Coungeling Center R o . . o

" - The QGounseling €enter in Be41 Franklin Building is staffed by pro- - N
\Jyﬁaiona-lly trained .counselors ‘and is open Monday thru Friday.at posted .
ours. = ~ o . -

t L. B . ‘ ) . \- . 5 .
Speecl? Clinic N ‘ ~ b . ) L
S.tudéngg with speech deftcfen;iiea may be referred to thg Speech '
Clinic in_Ndeﬁ‘q}‘I. S o o
- « »o° . . . ® oL
" Reading s T L ..

X Y . .

S,

roblems may be. re_f.erre&"'to' the Deve loweﬁé”al.,,
7y A R

. Students with r'eading})
~ Reading -Center'.in B‘enjamin

’
. 1
.. . M
| TR ‘ EREA TR

Writing Labdratory . . . .., . &r o

5

 The Department -0f"English offet:?asaisyanceq to studénts in impEoving
their writing skills, . °°~ . ‘ oY

" .

" .
v

h Cente’r.:' fox Aéidemi‘é‘ jﬁév’e;ifbpment.

a0 Thie Center for Acad'emic' ‘Iie'velopmep:" in Ben Franklin .Bui-l”df;lgv of_fei"q’
a variety of opportunities for remedial work with special emphasis upon - '
f’wf““me ‘to students identified w?”_t:h the Educational Opportunity -
Npsranm. S oo e




7.  MISCELLANEOUS

-

7 01 Secretarial Assistance

<

- Assistance by department secretaries is qvailable within the limits of
practicality to faculty members. Services,are.arranged through department
chairmen., o o _ L

9

Student help is- subgect to funds in the department budggt fhiequests for
student help are. cleared through the department chairman and the Dean.
) < i
The Financial Aids Office maintains a file of students who seek. part -time
employment. Usually, a number of students are competent secretaries. -

IS

7.02. Community Activities Tickets.

Faculty members may purchase community activities tickets at a current N
cost of $12.50 per year for the faculty member or $20 for the faculty member and A
a guest. The tickets grant admission to athlétic events, the community concert
series, the plays, and certain other all-college events for which there is an

.admission charge. = : . . .

1 = 7. 03 Community Government Association

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

One faculty member is elected by the faculty to be a non-voting member
of ‘the College Council. -
7 04 Facul_y Recreation Facilities
. o .
+ 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. : o

« Further opportunities for recreation are described in the' section on Kehr

- Union.

7.05 Meals

The serving lines {n Scranton Cokmons are open to faculty members. -The
current pricg of luncheon is $l 15, L o

" 7. 06 Meet and Discuss

: Provision is made for "meet.and discuss" as providkd for in the»Collective
Bargaining Agreement. .
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7.07 Student Grievance Committee :
Students who have exhausted the regular channels of appeel 1n matters
in which they feel aggrieved may appe/al to the Student Grievance Committee
- for an investigation. This committee has no authority beyond the moral
authority of persuasion, ‘but it has the right to hear, ‘evalyate end express_'

judgements to whomever might be concerned.




