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Plymouth StateUniversity
FACULTY HANDBOOK

Preface

The purpose of the Plymouth Statriversity Faculty Handbook is to provide faculty members with
general information regarding then i v e mpdidies 3nd ocedures and to serve as a reference to other
sources ofnformation where appropriate. Every effort is made to be thorough and actonséyer the
Handbook does not attempt to cover every office inthiversity or every rule, regulation, or polidy

only those frequently encountered by faculthile theprint version of this Handbook may be updated

and reprinted from time to time, the online versions of the Faculty Handbook and Faculty Bylaws
(available from the Web site of the Vice President for Academic Affairs) will be the most current.

Disclaimer

The University System and Plymouth Steit@versityreserve the right to change any of their policies,
rules, or regulations at any time, including those relating to salary, benefits, promotion and tenure,
termination, or any other term or condition of eayrhent. All changes are effective at such times as the
proper authorities determine whether or not those changes are reflected in this Handbook. Every effort
has been made to ensure the accurasyabéments made in this Handbookowéver, the actuaétms

and conditions of employment may differ from those described herein. Accordingly, this Handbook and
its provisions do not, and should not be construed to create a contract of employment or establish any
legally binding conditions of employment. Iby have any questions concerning the current status or
applicability of any provision described in this Handbook you should consult with the Vice President for
Academic Affairs or the Director of Human Resources

viii



1.0 HISTORY, MISSION, GENERAL ORGANIZATI ON, AND
GOVERNANCE

1.1 History and Description

Plymouth State University has a long tradition of meeting the evolving educational needs of the New
Hampshire and New England community. Established in 1871 as Plymouth Normal School, the

institution becam® | y mout h Teacher és College in 1939, Pl ymoL
State University in 2003. A founding member of the University System of New Hampshire, Plymouth

State now serves New Hampshire and the New England region as a comprehstigitien of higher

education. The University confers Bachelor of Arts, Bachelor of Fine Arts, and Bachelor of Science
degrees as well as Masterb6s degrees and Certifica
Professional outreach activitiesdagraduate courses are offered at several satellite locations around the

state, and articulation agreements with other campuses of the University System and the NH Community
Technical Colleges offer a variety of program and transfer opportunities. Therkltyalso contributes

directly to the ongoing academic and cultural life of the region by providing a variety of continuing

education programs, concerts and theater performances, art exhibits, and the athletic events of 17 varsity
sports. P &regsidsntiahcanmpusaotwide greens, dired walkways and traditional brick

buildings with an array of towers is located in the White Mountains and Lakes Region of New

Hampshire, a pristine rural setting of great natural beauty and multiple outdaati@ual opportunities

within easy access of the New England region.

1.2 Mission Statement

Values

The University motto Ut Prosim that | may serve, underscores the values upon which the Plymouth State
University mission is built. Dedicated to providia learning environment that supports development of

the mind, body and spirit, Plymouth State strives to prepare students for meaningful lives. Students are
encouraged to be active agents in the education process together with the faculty, staffnaunutgom

This philosophy is supported by the faculty and administration through a commitment to excellent
teaching based on scholarship and creative endeavor, active involvement in college activities, and service
to the wider community. Plymouth State igliated to providing learning experiences that promote
understanding and respect for all people and constructive discourse that includes a range of perspectives.
PSU strives to create an environment which supports diversity, equity and inclusivenes®ftir¢h

community and strives to prepare students to participate respectfully and responsibly in a pluralistic
society.

Mission

As a public regional university, Plymouth State University serves the state of New Hampshire and New
England by providing weleducated graduates; by offering ongoing opportunities for graduate education

and professional development; and by extending to communities partnership opportunities for cultural
enrichment and economic development. In each of these roles, Plymouth i8taisity has a special

commitment of service to the North Country and Lakes Region of New Hampshire. As a Carnegie
Masters | University, Pl ymout h State confers a co
Master s degr ees aacaddGraGuate Studies ircsaléctecsareasf Ad v

Vision
The educational philosophy of the University is based on the concepts of {eant@red teaching,
experiential learning and academic excellence. The Plymouth State University education features a

1



complematary relationship between liberal arts and professional studies, between academic and personal
development, between service and individual growth, and between the University campus and the larger
community. Programs of study are designed to engage ssualahto prepare them for gratifying and
productive careers. The undergraduate general education program gives students a broad perspective on
ideas and an awareness of diverse human experiences and cultures. Academic majors and minors build on
this founddion by providing concentrated learning in areas of choice. Graduate programs provide
professional competency and leadership as well as the advancement of knowledge in specialized areas. In
both undergraduate and graduate programs, experiential learnivegvirorld of career and professional

practice such as internships, field experiences, service learning, study abroad programs and other practical
learning partnerships allow students to become directly involved in testing and applying academic

theories ad ongoing personal and professional development.

[Approved by the University System of New Hampshire Board of Trustees, October 2003.]

1.3 Accreditation

Plymouth State University is accredited by the New England Association of Schools and Cdikeges, t
National Council for Accreditation of Teacher Education (NCATE), and the New Hampshire State Board
of Education. Program specific accreditations include the following: Social Work program by the
Council on Social Work Education; Health Edtica progran by theAmerican Association for Health
Education; Athletic Training program by the Commission on Accreditation of Allied Health Education
Programs of the American Medical Association; and the bachelor degree programs in Accounting,
Applied Economics, Maagement, and Marketing and the Master of Business Administration by the
Association of Collegiate Business Schools and Progréresised 98-04]

1.4 Board of Trustees

Membership of the Board of Trustees specified in State Law RSA 184:13, consiss of 27 trustees,
comprised of the Governor of the State, eleven Goverppbintees, six members elected by alumni

(four members elected by the alumni of UNH, one member elected by the alumni of KSC, and one
member elected by the alumni of PStWo memlers elected by students, the Commissioner of

Education, the Commissioner of Agriculture, the presidents of the Sydteimélleges and universities,

and the ChancellorTerms of the elected and appointed members are for four years, with the exception o
the studentlected trustee, who serves for one year.

The Chancellor is the chief executive officer of the University System of New HampdBikéH).

The Board elects annually its own officers, including a chair, vice chair, secretary, treasurertfveno i
Treasurer, USNH), and legal advisor.

The University System of New Hampshire consists of the University of New Hampshire, UNH at
Manchester, Keene State College, Plymouth Siateersity, and the statewid&ranite State College
Current informatiormay be obtained from the USNH Web sitatp://www.usnh.edu/

[revised 1128-07]
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15 Administrative Structure

Note: Full job descriptions of all Principal Administrators and the key administrative positeptating
to themhave beememoved from the Faculty Handbook effective with the&Q7 versionwith the
exception of the Academic Department Chlayr greement with th@rovost and Vice President for
Academic Affairs. Contatt h e V éffilseNfd@r sxbrmation about these administrative positions.

See the link to the online Organizational Chart in Sectionbkléw.

The Academic Department Chair reports to the Provost and Vice President for Academic Affairs.
A. Academic Department Chair

1. Appointments and Terms

a. Aregular term shall extend three years and be renewable after review in the last semester of
the term by the departmefi@culty, the Vice President for Academic Affairs and the
President.

b. The decision to appoint a Chair from withinto go outside the University for a new Chair
shall be determined by the President after consulting with the departfigentity and the
Vice President for Academic Affairs.

c. A set of candidates for the office shall be developed by the departmentbg ofea method
and in accordance with criteria determined by departmental vote. The list of candidates shall
be presented by the Vice President of Academic Affairs to the President of the University.

d. The President of the University shall make fingbaiptment from the departmental list.

e. The President, the Vice President for Academic Affairs and the Chair shall meet with the
department during the first semester of the first year of each term in office of the Chair to
revi ew t he de pjectivesarel adcadnglishgnents largl the resources allotted to
the department.

f.  The Department Chair is primarily a faculty member. However, to fulfill the duties of the
Chair position, the necessary administrative authority and clerical support must exist.

g The quality of the Chairds performance of du:
promotion, tenure, or merit by the department committee, by the Vice President for Academic
Affairs, and by the President.

h. Council of Chairs:

(1) The Chairsshall meet at least monthly while the University is in session and collectively
be known as the Council of Chairs.

(2) The Council exists to (a) advise the Vice President for Academic Affairs and the
President in the administration of academic affairsc@loydinate planning and
communication among departments, and (c) identify common problems and develop and
recommend methods of solution.

(3) The Council shall elect its Chair during the last meeting of the year, forpeangerm,
renewable for three pes.

i. Release Time:

Department Credits/Semester
Art 6
Biological Sciences 6
Business 12
Chemical, Earth, Atmospheric, & Physical Sciences 6
Communication Studies 3



Computer Sciencand Technology
Criminal Justice

Education

English

Foreign Langage

Health and Human Performance
Library

Mathematics

Music, Theatre and Dance
Philosophy

Psychology

Social Science

Social Work

DO WOOONZOOOOO O WO
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2. Duties

Working with faculty colleagues and with thimiversityadministration, the Department Chair
assumes leadership for:

a. Departmental Affairs

b.

d.

(1) Providing professional leadership and example in teaching, research, and community
service

(2) Developing departmental goals, missions, and objectives consistent with those of the
University

(3) Establishing departmental policy

(4) Scheduling department meetings and coordinating agenda

(5) Involving faculty members in departmental demismaking activities

(6) Establishing and maintaining internal communications

(7) Determining departmental awards and scholarships

(8) Representing the department in theiversityand with external agencies; conveying
Universitypolicy and actions to thdepartment

Academic Affairs

(1) Establishing departmental degree programs and curricula

(2) Evaluating and improving programs, curricula, and the quality of instruction

(3) Enforcing academic standards

(4) Preparing schedules of courses and room as&gts for the regular semesters and
designing Continuing Education program possibilities

(5) Providing guest speakers and coordinating departmental activities with other academic
departments

Faculty Affairs

(1) Recruiting and orienting new faculty mbers

(2) Supporting and encouraging faculty growth and high performance in teaching, research,
and other professional activities; controlling faculty workload to accomplish these ends
and to carry out the missions and policies of the department

(3) Recommading all appointments aontractand adjunct faculty, overload instructors,
continuing education faculty, and instructors for departmentadasfipus workshops and
courses

(4) Defining faculty responsibilities and protecting faculty rights

(5) Evaluatingfaculty members following procedures outlined in the Faculty Handbook

Student Affairs



(1) Delegating responsibility for the screening, assigning, and supervising of student
workers, graduate assistants and teaching fellows

(2) Responding to studentigrances and mediating disputes between students and faculty
members according to established departmental policy recognized by the Vice President
for Academic Affairs and the President

(3) Providing appropriate channels for students to express opinions atademic matters

(4) Communicating departmental programs and activities to students

e. Budgetary Affairs
(1) Preparing annual and biennial departmental budgets in concert with the administration
(2) Administering budgetary allocations by preparinguesis for and authorizing all
departmental expenditures
(3) Guiding the department in defining departmental policies on cost effectiveness
(4) Approving allocation of departmental faculty travel and development funds

f. Office Management
(1) Supervising asigned support personnel and applying appropriate personnel policies
regarding salary administration and evaluation.
(2) Administering departmental facilities and requisitioning supplies unless assigned to
others by mutual consent
(3) Making certain thaaidequate departmental files and record systems are maintained
(4) Coordinating textbook orders

1.6 Organizational Chart

The Organizational Chart for the administratiorlPbfmouth State Universitig available online at:
http://www.plymouth.edu/presoff/psuorg.pdf

1.7 Governance Structure

A. Bylaws of the Plymouth StateUniversity Faculty

The Bylaws of thé’lymouth State Universitlfacultyis printed as Appendix A. The most-tigpdate
version is available online from the Web site of the Vice President for Academic Affairs, at:
http://www.plymouth.edu/acadaff/facbylaws GM -1-D7.pdf

B. Bylaws of the Plymouth Stae University Graduate Faculty

(See Appendix B)

C. Student Government

Note: This passage is descriptive only. See the Bylaws of the PlymouthUSieeesity Faculty,
Articles Il and VIII.

The Student Senate is the student governing body adnhersity, operating under a constitution
approved by thé&niversity President and responsible to the President. It is an advisory body only
since all its acts must receive the approval oftheversity President before they become operative.


http://www.plymouth.edu/presoff/psuorg.pdf
http://www.plymouth.edu/acadaff/facbylaws_GM_11-7-07.pdf

The Presideny law is the only person authorized to make such changes since the President is
charged legally with overseeing the entire operation obtiieersity.

The Senate meets weekly and its membership is elected by the students in accordance with its
constiution. Meetings are open to all students who wish to attend.

[revised 1010-02]
D. Professional/Administrative/Technical Senate

Refer to the Bylaws of the P.A.T. Senaifiéhey are available online at:
http://www.plymouth.edu/committee/patstaff/reference/PAT Bylaws Jan 2007.doc

E. Operating Staff Senate

Refer to the Bylaws of the Operating Staff Sendltbey are available online at:
http://www.plymouth.edu/committee/opstaff/osbylaws.htm

1.8 Committees

Note: Committees whose composition and function are described in the Bylaws of the Plymouth State
University Faculty (Appendix) are indicated below, and have no description listed in this section. For
these committees, please refer to Faculty Bylaws, Article XI, Section F., with the exception of the
Steering Committeawhich is described in Article 1X.

1. AcademicAffairs Committee (refer to Faculty Bylaws, Article XI., Section F.)

2. Administrator Selection Task Forces (refer to Faculty Bylaws, Article XI., Section F.)

3. Athletic Council (refer to Faculty Bylaws, Article XI., Section F.)

4. Communications Studies Countt

5. Convocation/Commencement Committee

6. Council of Chairs

7. Council of Teacher Education (refer to Faculty Bylaws, Article XI., Section F.)

8. Council onthe First-Year Experience(aka First Year Council): The Council on the Firstear
Experiene is an ad hoc faculty advisory committee, appointed by the Vice President for Academic
Affairs.

9. Curriculum Committee (refer to Faculty Bylaws, Article XI., Section F.)

10. Distance Education Committee (refer to Faculty Bylaws, Article XI., Sectidn)

11. Faculty Loan and Grant Committee (refer to Faculty Bylaws, Article XI., Section F.)

12. Faculty Welfare Committee (refer to Faculty Bylaws, Article XI., Section F.)


http://www.plymouth.edu/committee/patstaff/reference/PAT_Bylaws_Jan_2007.doc
http://www.plymouth.edu/committee/opstaff/osbylaws.htm

13.

14.

15.

16.

17

18.

19.

20.

21

22,

First Year Seminar Coordinating Council (refer to Faculty Bylaws, ArticlXI., Section F.)
Frost Committee

Frost School Council (refer to Faculty Bylaws, Article XI., Section F.)

General Education Committee (refer to Faculty Bylaws, Article XI., Section F.)
Gerontology Council

Graduate Council

Grants Process Committee(refer toSec. 2.12 Financial Conflict of Intere&. Review of
Disclosure}®

Grievance ResolutionCommittee (refer to Faculty Bylaws, Article XI., Section F.)
Honorary Degrees and AwardsAdvisory Group (referto Faculy Bylaws, Article XI.,Section F.)

Honors Council (refer to Faculty Bylaws, Article XI., Section F.)

23. HUB Advisory Board: Advises the Director of the Hartman Union and reviews and

24,

25.

26.

27.

28.

29,

30.

31

32

33.

34.

35.

36.

recommends Union operational policies and procedures.

Humanities Council (refer to Faculty Bylaws, Article XI., Section F.)

Information Technology Coordinating Council

Institutional Animal Care and Use Committee

Institutional Review Board (refer to Section 2.14 C.)

Interdisciplinary Studies Council: Reviews and approves all proposals for interdisciplinary
degrees. Recommends to the Vice President for Academic Affairs or relevant faculty committees
policies concerning ID degrees.

Latin American Studies Council

Media Advisory Board

Medieval Studies Council

Nominating and Balloting Committee (refer to Faculty Bylaws, Article XI., Section F.)
Parking Committee

Peace and Justice Council

Planning & Budgeting Leadership Committee (new in 2007; replaces former Cpus Budget
Committee and University Planning Committee)

Pre-Law Council



37.7President 6s Commi ssion on Diversity
38 Presidentdés Commi ssion on the Status of Women

39. Safety Committee: Recommends policies by which the University can best confofedaral and
state safety regulations.

40. Sidore Lecture Series Committee

41. Society for Scholarly Dialogue

42. Steering Committee (refer to Faculty Bylaws, Article 1X.)
43. Technology Advisory Group

44. University Environmental Committee: The University Environmental Committee is an ad hoc
advisory committee appointed by the Vice President for Financial Affairs. It includes the Vice
President for Financial Affairs, four faculty membehg Director of the Center for the Environment,
the Directo of Facilities Services, the Manager of Building Services & Grounds, the Environmental
Health/Safety Coordinator, the Manager of University Purchasing, one Residence Hall Director, and
two students from the student group Common Ground.

45. Wo me n 6 s s Goungild(iiefer to Faculty Bylaws, Article XI., Section F.)
46. Writing Across the Curriculum (WAC) Task Force

[revised12-05-07]

1.9 Revision Process of the Faculty Handbook

The responsibility for maintaining accurate versions of the Faculty btexédand Bylaws

resides in the Office of the Provost and Vice President for Academic Affairs (henceforth to be
referred to as the VPAA), with primary responsibility assigned to the Executive Assistant to the
Provost and Vice President for Academic Affginenceforth referred to as the Executive
Assistant). Online versions of the Handbook and Bylaws will be made available on the Web site
of the VPAA.

A. Incorporating Changes Approved by the Faculty

It shall be the responsibility of the Executive Assistamughout the academic year to record
any changes to the Faculty Handbook or Bylaws approved by the faamdtyvill notify the
faculty when the changes have been implemeiitatiall be the responsibility of the Executive
Assistant to revise the onlinersion of these documents appropriately (including Table of
Contents and Index), in a timely manner. The Executive Assistant will keep a record of all such
changes made to the online documeatsl will notify the faculty when those chandmese been
implemented.

[revised 1205-07]

B. Incorporating Changes from Sources Other than the Faculty



It shall be the responsibility of the VPAA to notify both the Executive Assistant and the Faculty
Welfare Committee of any necessary revisions to the Faldaltylbook emanating from the
University System of New Hampshire Board of Trustees or System Office, the USNH Human
Resources Office, or the Plymouth State University President or VPAA. It shall be the
responsibility of the Executive Assistant to revisedhéne version of the Handbook
appropriately (including Table of Contents and Index), in a timely manner. The Executive
Assistant will keep a record of all such changes made to the Faculty Handbook.

[revised12-05-07]



2.0 FACULTY PERSONNEL POLICIES

2.1 Definition of Faculty Status

For full USNH policy on Appointments, see Online Policy Manual (OLPM) at USY.V.C.6, available
online at: http://usnholpm.unh.edu/USY/V.Pers/C.6.htm

A. Ranked Faculty 7 Full-Time
1. Tenure Track Faculty

Appointments to this status are at the ranks of Instructor, Assistant Professor, Associate Professor
and Professor.

Faculty receiving initial appointment to this status serveymag terms which may be renaive
following an annual performance review (see Sectidh Zl'hese appointments carry the
expectation of evaluation, on merit, for appointment with tenure. The usual number of years of
service required before evaluation for a tenured appointment isigiB&ction 2.7. Tenure can

be granted only by affirmative action of the Board of Trustees, upon recommendation by the
President and the campus process given in Section 2.8.

Faculty appointed to this status are eligible for promotion, tenure, and sableatie. They are
members of the voting faculty, i.e., they may vote on issues at faculty meetings, and are eligible
to vote in faculty elections and to be elected to faculty offices and committees.

2. Faculty-in-Residence (FIR)

Appointments to this atus are at the ranks of InstructbtK), Assistant ProfessoF(R),
Associate ProfessoF(R), and ProfessoF(R).

Faculty receiving appointment for this status may receive initial appointments for a specific
period ofup tothreeyears. The usual ded of appointment is one year. Appointments as FIR
may be renewable up to a maximum of three years, based upon an annual performance review
and the needs of the department. (Section 2.5).

Facultyin-Residence are not eligible for appointment with terarsabbatical leave, but are
eligible for promotion.They are members of the voting faculty, i.e., they may vote on issues at
faculty meetings, and are eligible to vote in faculty elections and to be elected to faculty offices
and committees.

The tdal number of appointments &itherFIR or Contract Facultgtatus cannot exceed a
number greater than twenrfive percent of the total tenuteack positions in a given department.

B. Unranked Non-Tenure Track Faculty

Unranked noftenure track facultare persons whose primary responsibility is teaching and who have
been appointed to one of the categories listed below. They are appointed for specific periods as
indicated below, renewable based upon a performance review and the needs of the depirayent.
do not hold academic rank, and they are not eligible for promd&oare, and sabbatical leaves.

Unranked noftenure track faculty may be either full or paine:
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1. Contract Faculty [full -time]

Appointments to this status are for one acadegrear, 100% time (teaching a minimum of 12
credits per semester), renewable up to a maximum of 7 paaesl upon an annual performance
review and the needs of the department. Contract Faculty are eligible for fringe benefits.

The total number of appaiments to either Faculin-Residence (FIR) or Contract Faculty status
cannot exceed a number greater than twéagypercent of the total tenuteack positions in a
given department.

Contract Faculty are members of the voting facuiey, they may ote on issues at faculty
meetings, and are eligible to vote in faculty elections and to be elected to faculty offices and
committees.[passed by Faculty-5-04]

NOTE: Any Contract Faculty elected prior to September 1, 2003, while serving asimdull

lecturer, to any faculty committee or as a faculty representative, may serve out the balance of the
term and vote in committee and faculty meetings during this time, if their annual appointment is
renewed.

2. Adjunct Faculty [part -time]

Appointments tdhis status aren a semestdry-semester basifor the purpose of teaching one
or more coursesAdjunct Faculty shall teach fewer than a total of 20 credits in the two semesters
of one academic year

Adjunct Faculty are not members of the voting facahd may not be elected to faculty offices
and committees. They may vote in department meetings and serve on departmental committees
at the discretion of the department.

Information about the pay scale fdnranked Nofilrenure Track Facultgositions mg be obtained
at the Office of the Vice President for Academic Affairs.

. Grant-Funded Faculty

GrantFunded Faculty are those who are supported at least 50% by externally funded grants or
contracts awarded on a competitive bagippointments may bfill-time or paritime and are

always made to an existing department or prograhey require the approval of the appropriate
tenuretrack faculty in that department or program and the approval of the Chair and Vice President
for Academic Affairs. Such ndividuals are granted academic rank within the department or program
by the President, upon recommendation of the Chair and VPAA.

GrantFunded Faculty are not eligible for sabbatical leave or teniiney are not members of the
voting faculty and mayat be elected to faculty offices and committees. They may vote in
department meetings and serve on departmental committees at the discretion of the department.
GrantFunded Faculty otherwise have ordinary faculty privileges (library, parking, &toey. are
eligible for benefits in keeping with established Board of Trustees policy.

Annual written reviews are prepared by the department chairperson or program director, who also

makes the initial recommendation for salary adjustment, if the appointsrenbée renewed.

Recommendations for promotionforGrdéht nded Faculty foll ow the inst
Tenure policy, except that evaluation of the candidate is limited to accomplishments in activities
associated with the grant or contrathe format for the promotion (only) recommendations will
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follow the current Faculty Handbook Promotion and Tenure prodesmnt Funded Faculty will be
apprised that they are only receiving academic rank through this process, and not tenure.

Appointments shiabe reviewed annuallyThey may be renewed only if continued external funding
is assured.The three ranks of Assistant Professor, Associate Professor, and Professor for Grant
Funded Faculty parallel their tenure track counterparts.

. Special Appointment Faculty

None of the faculty in the following categoriesa membeof the voting faculty and may not be
elected to faculty offices and committe@hey may vote in department meetings and serve on
departmental committees at the discretion ofdéygartment.

1. Emerius All tenured members of the faculty who retire after 10 or more years of service shall
be nominated by the Presidéotthe Board of Trustees for emeritus appointment at the rank held
at the timeof retirement. Emeritugppointnre nt s shal |l specifically indi
discipline and rank, e.g., Assiate Professor Emeritws English.

Emeriti may be employed according to the provisions for retired faculty below.
[revised 628-04 in accord with USNH policy]

2. Retired Faculty of the University may be employed following normal retirement under the
following conditions:

a. the specific work assignment after retiremsimallbe mutually acceptable to both the
employee and the department;

b. employmenshallbe parttime only, teachingewer than 20 credits in the two semesters of
one academic year

c. such employment will require appropriate administrative approvalsemesteby-semester
basis

d. University System benefits, other than those required bydaallnot be earned during
employment. Provisions for such benefits have been previously allocated for retirees.

3. Affiliate: Appointmentto Affiliate status is made to honor various contributions to the
educational mission of tHeniversity. Appointment toAffiliate status is by action of the
President of Plymouth State University, after recommendation by the appropriate Department
Chair and the Vice President for Academic Affairs. All such appointments are for one year and
may be renewed.

Appointments to this status are at ranks\ffliate Instructor Affiliate Assistant Professor,
Affiliate Associate Professor, addfiliate Professor.

Affiliate faculty are not eligible for promotion, tenure, or sabbatical le&f#liate faculty serve
without financial payment for their services.

4. Visiting: Visiting faculty members are individuals who hold regular faculty appointments at
other institutions of higher education and who contribute to the educatioredearclactivities
of a USNH institgion, either fulttime or paritime. They may be appointed as Visiting Assistant
Professor, Visiting Associate Professor, or Visiting Professor. All such appointshetitsefor
one semester or one academic yearsinadl berenewable. Visiting facuftare not eligible for
promotion, tenure or sabbatical leaveRdymouth State University
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E. Administrators with Faculty Rank

Administrators with faculty rank are the following:

President

Provost and Vice President for Academic Affairs

Associate Vice Resident for Undergraduate Studies

Associate Vice President for Graduate Studies and Community Outreach

Director of the Library

No person may be simultaneously a member of or represented by two governance assemblies.
Retreat Rights: retreat rights areiindually negotiated. Normally, if an administrator takes up a
full-time faculty position, a salary adjustment to 39/52 of the fiscal year salary is made.

In accord with the provisions of Faculty Bylaws, Article 111, administrators with faculty rank are
members of the voting faculty, i.e., they may vote on issues at faculty meetings, and are eligible to
vote in faculty elections. Of the listed administrators, only the Director of the Library is eligible to be
elected to faculty offices and committees.

. Special Academic Support Staff

PAT-Skills Application Teachers: Under general supervision of department chair or faculty member,
to instruct students in basics of applied skills, including testing, determining skills proficiencies and
designing coursand laboratory programs to support those skills.

Advising and other faculty duties are decided upon by the department.

PAT-Skills Application Teachers are not members of the voting faculty and may not be elected to
faculty offices and committeeS hey may vote in department meetings and serve on departmental
committees at the discretion of the department.

NOTE: Individuals will no longer be hired in this category. Departments requiring an instructor with
a specific skill set should consider the catégpof Unranked NoiT enure Track Faculty described
above (Contract Faculty or Adjunct Faculty).

. Qualifications for Appointment to Rank

1. Instructor: shall have made substantial progress toward completing formal advanced study
(Doctorate or equivatd terminal degree) appropriate for the field.

2. Assistant Professor: shall have completed formal advanced study (Doctorate or equivalent
terminal degree) appropriate for the field and have had successful teaching, professional library,
or other relevanéxperience.

3. Assaciate Professor: shall have completed formal advanced study (Doctorate or equivalent
terminal degree) appropriate for the field and have had several years of successful teaching,
professional library or other relevant experience, leange shown evidence of successful
scholarly or professional activities which are objectively evaluated by colleagues external to PSU.

4. Professor: shall have completed formal advanced study (Doctorate or equivalent terminal degree)
appropriate for theéld, have a background of successful teaching or librarianship, and sustained
successful scholarly or professional activities which are objectively evaluated by colleagues
external to PSU.

[Section 2.Yevised by Faculty-#-04; indicated paragraph oontract Faculty approve8-5-04]
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2.2 Appointment

A. Letter of Appointment

A letter of appointment is issued at least annually teteanred faculty members by the Vice
President for Academic Affairs. The letter sets forth the terms of employmenmipajate to each
status and rank.

B. Tenured Appointment

Tenure is the right of a faculty member to beneployed for successive contractual periods, subject
to the terms and conditions of employment that exist from period to period, absent a ddinomdgtra
just cause for discharge or financial exigency or Board of Trustees authorized programmatic
displacement.

Tenure can be granted only by affirmative action of the Board of Trustees, upon recommendation by
the President and the campus process div&ection 2.7.

C. Appointment Term

1. An employment year is either fiscal or academic. Academic year appointments are applicable
only to full- and partime faculty positions, and to any category of graduate student employment.
All other appointmentare either fulitime fiscal or percent time fiscal (flex year). An
appointment for one semester of an academic year shall be considered part of an academic year
appointment.

2. For academic year appointments, the active dates of appointment begin tieeyNdefore the
start of Faculty Week in August and end with graduation in May. These active dates include
Winterim. It is understood that persons holding an academic year appointmentiasefull
faculty members hold professional annual appointmentshwhidude responsibilities, such as
participation in orientation sessions, that may fall outside of the active dates of appointment.

3. Fiscal year appointments follow the fiscal year which is defined as 12 consecutive months
beginning with July 1 and emdy with June 30.

[Sec. C. added at-8-06 Faculty Meeting, in accord with USNH policy]

2.3 Search/Appointment/Orientation

A. Search Procedures

Search procedures are set up by the Vice President for Academic Affamnsjunction with the
Human Resorces Office

[revised 96-04]
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B. Appointment Procedures

Faculty members are appointed by the Vice President for Academic Affairs, upon the
recommendation from the Department Chair. Faculty members receive letters of appointment as
described above (St@on 2.2).

C. Orientation

There is a yearly orientation program for new faculty, organized by the Vice President for Academic
Affairs. Departments carry out additional orientation of new faculty.

D. Equal Opportunity

It is the policy of Plymouth Statgniversityas a unit of the University System of New Hampshire to
provide equal opportunities on the basis of merit and without discrimination because of race, color,
religion, sex, sexual preference, age, national origin, or physical or mental hanthese. policies

are in compliance with Federal Executive Orders and the General Laws of the State of New
Hampshire.

The Universitywill provide equal opportunities for all qualified individuals and will promote the full
realization of equal opportunityribugh positive, continuing programs in each unit. This policy of
egual employment opportunity applies to all individuals in every aspect of employment policy and
practice.

The University System and Plymouth Steit@versitywill take affirmative actiond ensure that all
applicants receive fair consideration for employment and that employees receive fair treatment during
employment, without regard to their race, color, religion, sex, sexual preference, age, national origin,
or handicap. Such will applyubnot be limited to: employment, upgrading, transfer, demotion,
recruitment advertising, lagff, termination, rates of pay or other forms of compensation, and

selection for training. Notices of nondiscrimination will be posted in conspicuous plaaes to b

viewed by all employees and students. Grievance procedures will provide for prompt, fair and
impartial consideration of all complaints of discrimination on the basis of race, color, religion, sex,
sexual preference, age, national origin, or handicapnd&rd procedures for consideration of

complaints are established in the System Policy Manual which is available at numerous offices within
the System as well as in the Faculty and Staffidbooks

E. Affirmative Action

The section on Affirmative Actionf t he Uni versity System of New
Manual (OLPM) may be seert USY.V.B, available online at:
http://usnholpm.unh.edu/USY/V.Pers/B.htm

The Unversity Systerd &ull Affirmative Action Plan(for 200507) is available online at:
http://www.usnh.edu/hr/aa.plan/20@807 AA Plan.pdf

TheUniversity will ensure that all solicitations or advertisements placed by it or in its behalf will

stress that applicants will receive consideration for employment without regard to race, color,

religion, sex, national origin, or handicap, and will state thatriktitution is an Equal
Opportunity/Affirmative Action Employer. Furthermore, it is Plymouth State i v e mpdidy that 6 s

in the process of recruitment for appointment to all positions, no permanent appointment will be made
until minority group and wmen candidates have been sought out and, when qualified candidates are
identified, are encouraged to apply.
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The University System will continue to assure that contractors or prospective contractors,
subcontractors or unions submit a statement in writirtgesr Equal Opportunity commitment in
compliance with Title 41 of the Federal Guidelines.

In addition, it is the policy of Plymouth Stdtmiversitynot to discriminate on the basisrefce, sex,

color, disability, religion, age, marital status, natiaoégin, sexual orientation, disabled veteran

status, or Vietnam veteran statnsts recruitment and admission of students or awarding of financial
aid, in the recruitment and employment of faculty and staff, or in the operation of any of its programs
and activities, in accordance with federal and state laws.

See also Sec. 2.10.D. Nondiscrimination and/or Harassment Policy Statement.

[revised 628-04 in accord with USNH policyevised 1126-07)

F. Nepotism

For full USNH policy on Nepotism, see Omdi Policy Manual (OLPM) at USY.V.D.6, available
online at: http://usnholpm.unh.edu/USY/V.Pers/D.6.htm

More than one member of an immediate family magimployedby theUniversity. Each such
employeeshall receive the full benefits and privileges of a regular appointment. However, no faculty
member, Department Chair, Vice Presidentother administrative officanay participate in

decisions affecting the appointment, tenure, promptiolther personnel status of a relative.

See the OLPM for the definition of irelativeo
by a relative is involved.

[revised 628-04 in accord with USNH policy]

2.4 Personnel Records

A. The PersonnelFile

For full USNH policy on Personnel Files, see Online Policy Manual (OLPM) at USY.V.C.14,
available online athttp://usnholpm.unh.edu/USY/V.Pers/C.14.htm

1. Content

The Human Resourc&epartment maintains electronic personilesffor all status faculty
members. Information contained in the personnel file includes, but is not limited to the
following: salaryinformation such aappointment letters and payroll informatidoenefits
information such asnrollment information, beneficiarpfiormation, and benefit changes;
peformance evaluati@and corrective actions related to performamaiecellaneous

information such asdagiress changes, updates to degrees and credemtigilsal sibmitted hiring
documents such as resume, vitae, letters of reference, and tran$beptsamples noted above
arerepreserdtive of the types of documents that can be found in personnel files. Howewer, the
examples areotintended to ball-inclusive and documeainot namedanbe maintained in the
personnel file.
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Evaluation materials sent to Human Resources to be included in the personnel file madebe
available to the individual, either by an immediate copy or a later copy at the time the item
placed in theersonnel file. Aegatiors or accusatioswill not be placed in theersonnel file
without notice to the individual.

2. Review

All information included within the electronic personnel file is available for review upon request
by the ficulty member at any time. Additionally, the evaluation and corrective action materials
sectionis available for review only by appropriate parties on a {tedshow basis.Faculty are
entitled to photocopies of any materials in tled@ctronicpersonnkfiles. The cost of the
photocopies is 2cents per page.

The Human Resources Department maintaiReeord of Access for Evaluation File Foimthe
electronic personnel file iarder tokeep a record of the individualgho haveaccessethe
evaluaion materials included in the personnel file.

Departmental promotion artdnure committees will have access to individual personnefdites
viewing information relevant to promotion and tenardy within the Human Resources Office.

[revised 628-04in accord withUSNH policy; revised-2-04 by PSUHuman Resources Office
revised 1128-07 by PSU Human Resources Office

2.5 Evaluation Procedures

For full USNH policy on Performance Evaluation, see Online Policy Manual (OLPM) at USY.V.C.7,
availableonline at: http://usnholpm.unh.edu/USY/V.Pers/C.7.htm

All faculty members shall be evaluated annually using the appropriate procedures below. Evaluations are
made as a basis for annual saladjustments and personnel actions such as renewal of appointment,
promotion and tenure.

A. Areas of Evaluation
Areas to be evaluated shall include:
1. Teaching/Librarianship
a. Effectiveness, improvement, innovation

b. Advising (only if assigned)

2. Scholarship/Professional Activity

a. Research and experimentation for course development

b. Involving students in scholarly/professional activity

c. Research/publication

d. Creative activity, including performances and exhibitions

e Consulting based upgrrofessional accomplishment and reputation
3. Service

a Department

b. University

c. Outreach
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d. Professional/scholarly organizations
e. Community in area of professional expertise
f. Consulting

B. Evaluation Procedures

1. Annually, during the secahsemestell faculty members goplete an Annual Faculty Report.
At least every 3 years, faculty members are also asked to complete an updated Guxfiadu
in the approved format. Forms for both the Annual Faculty Report and the Curriculum ¥itae ar
available on the Web site of the Vice President for Academic Affairs

2. Student Evaluations: Each teaching faculty member shall be evaluated by each class, each
semester, with the exceptions of practica and seminars, using a departraguedlyed fom.
Library users shall, in a manner determined by library faculty, be afforded the opportunity to
evaluate each library faculty membérevised by Faculty $5-99]

3. Classroom Evaluation of Teaching Faculty: The Department Chair and/or designeedigyrov
the department shall visit annually the classes of faculty who have not received tenure or who are
potentially eligible for promotion. The Department Chair and/or designee may visit the classes of
other faculty as the need arises.

The instructor mst ordinarily be notified of the visit in advance. The instructor may provide
class materials to the visitor and/or explain any unusual aspects of the class. If a particular day is
not appropriate, the instructor has the right to request and recesie @na different day.

Reports of the visits shall be shared with the faculty member and the Vice President for Academic
Affairs. Since library faculty are observed on a daily basis by their Department Chair, this
constitutes visitation for library fatut y 6-teaching status.

4 Vice President for Academic Affairs/ Presidento

The Vice President for Academic Affairs and/or the President have the right to visit faculty
classes. Visits will usually be arranged in advance. Reasfudisch visits shall be communicated
to the faculty member and the Department Chair.

C. Annual Evaluation for Non-tenured Faculty Members

Every nontenured faculty member shall receive from the Department Chair an annual letter of

evaluation. The letteshall state the basis for the evaluation. The letter shall be signed by the faculty
member with a statement acknowledging receipt but stipulating that the faculty member does not
necessarily agree with the contents. The faculty member may appenc€Ctbthe r 6 s | et t er an
comments desired. These comments al so become pas
letter and any comments appended by the faculty member shall be sent to the Vice President for

Academic Affairs.

D. Reappointment Notification Procedures for Nontenured Faculty Members

For nontenured faculty members, the Department Chair shall recommend annually to the Vice
President for Academic Affairs a continuing appointment or a terminal appointment. The Vice
President for Academi&ffairs shall recommend to the President a continuing appointment or a
terminal appointment. In the case of a terminal appointment, notification shall follow these
guidelines:
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1%'yeari March 15
2"yeari December 15
3% year and subsequent yearSeptember 1

. Special Annual Evaluations for Nontenured Faculty Members Within
Two Years of Tenure Decision

Every nontenured faculty member within two years of a tenure decision shall receive a yearly letter
of evaluation from the Vice President foc#&demic Affairs. The letter shall state the bases for the
evaluation. Every netenured faculty member within two years of a tenure decision shall be entitled
to a joint conference each of the two year years with the Vice President for Academic Affaie an
Department Chair to exchange views on progress toward tenure.

. Annual Evaluation for Tenured Faculty Members

Using a set of procedures adopted by the department faculty, each tenured faculty member shall be
evaluated annually. All individuals atbe informed of the results of their evaluation. The

department shall have the prerogative to make the process as simple or complex as it chooses, as long

as the procedure is applied consistently. All procedures adopted by any department shalhied revi
by the USNH counsel to ensure that they meet USNH guidelines and policies.

When an evaluation is written about the performance of a tenured faculty member and sent to the
Vice President for Academic Affairs, the individual shall receive a copy aghhkiation. If the

faculty member disagrees with the evaluation she or he shall have the right to write a response which
will be sent to the Vice President for Academic Affairs and be attached to the evaluation when placed
in that i ndi fid & ocopyl ofitte reppenseswill mlsodé sent to the Department Chair.

[passed by Faculty-3-92]

2.6 Procedures for Annual Salary Adjustment

. The Department Chair shall review the Fac@lhnual Report Sheet completed annually by all

faculty memlers and, using this and other material from the Evaluation Procedures above, shall
recommend to the Vice President for Academic Affairs compensation changes for each member of
the department in accordance with Board of Trustee guidelines.

. The FacultyAnnualReport Sheets, the Department Chairos
and criteria are then reviewed by the Vice President for Academic Affairs, who in turn makes

recommendations on compensation for each faculty member to the President aWéilable funds,
the President determines a salary for each faculty member.

2.7 Promotion and Tenure

. Eligibility

1. Faculty member may initiate: Any faculty member who is eligible for promotion and/or tenure,
and who desires consideration, i¢amatically a candidate and is to be evaluated according to

these policies and procedures. Faculty members will indicate their desire to be considered to the
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Department Chair and the Vice President for Academic Affairs. The Vice President for
AcademicAf ai rsdo office wildl notify faculty of thei

2. Time in rank: Only fulltime paid service counts toward time in rank. Sabbatical leave time also
counts toward time in rank. Only full academic years of paid seoicen approved sabbatical
or other paid leave) count toward time in rank. At the time of joinind fa8ulty, faculty
members will be given by the Vice President for Academic Affairs a written statement specifying
the number of years of experience eleere with which they are being credited for promotion
and tenure. A maximum of three years may be granted. Credit is based on prior teaching
experience or other equivalent experience rele
prior service maye reduced at the request of the faculty member.

3. Eligibility in rank:

a. Instructors are not eligible for tenure at the rank of Instructor. A decision to promote to
Assistant Professor and grant tenure, or give a terminal appointment, must hsonstee
than during the sixth year.

b. Instructors are eligible to apply for promotion to Assistant Professor following completion of
the terminal degree. Instructors will not normally be promoted to Assistant Professor without
the terminal degree in¢ir fields. A decision to promote or give a terminal appointment
must be made no later than the sixth year.

c. Assistant Professors are eligible for tenure and promotion to Associate Professor at the end of
six years of appropriate teaching experiemckigher education, three of which must be at
P3J. A decision to grant tenure or give a terminal appointment must be made no later than
during the sixth year of fullime creditable service at the rank of Instructor or above.

d. Associate Professors,riewly appointed to R$at this rank, are eligible for tenure
consideration during their second year of service &t PEenure or terminal appointment for
all Assaociate Professors must be decided upon no later than during their fourth yddr at PS
If faculty members are promoted to this rank from Assistant ProfessotataR8 if they
have served three years at P& the time the promotion takes effect, faculty members are
also granted tenure.

e. Assaociate Professors are normally eligible to applypfomotion to Professor in their sixth
year at that rank.

f. Professors, if newly appointed to B&t this rank, are eligible for tenure consideration during
their second year at RIS Tenure or terminal appointment for all Professors must be decided
uponno later than during their fourth year atURSIf faculty members are promoted to
Professor from Associate Professor auP&nd if they have served three years dtl @Sthe
time the promotion takes effect, faculty members are also granted tenure.

B. Degree Requirements

1. In addition to the length of service requirements, the candidate must meet the following degree
requirements:

Instructor: Substantial progress toward appropriate terminal defyeaésed 96-04]
Assistant Professor: Doctoraieother terminal degree

Associate Professor: Doctorate or other terminal degree

Tenure: Doctorate or other terminal degree
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Professor: Doctorate or other terminal degree

2. If, in the opinion of all evaluation levels, a faculty member has aagpnotas a scholar/teacher
that transcends state lines, the timeervice requirements and/or the degree requirements may
be waived for promotion to all ranks through Associate Professor. If, in the opinion of all
evaluation levels, a faculty member lzapational reputation as a scholar/teacher, theitime
service requirements and/or the degree requirements may be waived for promotion to the rank of
Professor.

C. Change of Eligibility Requirements

New faculty who are hired under promotion and/or terariteria that undergo change or
modification subsequent to their employment shall have up to three academic years of eligibility
under the original standards for their initial promotion/tenure process. This shall be noted in their
letter of appointment Faculty who have already been promoted and/or granted tenure anBS

who have met all existing criteria for the next faculty rank shall be eligible to apply under those
criteria for three academic years after any changes or modifications of them doguapplication
within those three years shall be considered under the previous standards.

D. Areas of Activity/Criteria

The decision to promote or grant tenure to a faculty member who meets the above eligibility
requirements is based upon evaluatibthree areas of activity:

Teaching or Librarianship
Scholarly/Professional Activity
Service

1. Teaching or Librarianship

SinceteachingisR® s most i mportant mission, each facul
fields is expected to be at mmiim a very competent teacher or librarian. Accomplishments in
scholarly/professional activity and/or service will not outweigh serious deficiencies in teaching.

Criteria and activities for evaluation of teaching are given below.

Selected Activities andCriteria for Judgment of Teaching

Teaching is the most important activity of faculty members &t. PSare and attention must be
given to its evaluation.

The following guidelines for judging successful teaching may vary according to field, the
assignmenof the faculty member, etc. Departments are urged to choose among the activities and
criteria listed here and to develop appropriate supplementary items.

a. Courses and methods of instruction are planned to achieve specific course objectives and
specifc outcomes (skills, knowledge, etc.)

b. Instruction is organized to take into account the needs of the learner; students are assisted

outside of class

Courses and instructional procedures are appropriate for specific levels of learning

Further infornation about teaching techniques is sought and incorporated into classes

e. Students are assisted in obtaining internships, field experiences, practica, field studies,
independent studies, research, etc., and are supervised as appropriate

Qo
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Courses are résed and new courses and programs are developed as the need arises
Students are involved as active learners

Students are evaluated in ways appropriate to course goals and objectives

In-depth understanding of the subject being taught is demomktrate

Student competency exams, certification and licensing activities are completed, if appropriate
Students are encouraged to present the results of their work in appropriate settings

I.  Students are advised successfully (if assigned); special profpaadvisees are undertaken;
Universityactivities to increase student success and retention are supported

xT TTQ o

Teaching or librarianship is to be judged at each evaluation level based on the following
information:

a. Comprehensive sefvaluation of activies by the faculty member

b. Annual reports of the faculty member

c. Annual evaluation letters from Department Chair (and Vice President for Academic Affairs,
where applicable)

d. Reports of classroom visits (if any) or other evaluation activities byagplks of the faculty

member

Reports of classroom visits (or evaluation of librarianship) by the Department Chair

Classroom visits (if any) by the Vice President for Academic Affairs or the President

Results of student evaluations

Teaching matéals such as syllabi, reading lists, tests, and assignments, etc., or other

appropriate materials in the case of librarians

Evidence of special innovation in class material, or analogous material for librarians

Evidence of success in advising (if @s®d)

k. Student success, e.g., presentation/publication of student work, participation in contests, or
artistic exhibitions, etc.

SQ ™o

—_—

Scholarly/Professional Activity

Faculty members are expected to be involved in continuing scholarly/professiongy actieir
fields. Three areas are of special significance td:P@) research to improve courses and
teaching; (2) involving students in scholarship, research, and professional activity; (3)
scholarship/professional activity in the discipline whicbhgectively evaluated by colleagues
external to PB. (See below for a list of examples.)

Objective outside evaluation of scholarly/professional activities is an important requirement for
tenure and for promotion to Associate Professor or ProfessorrtDepas should make clear

what they regard as objective outside evaluation or the equivalent, and they should stipulate more
specific criteria within the following broad guidelines:

a. For promotion from Instructor to Assistant Professor: attaining tinginal degree in the
field, thus demonstrating possession of the training and experience to engage in successful
scholarly/professional activity.

b. For promotion from Assistant Professor to Associate Professor, and/or for tenure: evidence of
successful gectively evaluated scholarly/professional activities, such that the candidate can
be judged to be wellunched on a career on the field.

c. For promotion from Associate Professor to Professor: evidence of sustained successful
objectively evaluated schally/professional activities, such that the candidate can be judged
to have attained maturity and experience in the field.

d. Documentation of scholarly/professional activities is expected. Letters from outside
reviewers may be solicited for the purpoeépromotion. This is especially appropriate for
promotion to Professor.
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Selected Activities and Criteria which may be used in the Evaluation of

Scholarly/Professional Activity

Activities: Examples of acceptable activities are given below. The agsitie not in priority
order. The list is not meant to be exhaustive. Each department will determine which activities
are appropriate and develop further examples as needed.

a.
b.

o

—Tae@mea

[—

53T

S XS<ECVTQTO

Z.

aa.
bb.
cc.
dd.

ee.

ff

gg.
hh.

i.
Ii-

kk.

Classroom (or other) research and experimentation to improve teaching

Mag er 6s thesis where there has been significe
Undergraduate research, scholarship, professional activity, or honors thesis where there has
been significant faculty participation

Scholarly activity with local visibility

Aestheic activity (exhibitions, performances) with local visibility

Funded internal R$grant

Research in progress

Artistic work in progress

Participation in continuing education activities which enhance professional/scholarly
competence

Developnent of new professional tools for use with clients/professionals outside the
University

Book submitted for publication

Article submitted for publication

. Research proposal for external grant submitted for review

Consulting based on professiomgputation or accomplishments (program review,
accreditation review, etc.)

Paper at regional meeting (refereed or invited)

Critical review, editorial, etc. in refereed journal

Editing music

Reviewer for major publisher or national granting axyen

Judge at artistic (musical, performance, art) competitions

Scholarly activity with regional visibility

Aesthetic activity (exhibitions, performances) with regional visibility

Publication in trade or popular journal

Published research repo

Professional awards or ranking in competitions

Professional consultancies (include leadership roles in educating other professionals in field
in workshops and seminars)

Regular active membership on Editorial Board of scholarly journal

Paperat international meeting (refereed or invited)

Paper at national meeting (refereed or invited)

Scholarly activity with national and international visibility

Aesthetic activity (exhibitions, performances) with national and international itigifslg.,
work in a juried national show or exhibit in a recognized national gallery)

Patent

Chapter in book

Article in refereed journal

Funded major research grant from external source

Funded major contract from external source

Arranging orchestration (major)

Commissioned art work (major)

Publication of book or monograph (appropriate scholarly/artistic/professional publisher)

mm. New published musical composition
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3. Service

Service in a selection of areas listed beloexigected for promotion and/or tenure. Candidates
must have a record of positive contributions tollméversityas documented by annual reports,

letters from outside agencies, etc. The quality of service expected should increase for each rank.

Activitie s and Criteria which may be taken into account in Evaluating Service

Faculty members are expected to be of service to the departmduohiteesity, the profession,

and the community, wherever service to the people of New Hampshire on behalf of the
University is needed. The latter is not to be confused with community service or civic
participation done as a private individual,

a. Activities i Examplesof Service Activities include:

(1) DepartmentUniversity, USNHT membership and contributions to programs, committees
and activities

(2) Outreach instruction and other Continuing Education activities

(3) Professional/Scholarly Organizatiohactivities as officer, committee member, program
coordinator, consultant, et at national, state, regional, or local level

(4) Community, in area of professional experiisgervice on community boards or
programs, consulting (for fee or pro bono), etc.

(5) Consulting, in area of professional expertise (for fee or pro bofa)businesses,
institutions, agencies, individuals, etc.

b. Criteria for Evaluation of Service

P3U depends on the commitment and talents of faculty who serve in varied capacities.
Successful service to the Department,Uiméversity, and USNH is thereferan important

area. Our mission of student success and outreach to New Hampshire also implies special
importance for activities in these areas.

Successful completion of the activity and actual level of contribution, including appropriate
leadership, aramportant criteria to use in evaluating service. Departments are urged to
develop additional appropriate criteria.

2.8 Procedures for Promotion and Tenure

[Note: Sections C. and G. were revised by vote of the facultyled62 Both old and new v&pbns are
shown below. The new wording will apply to any teritaiek faculty hired after February, 2006. For
faculty hired prior to February, 2006, the new wording goes into effect in February, 2009 (applicable to
applications for promotion and/or tenaiin Fall, 2009), in accord with the policy set forth in Sec. 2.7 C.]

A. Permission
Faculty members who are to be evaluated for promotion and/or tenure must give written permission

by October 15 for their official files in the Human Resources offideetoonsulted by the evaluation
levels listed below.
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B. Levels

Each faculty member who is to be evaluated for promotion and/or tenure is to be evaluated at four
levels at PH. These are:

1. Department Promotion and Tenure Committee
2. Department Chair

3. Vice President for Academic Affairs

4. President

The candidate will be evaluated by each of these levels, in order. Each evaluation level is to review

the candidatebés file and the recommendation(s) ¢
considered, and make a recommendation based on the whole. Reasons for the recommendation must
be included. The written resul't of each | evel 6s

to the candidate. The timetable for each level to comjigeteview is as follows:

October 15, Candidate submits file to Department P&T Committee
November 15, Department P&T Committee recommendation due

December 15, Department Chairés recommendati on
January 15, Vice Presidentdéds recommendation du
Janary 30, Presidentdéds recommendation due

Each level will, on or before the above dates, communicate its recommendation in writing to the
candidate and all previous levels, and deliver the file with its recommendation to the next level.

If a DepartmentChai i s being considered for promotion and
recommendation is omitted.

At any time prior to the Presidentés final recor
withdraw from further consideration. This withdravsalkll be in writing and shall be available to all
previous levels.

C. [wording prior to February, 2006]T he Department Promotion and Tenure
Committee

The Department Promotion and Tenure Committee will consist of at least three and no more than five

ten ed member s. It is the responsibility of each
number and membership. (Ntenured faculty members may participate in the committee sessions if

a department so decides, but they shall be without vote.) btatfigewhere a department does not

possess at least three tenured members, a sufficient number of tenured faculty members from related
departments shall be invited by the Department Chair to serve. The Department P&T Committee

may solicit information froméepar t ment al and other appropriate c
performance in teaching, professional activities and services.

C. [revised wording, passed by faculty February, 20B@sponsibilities of the Department
1. Each department shall have fioowing:

a. A documented procedure for selecting a Department Promotion and Tenure Committee
consisting of five tenured faculty from the department. (See also item 5 below.)

b. Guidelines about expectations for teaching, scholarship, and service.
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c. Guidelines as to what evidence is possible for each area of teaching, scholarship, and service.

d. Specific information as to what materials or documentation shall be included in the
Promotion and Tenure folder, beyond the application itself.

2. Eachdepartment shall review its Promotion and Tenure guidelines at least every five years and
make revisions as necessary.

3. Each Promotion and Tenure candidate shall receive a copy of the recommendations of the
Department Promotion and Tenure Committeethedepartment Chair at least one week before
the recommendations are sent to the Provost

4. The Depar t meoi-year@Jalaation @teer far eadh faculty member shall review the
faculty member Geshrepaaad obteanhing sckolaiship, ancservice and identify
strengths as well as areas and strategies for improvement.

5. If a department does not have five tenured faculty available to serve on a Department Promotion
and Tenure Committee, the Depaent Chair will consult with the Provost to draw up a list of
possible committee members from other departments. From that list the department faculty will
vote for the remaining committee members.

6. The Department Promotion and Tenure Committee magitsioformation from departmental
and other appropriate colleagues about the ¢
activities and services.

[section C revised by Faculty206]

.Examination of Candi dateds Personnel

At the beginningf the evaluation process, the Department P&T Committee will (with the release

an

F

provided by the candidate) examine the relevant material Buhkiation Sectionofthea ndi dat e 6 s

official personnel folder maintained in the Human Resources office.
[revised by Faculty 2-94; further revised 418-05

. Vice President for Academic Affairs/President Class Visits

The Vice President for Academic Affairs and the President may make classroom visits for the
purpose of evaluating faculty for promotion andémure. Such visits shall be arranged in advance.

The Vice President for Academic Affairs shall visit Department Chairs who are candidates for
promotion or tenure. Results of such evaluations are to be used only at their respective levels. They
shall na be made available to prior levels.

. Recommendations

Based upon the reports of all previous evaluation levels and an independent evaluation, the President
of theUniversityshall make a final recommendation to the Board of Trustees. At this time, the
President will also report to each evaluation level and to the candidate the final recommendation. The
result of the evaluation at each level may take three forms:

1. Recommendation of promotion and/or tenure.
2. Recommendation (in the case of Aenured faculty) of a terminal appointment.
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3. Recommendation of no change in status.

G. Disposition of Evaluation Materials

The Presidentodos final recommendation to the Boar
becomes part o fsontekHile. Capesnofliall kb mmeddations &am each level of

the Promotion and Tenure process shall be filed in the Evaluation Section of the faculty

me mber 6s Personnel File in the Human Resources (
consideration. At any ti me prior to the Presidentdos fina
the candidate may withdraw from further consideration. In this case, the promotion/tenure

recommendation folder and all materials generated by it shall be returned¢amttidate or to the

level originating the materials.

[boldtextadded by vote dfaculty 21-06; see note at beginning of Sec.]2.8

H. Contents of Folders for Promotion and/or Tenure

Folders of candidates for promotion and/or tenure are reviewedvahthted by several levels at

P3UJ and by officials of USNH and the Board of Trustees. As evaluators become more removed from

the candidateds professional field of specialize
information in order to be abte form a sound judgment. The documentation listed below is needed

to help faculty members present a full case to reviewers at all levels, so that candidates may receive

every consideration in the promotion and/or tenure process.

1. Complete CurriculunVitae in approved formag(vai | abl e on )VPAAG6s Web si:
2 Candidateds summary statement of activities 1in
scholarly/professional activity and service since appointment (for tenure) or since last promotion
(for promotion)
3. All annual reports since appointment (for tenure) or since last promotion (for promotion)
4. All annual evaluation letters from Department Chair and Vice President for Academic Affairs
since appointment (for tenure) or since last promotionpffomotion)
5. All reports of class visits by Department Chair since appointment (for tenure) or since last
promotion (for promotion)
6. Sample syllabi, course planning materials, and/or other course materials as appropriate
7. Reports (interpretations asdmmaries should be attached to raw data) of all student evaluations
since appointment (for tenure) or since last promotion (for promotion)
8. Documentation of scholarly/professional activity and service
9. Letters from external reviewers of scholarlyffgssional accomplishments (especially for
promotion to Professor)
10. Other material added at the discretion of the candidate

I. Appeal Procedures
If the candidate believes that these policies and procedures for promotion and/or tenure were applied

inequtably to his or her case, the grievance procedures in this Handbook (see Section 2.18
Grievance) should be used.

J. Review of the Promotion/Tenure Procedures
Annually the Vice President for Academic Affairs will select representatives from departnients w

promotion and tenure cases have just been processed to review these Promotion/Tenure procedures
and make any needed suggestions for revision to the Handbook Committee.
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2.9 Separation

For full USNH policy on Termination (including resignation aetirement), see Online Policy Manual
(OLPM) at USY.V.C.9, available online alittp://usnholpm.unh.edu/USY/V.Pers/C.9.htm

A. Resignation (see OLPM atUSY.V.C.9.1.4)

Faculty members should folv professional and ethical standards so that the interests of both the
individual and théJniversityare considered as much as possible. Faculty members may resign
during the term of their appointment by submitting a written notice of intent to thetBepd Chair

and the Vice President for Academic Affairs, for action ordinarily at least four months in advance of
the effective date. The last dayaaftive services considered to be the last dayeofiployment

B. Retirement

Those faculty hired priacio July 1, 1994 who join a retirement plan had a choice of either the ARC
(1% Additional Retirement Contribution by USNH) or the Medicare Supplemental Plan. For those
faculty hired prior to 6/30/94 who selected ARC, the 1% contribution will be made BHUS

regardless of enrollment in a retirement program. Faculty hired after July 1, 1994, who join either the
TIAA/CREF retirement plan or Fidelity Investments plan will be a participant in the ARC program.
See Policy USY.V.A.7.2.3.8JSY.V.A.7.2.3.6 and USX.A.7.4-USY.V.A.7.4.3.2.2.

[revised 82-04 by Human Resources Office]

Normal retirement takes place at the choice of the faculty member who meets the following criteria:

1. Has been employed in a status position for a period equal to ten or morefyfeirime service
2. Has been actively participating member [either through contributions made by or on behalf of the
faculty member (i.e., disability waiver) or by membership in acmmtributory program] of one
of the following retirement plans fat least ten years:
a. TIAA-CREF
b. FIDELITY INVESTMENTS
3. Is age 62 or older

C. Incentive Separation Plans

For full USNH policyon Incentive Separation Plarsee Online Policy Manual (OLPM) at
USY.V.C.13, available online atttp://usnholpm.unh.edu/USY/V.Pers/C.13.htm

Incentive Separation Plans are an option which Plymouth State and the other USNH institutions can
offer faculty to encourage voluntary separation including retiremeliigibHlity, conditions, incentive
compensation, and financial maximums can be found in the OLPM at USY.VI@SM3V.C.13.8

[section C added-28-04 in accord with USNH poligyevised 82-04 by Human Resources Office

D. Non-Renewal of Appointment(Tenure Track Faculty)

Faculty memberén a tenurdrack line)without tenure whose appointment is not to be renewed will
be so notified by the Vice President for Academic Affairs by March 15 if in the first academic year of
service at th&niversity, by December 15 if in the second academic year of service atrilversity,
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and by September 1 in the third or subsequent year. (The December 15 date is designed to give both
the faculty member and théniversityadministration an opportunity for a fair apsali of the work
of the first semester.)

If faculty members so request, they shall be advised by the Vice President for Academic Affairs of
the reasons which contributed to the nonrenewal decision. They shalladsthh@apportunity to
request aeconsileration.

Non-renewal of appointment procedures do not apply to tenured faculty.

. Suspension

No member of the faculty shall be suspended from duty pending a full investigation of charges unless
the President judges t heaceinthéclassioomdi laboratanyanigiits cont i
endanger the personds own welfare or that of t he

. Termination

There are three conditions under which termination of a faculty member may occur: programmatic
displacement, financial exigency, or dissaikfor cause.

1. Programmatic Displacement of Faculty(see OLPM at USY.V.C.9.6)

Faculty members may be terminated or displaced because of programmatic changes, according to
the following principles and procedures. (Collective bargaining agreements thleg exist,
establish the process for programmatic displacement of faculty rather than this policy.)

Following is the exact wordingf the USNH polig (as of 628-04).

Decisions to change academic programs or units shall involve essentially edlicationa
considerations of a loAgerm nature, rather than cyclical or shntm fluctuations in
enrolliments. Such decisioase normally, but not necessaribasel on a thorough program
review. Full participatioy appropriate faculty and sufficientrtei normally an academic year
T arethe norm for such a reviewAny program changes resulting in displacement of tenured
faculty must include authorization by the Board of TrustéelsY.V.C.9.6.1)

When program review has been completed and decisions dectmaonsolidate, disestabligin
discontinue an academic program, those faculty members displaced as a result shall receive
formal written notification of displaceme(SY.V.C.9.6.1.1)

a. The natification period for faculty without tenure shall pktadurrent policy concerning
notification periods for nomenewal ofa nontenured appointmentUSY.V.C.9.6.1.1.1)

b. The notification period for faculty with tenure shall be a minimum of 18 months.
(USY.V.C.9.6.1.1.2)

Fairness and due considerationginbe given to individuals affected by such program changes
and all reasonable steps must be taken to avoid termination of displaced faculty members.
Alternatives which shall be considered in lieu of involuntary displacement shall be: shared or
reduceditne options, early retirement, reassignment or transfer to eticanciegincluding
administrative positions), voluntary separation with placement support and/or other career
redirections. Where netining is appropriate, the University System shalr ltlea reasonable
costs (not to eWWsSew@oed.2yeards salary).

28



Transfer to other units within the same institution is the prirmdwyt by no means exclusive
method for accommodating faculty members displaced by programmatic changesthFor bo
tenured and netenured faculty, the first obligation to effect a transfer (or other accommodation)
is with the President of the institution at which program changes are 1fidg¥.Vv.C.9.6.1.3)

If neither transfer nor other suitable opportunitiesaaalable for tenured fadyi following
program reviewand after considering tleamefive factors listed in th&uidelines on
Involuntary Termination Due to Factors Other Than Performaiu®Y.C.9.5) displaced faculty
will be terminated after the notifition period listed above. In event of theestablishment
within three years of a terminated program, first priority for reemployment will be given to
displacedenuredraculty. (USY.V.C.9.6.2)

Decisions made regarding termination of tenured facultynbers are subject to grievance
procedures only on the grounds of praged and/or due process errors. (USY.V.C.9.6.3)

[revised 628-04 in accord with USNH policy]

Financial Exigency(see OLPM at USY.V.C.9.7)

An employee may be terminated by astitution of the University System because bioma fide
financial exigency. Aona fidefinancial exigency is defined as an imminent financial crisis
which threatens a System unit in its entirety as an educational institution and which cannot be
alleviaed by less drastic means. Furthibgtthese reductions cannot be acctisifed by normal
reduction orallocation of resources as outlined in Beidelines on Involuntary Termination Due
to Factors Other Than Performance for Personnel Other Than Fa@u@y.V.C.9.5)or in the
policy onProgrammaticDisplacement of Facylt(USY.V.C.9.6) A termination due to bona

fide financial exigency involves the following steps:

a. Before a declaration of exigency is made, the President or Chief Executive Offfaer
institution will confer with the appropriate campus councils or othercgpiate
representative bodieand, along with the Board of Trustepsovideopportunity to
participate fully with the Board in relevant discussions pertainitigiamcial xigency (see
USY.V.C.9.7.1)

b. The Board of Trustees must make an official declaration of the existence of a financial
exigency. Once the existence of a financial exigency has been declared, the President of the
institution affected will, according togticies on financial exigency applicable to each,
consult with appropriate representative bodies and individuals, in order to identify areas to be
reduced and to determine criteria to be usedantitying individuals affected. see
USY.V.C.9.7.1)

In specifying these terminations, the President and the representative bodies will be guided by the
principle that a faculty member with tenure will not be terminated in favor of retaining a faculty
member without tenure except where a serious distortion afcdgemic program would

otherwise result(see USY.MC9.7.1)

I n the wor ds o fOncefinamcialkeSidemtys plexlaredthe rules df notification

of termination may be waived, although evbona fideeffort will be made to follow the notice
proceures. It is important that minimum disruption is caused to the workflow of the institution
and that staff members receive adequate notice. To that end, oral communication regarding
alternatives to reduction in force should take place with thersehber as soon as feasible prior
to a decision to terminate. (USY. V. C.9.7. 2)
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3. Dismissal for Causgsee OLPM at USY.V.C.9.8, Involuntary Termination Due to
Performance)June, 2004: VPAMarry is drafting revision of this sectiamsing AAUP
guideines,for discussion with Ron Rodgers and HR Office; GM notes that current precesdur
what was followed in aase some years agéich also went before the courts. December, 2004:
GM asks Faculty Welfare Committee to compare current policy and AAURIogsl for
consideration oainyrevision. No recommendation for any change in current policy has so far
been made by the Faculty Welfare Committee.]

Dismissal action may be initiated in two ways. The President dftieersity may initiate a
dismissakction against a faculty member by charging the faculty member with deliberate and
flagrant neglect of duty or moral delinquency of a grave order tending to injure the reputation of
theUniversity. A dismissal action may also be initiated by petition ofagority of the tenured
faculty in a department charging a fellow department member with gross incompetence,
deliberate refusal to meet professional responsibilities, or violation of professional ethics.

If dismissal action is initiated by the Presiddre,or she shall meet with the faculty member,

conduct a frank review of the problem, and seek to achieve a mutually agreeable resolution. If no
agreement can be reached, the President shall send notice of dismissal to the faculty member,
stating the appd procedures available. The dismissal case will become an issue for the Review
Committee only at the request of the faculty member being dismissed.

If dismissal action is initiated by a majority of the tenured faculty members in a department, they
shallsend a statement of charges to the President and to the faculty member whose dismissal is
being requested. The dismissal case will become an issue for the Review Committee at the
request of the faculty member whose dismissal is being sought, or thdeRteditheUniversity,

or the tenured faculty who initiated the dismissal action.

Whether action is initiated by the President or by a majority of the tenured faculty members in a
department, if the Review Committee concurs in recommending dismissilctity member

may request, through the Faculty Speaker, establishment of an Appeal Committee to review the
case again. The request by the faculty member shall be made within one week of the date on
which he or she has been informed of the Review Comenitecision. The Appeal Committee

shall consist of five tenured faculty members, none of whom shall be members of the Review
Committee or of the same department as the faculty member being charged. They shall be chosen
by the Faculty Speaker and the FagcHepresentative to the Board of Trustees for their standing

in theUniversitycommunity and for their objectivity, both in general and in respect to the issue at
hand. The Appeal Committee shall elect a Chair and determine its own rules of procedare. A

first order of business, the committee shall establish a timetable in consultation with the faculty
member being charged and the party seeking dismissal. Each side shall be given timely notice of
the hearing and advised of its right to be presemat@eeting at which evidence is introduced

and to be assisted and represented by counsel. Witnesses may be called by either side or by the
Committee to give testimony, and written statements may also be taken and considered by the
Committee. Each side alhbe entitled to know the identity of all persons who have

communicated with the Committee about the case and to question all persons who have given
evidence. I f the faculty memberbés professiona
or more sholars in his/her own field, either from thaiversity or some other institution, to

appraise his/her qualifications; but in that event, the party seeking the dismissal may do the same.
|t shall be | eft t o t he C oconsultatidn gvith dath sides,s cr et i on
whether the hearing shall be public or private.

The Appeal Committee shall keep a complete record which shall include all evidence and

arguments as well as the final vote and dissenting opinions, if any. At the conclutien of
hearing, this record shall/l be available upon r
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consideration of the case shall be based solely on the evidence and arguments presented at the
hearing.

Within 15 working days of the conclusion of its deliberasiothe Committee shall make its
recommendations to théniversity President who will implement them. Copies of

recommendations will be sent to the faculty member charged, the Chair of the Review Committee

and to the party seeking the dismissal. If thesklent should determine that implementation of

the Committeeds recommendation(s) is impossibl
or she shall, within 15 calendar days, so inform, in writing, the Chair of the Appeal Committee,

setting forth indetail the reasons underlying his/her determination.

2.10 Faculty Rights and Responsibilities

A. Academic Freedom

TheUniversitybelieves that faculty members are entitled to pursue truth wherever it lies, to freedom
of discussion in their areas ofaatemic competency and to their rights and responsibilities as citizens.
TheUniversitytherefore subscribes in principle to the following passages from the 1940 Statement of
Principles of the American Association of University Professors (edited to clasiue language):

1. Teachers are entitled to full freedom in research and in the publication of the results, subject to
the adequate performance of their other academic duties; but research for pecuniary return should
be based upon an understanding whih authorities of the institution.

2. Teachers are entitled to freedom in the classroom in discussing their subjects, but they should be
careful not to introduce into their teaching controversial matter which has no relation to their
subjects.

3. Collegeor university teachers are citizens, members of a learned profession, and officers of an
educational institution. When they speak or write as citizens, they should be free of institutional
censorship or discipline, but their special position in the conitywimposes special obligations.

As persons of learning and educational officers, faculty members should remember that the public
may judge their profession and their institution by their utterances. Hence, they should at all
times be accurate, shoulgegcise appropriate restraint, show respect for the opinions of others,

and should make every effort to indicate that they do not speak for the institution.

(See also Sec. 2.14 Working Conditions, F. Political Activity)

B. Professional Ethics

In the perbrmance of their duties, all faculty members and other instructors are expected to maintain
the highest professional, ethical and legal standards. This includes, but is not limited to, adherence to
the following policies:

1. discrimination (section 2.1G.)

2. nondiscrimination and/dnarassment (section 2.10)

3. professional responsibilities of faculty members (section E.10
4. financialconflict of interest (section 2.12)

5. outside employment/consulting (section 2B.3

6. copyright (section 24B.)

7. human subjects (section 2.C4

8. hazardousnaterials and hazardouwsste (section 2.18. & E.)

9. political activity (section 2.14 F.

10. alcohol servicégsection 2.14.)
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11. drug free workplace (section 2.14 1.)

C. Discrimination

Discrimination against persons on the basis of sex, sexual preference, race, ethnicity, religion,
national origin, age, or alien status is illegal and will not be tolerated. Any person so discriminated
against should seek to rectify the condition and may fijgevance. (Sesection 2.18 of this

Handbook for Grievance Policy. See also following section for R8tdiscrimination and/or
Harassment Policy Statemgnt

D. Nondiscrimination and/or Harassment Policy Statement

Following is the policy on sexual hasment from the PSU Human Resources Officeof10-3-07).
The complete policy may be foundtdtp://usnholpm.unh.edu/PSU/V.Pers/B.htniror clarity in
referencing sections of this policy, theprinted policy below uses the section numbers of the policy
in the Human Resources Office.

[see PSU Online Policy Manu&SU.V.B4]

4. Nondiscrimination and/or Harassméttlicy Statement

Plymouth State University (PSU) is committed to providindaadlity, staff and students with an

academic environment that is free of discrimination and/or harassment. The University expects all faculty,
staff and students to engage in behavior and conduct that is appropriate, respectful, and responsible for a
collegial, discrimination and harassmdige environment built upon trust, integrity and fairness. PSU, in
accordance with federal and state laws and regulations, will not tolerate discrimination and/or harassment
against any person based on race, colorpmaitiorigin, religion, sex, sexual orientation, gender identity

or expression, age, disability, marital status, disabled veteran status, or Vietnam veteran status by faculty,
staff or students because such behavior is unlawful, disrespectful and undehmisgsit of PSU's

mission. As such, the University will take appropriate disciplinary measures, up to and including
termination, against faculty or staff who violate this policy.

4.1 Definition: Discrimination and/or harassment occur when a persoroop gs harassed or is denied
rights, privileges or opportunities because of their protected status. Protected statuses include race,
color, national origin, religion, sex, sexual orientation, gender identity or expression, age, disability,
marital statusdisabled veteran status, or Vietnam veteran status. Discriminatory harassment is any
conduct that has the purpose or effect of unreasonably interfering with an individual's work or
education performance, or of creating an intimidating, hostile, or offemesivironment for work or
learning. Federal and state laws have been enacted to prevent discrimination and harassment. The
U.S. Equal Employment Opportunity Commiss{&EOC) is the federal entity that irstegates
claims of discrimination and harassment untiée VIl of the Civil Rights Act American's with
Disability Act (ADA) and The Age Discrimination in Employment Act of 196XDEA). TheNew
Hampshire Commission for Human Rigigshe state body that investigatdiegations of
discrimination and harassment un&erction 354A:7 Unlawful Discriminatory Practiced heOffice
for Civil Rightsis the federal entity that investigates student complaints of discrimination and
harassment in the academic environment. These federal and state entities are responsible for
protecting employees and students frorawful discrimination and harassment in the work and
academic environment.

4.1.1 Discrimination can include, but is not limited to, harassment. Harassment can occur when
faculty, staff or students engage in inappropriate, unwelcome behavior or condnst aitjeer
faculty, staff or students:
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41.110n the basis of that peolos oreed, seligipm matorat t ed st
origin, sex, sexual orientation, age, marital status, disability, pregnancy, or status as a
disabled or Vietnam engeteran) and

4.1.1.2 The behavior or conduct is sufficiently severe and pervasive enough that it would
interfere with a reasonable personds work
person would believe the work or learning environment is intimidakiostile or
offensive.

4.1.2 Examples of unlawful harassment are listed below. The list of examples provided below is not
intended to be alinclusive. If a situation should arise, where there is uncertainty about whether
the conduct or behavior consti#s unlawful harassment, contact the Human Resources
Department for guidance and clarification.
4.1.2.1 Ethnic slurs
4.1.2.2 Non-verbal behavior such as gestures, graphic and written statements
4.1.2.3 Derogatory verbal conduct such as naralling
4.12.4 Racial "jokes"
4.1.2.5 Physical conduct that is threatening, harmful or intimidating.

4.1.3 Sexual harassment includes a wide range of behaviors. The Equal Employment Opportunity
Commission (EEOC) describes sexual harassment as unwelcome sexnaeadiequests for
sexual favors, and other verbal or physical conduct directed at an individual based on his or her

sex when:

4.1.3.1 Submission to such conduct is made either explicitly or implicitly a term or condition
of an individual's employment @cademic work, OR

4.1.3.2 Submission to or rejection of such conduct by an individual is used as the basis for
employment or academic decisions affecting that individual, OR

4.1.3.3 Such conduct has the purpose or effect of unreasonably interferingmiitidividual's
work or academic performance or creating an intimidating, hostile or offensive working
or academic environment.

4.1.4 Examples of conduct that may constitute sexual harassment are listed below. The list of
examples provided is not all indive. If a situation should arise where there is uncertainty
about whether conduct constitutes sexual harassment, contact the Human Resources
Department for guidance and clarification.
4.1.4.1 Unwelcome sexual propositions
4.1.4.2 Graphic comments aboatperson's body

4.1.4.3 Sexually suggestive objects or pictures in the workplace or academic environment

4.1.4.4 Sexually degrading words to describe a person
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4.1.4.5 Derogatory or sexually explicit statements about an actual or supposed sexual
relationship

4.1.4.6 Unwelcome touching, patting, pinching or leering
4.1.4.7 Derogatory gendebbased humor

4.2 A single incident that causes a distracting or uncomfortable atmosphere on a given day may not rise
to the legal threshold that is required to ceeat intimidating, hostile or offensive work or learning
environment; however, a single incident that is severe may constitute discrimination and/or
harassment. Additionally, it is also possible for behavior or conduct to be pervasive and have a
cumulativeeffect of creating an intimidating, hostile or offensive working or learning environment.

4.3 Discriminating or harassing conduct or behavior, whether intended or not, is unlawful under federal
and state law. All complaints of discrimination and/or hemsent will be taken seriously. Plymouth
State University will not permit violations of this policy. Any faculty or staff who violates this policy
will be subject to disciplinary action up to and including dismissal. Plymouth State University
reserves theght to take reasonable action even though the behavior at issue may not meet the legal
threshold of discrimination and/or harassment, but is nonetheless inappropriate or otherwise violates

policy.

4.4 As an institution of higher education, Plymouth Staiéversity has a fiduciary duty to create an
academic environment that allows our students to pursue an education in an environment that is free
from discrimination and/or harassment. Therefore, as agents of the University, faculty and staff
members musdct in good faith and with due regard for our students' interests and report to
appropriate authorities any allegations of discrimination and/or harassment despite requests for
confidentiality or refusal by the victimized student to come forward persoifailre to comply
with this duty to report may result in disciplinary action up to and including termination from
employment.

45P] ymout h State Universityds Administration wil!/
to discrimination antbr harassment that are brought to the attention of Appropriate Intake Officers
(see list below ilPSU V.B.4.8, even when an incident is not reported in formal, written complaint.
Plymauth State University will evaluate evidence and information gathered to ascertain if
discrimination and/or harassment has occurred under the circumstance or situation presented.

4.6 All Plymouth State University faculty and staff, as part of their jolnirements, will be responsible
for preventing, reporting and eliminating discrimination and/or harassment in their respective
departments or work areas. All faculty and staff must act upon any information received that relates to
potential discriminationrad/or harassment in accordance with the procedure outlirfe8lh
V.B.4.7.1.2

4.7 Plymouth State University Discrimination and/or Harassment Complaint Resolution Procedure. The
Plymouth State University Discrimination and/or Harassment Complaint Resolution Procedure is
provided for internal resolution of such complaints and is not a legal forum. During the steps of this
procedure, the complainant and the accused may be acceahbgra third party who must be a
status employee or student within the University System of New Hampshire; however, such a person
may not be an attorney. Complaints that a conflict of interest exists for any of the participants in the
process may be matiethe Director of Human Resources.

4.7.1 Initial Contact. Any student or employee who believes that he/she has been the subject of

discrimination and/or harassment that involves other Plymouth State University employees or
students should take steps¢solve the matter. If possible, this should begin with direct,
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voluntary communication with the person engaging in the behavior in question in an attempt to
resolve the issue. With the exception of allegations involving student discrimination and/or
harassment of faculty, staff or other students, all complaints are to be addressed with the
following procedures. The process for investigating and adjudicating student complaints of
discrimination and/or harassment by students are detailed in the studeaof codduct and

judicial process as set forth in the Student Rights, Rules and Responsibilities publication. In the
event of a situation involving student harassment of faculty or staff, the initial review of the
allegations will be conducted pursuanthe Preliminary Complaint Resolution Procedure
described irPSU V.B.4.1] below; if the initial review indicates that discrimination and/or
harassment may have occurred, the incideltosireferred for adjudication by the Dean of
Students Judicial Affairs Office.

4.7.1.1 The complainant has the right to consult with an appropriate intake officer (AlO) (see
list below inPSU V.B.4.8 to gain knowledge and understanding of Plymouth State
Uni ver siDiys@s iMomati on Policy and Pl ymouth
Discrimination and/or Harassment Complaint Resolution Procedure. The complainant
may file a complaint, if so d&red. The AIO must inform the PSU Director of Human
Resources of all such complaints.

4.7.1.2 If an employee other than an AlO is contacted by an individual, or receives an
anonymous complaint, the receiver of the information must redirect the complainan
and/or the complaint to an AlO. The AIO must inform the PSU Director of Human
Resources of all such complaints.

4.7.1.3 The AlO shall inform the complainant at the outset that confidentiality shall be
maintained where legally and reasonably appropréate disclosure will be limited to
those who have a need to know in order to investigate the complaint thoroughly.
However, confidentiality cannot be unconditionally guaranteed under any
circumstances.
4.7.1.4 The complainant has the option of pursuingnar pursuing the complaint. Even if the
complainant declines to pursue the complaint, however, Plymouth State University
reserves the right and has discretionary authority over the decision of whether to
investigate potential nondiscrimination policy @tbns. Appropriate action will be
taken against faculty and staff who have violated this nondiscrimination policy.
4.7.1.51n all cases, the AIO will complete an intake form within five (5) working days of the
complaint and, if necessary, forward théormation to the appropriate campus
administrator(s), even if the complainant chooses not to proceed with the complaint.
4.8 Appropriate Intake Officers (AlOs):
4.8.1 Director of Human Resources (Affirmative Action Officer)
4.8.2 Assistant Director oHuman Resources
4.8.3 Coordinator of the Women's Service and Gender Resource Center
4.8.4 Dean of Students

4.8.5 Associate Vice President for Undergraduate Studies

4.8.6 Associate Vice President for Graduate Studies, Continuing Education and Outreach
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4.9 The PSU Director of Human Resources will ensure that all AlOs receive nondiscrimination policy
training on a regular basis.

4.10 Deadlines

4.10.1 Complainants are encouraged to file complaints as quickly as possible in order to ensure a
more effectie review of the situation. Faculty and staff have up to sixty (60) calendar days
following an incident to file a complaint with an AlO. Student complaints must be
submitted within twelve (12) months of the incident. In special circumstances, time limits
may be waived with the agreement of the PSU Director of Human Resources. All matters
will be handled as expeditiously as possible. Once a complaint has been filed, the PSU
Director of Human Resources has discretionary authority at any time during the complai
investigation process to extend any deadline in the complaint investigation process to
ensure a thorough investigation.

4.11 Preliminary Complaint Resolution Procedure

4.11.1 Complainants are encouraged to utilize the preliminary complaint resofutioadure. At
the time of the initial contact by complainant, the AIO will complete an intake form (within
five (5) working days) in order to facilitate the recording of the complaint. Once the
information is completely gathered and pursuai®$t V.B.4.7.1.4the complaint will be
investigated by the AIO, who may talk with the accused, individuals who were directly
involved in the incident(s) at issue, or individuals who previdrroborating sources of
information. The accused will be provided with an opportunity to respond to the complaint.
The AIQ, in conjunction with the PSU Director of Human Resources, will make a
preliminary determination about whether or not discrimimatind/or harassment has
occurred.

4.11.2 If, based on the preliminary determination, the opinion is that discrimination and/or
harassment has not occurred and that the complaint will not be pursued further, the
complainant and accused will be so advisgthie Director of Human Resources or his/her
designee.

4.11.3 If, based on the preliminary determination, the opinion is that discrimination and/or
harassment has occurred, the PSU Director of Human Resources or his/her designee in
conjunction with the Apropriate Principal Administrator will determine the reasonable
action to be taken. In accordance vitBU V.B.4.3 Plymouth State University reserves the
right to take reasonable actiemen when the preliminary determination finds that the
behavior or conduct at issue did not meet the legal threshold of discrimination and/or
harassment, but was nonetheless inappropriate or otherwise a violation of policy.

4.11.4 The original documenthat arise from the preliminary complaint resolution procedure
shall be kept in the Human Resources Office, but in a file separate from personnel files.

4.11.5 If the terms of the resolution include a sanction of an accused, the letter of sanction may be
placed in the official personnel file of the accused or in a file separate from the personnel
file in the Human Resources Office.

4.11.6 Where a preliminary resolution has not been reached, the Director of Human Resources or

his/her designee shall sendated letter to both parties advising of this fact and referencing
the formal complaint resolution procedure.
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4.12

4.13

4.11.7

Retaliation against the complainant and/or any individual who participates in good faith in
the complaint process is prohibited.

Conplaint Resolution Procedure

4.12.1

4.12.2

4.12.3

4.12.4

4.12.5

If the preliminary complaint resolution procedure describg@lSi V.B.4.11does not

resolve the discrimination and/or harassment complaint, be ifdmplainant does not

utilize the preliminary resolution procedure, then the complainant may submit a formal,
written complaint. A written and signed complaint of discrimination and/or harassment

must be submitted to the PSU Director of Human Resourdas/ber designee by the
complainant within ten (10) working days after the conclusion of the preliminary complaint
procedure (if utilized). The complaint shall state, clearly and concisely, the facts that are the
grounds for the complaint and the remasdyght.

Should the complaint be against the President of the University, a written and signed
complaint of discrimination and/or harassment must be submitted by the complainant to the
PSU Director of Human Resources who will inform the ChancefltneoUniversity

System of New Hampshire.

Within five (5) working days of the receipt of the complaint, the PSU Director of Human
Resources or his/her designee will ensure that a copy of the complaint is provided to the
accused. The accused willMeaten (10) working days to respond to the complaint in
writing. The written response shall fully, directly, and specifically address each charge
detailed in the complaint. This response will be submitted to the PSU Director of Human
Resources or his/heesignee.

Only in special circumstances will a delayed response to a written complaint be allowed. In
such cases, the PSU Director of Human Resources or his/her designee shall inform the
complainant in writing that the response will be required data specific.

In a situation where an impossible working or academic environment exists, a temporary
physical transfer and/or reassignment of duties of the parties will be considered.

Investigation Procedures

4.13.1

4.13.2

4.13.3

4.13.4

The President of the Wrersity shall appoint two trained investigators and shall notify the
complainant and the accused of the appointments. The complainant and/or the accused may
object to the appointment of the investigators if either believes there is demonstrable or
perceived bias on the part of either investigator. Any such objections must be raised within
five working days of the notice of appointment. In the event the President of the University

is the accused, investigator appointments will be made by the Chancell8Nof.U

The investigation will be conducted as promptly as possible without compromising
thoroughness. All employees shall cooperate with the investigation as a condition of
employment.

The Human Resources Office will develop, publish and raairguidelines for the
investigation of discrimination and/or harassment complaints. These guidelines are
suggestions and may be altered as necessary.

If, in the course of the investigation, other allegations surface against the accused, which

mayby themselves constitute discrimination and/or harassment, the investigators shall
inform the accused of these additional allegations in writing, and the accused shall be given
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4.13.5

4.13.6

4.13.7

4.13.8

4.13.9

an opportunity to respond to these allegations before the investigators teothpiereport
and statement of proposed findings. If, during the investigation, other USNH policy
violations are discovered, the investigators shall report these violations to the Review
Board (se’SU V.B.4.13.8

Information will be made available to those with a legitimate or official need to know.

Principals and witnesses may elect to have one advocate present during interviews;
however, the advocate must bstatus employee or student within the USNH and cannot
be an attorney.

At the conclusion of the investigation, the investigators shall submit the investigative report
with findings to the Review Board.

The President will appoint two membaeafsthe Cabinet and one "other designee” to serve
with the Appropriate Principal Administrator (APA) as a Review Board. The "other
designee," selected by the president, will be a representative from the accused's faculty,
staff or student constituency gimoul he two Cabinet members and the "other designee" are
to act as consultants to the APA in determining whether the nondiscrimination policy has
been violated and in making a recommendation for corrective action to the APA. The
written investigative reporthall ordinarily be submitted to the Review Board within thirty
(30) working days of the filing of a formal complaint. In complicated cases, the Review
Board may extend this deadline. Both the complainant and accused shall receive written
notification ofdeadline extension(s) from the Review Board.

The APA, in consultation with the other members of the Review Board, is responsible for
making a determination and recommendation within ten (10) working days of the
submission of the investigative repoFhe APA shall send a copy of the report,
determinations and recommendations to the PSU Director of Human Resources and USNH
General Counsel within ten (10) working days. In complicated cases, the Review Board
may extend this deadline. Both the complair@nd accused shall receive written

notification of deadline extension(s) from the Review Board. All investigative files shall be
forwarded to the PSU Director of Human Resources.

4.13.10If there is no determination of discrimination and/or harassmetitbAPA, the accused

will receive a final decision letter from the APA within five (5) working days. In such an
instance, no materials pertaining to the complaint shall be placed in the official or
temporary personnel files of the accused.

4.13.11f the Review Board finds the investigation and/or the report to be incomplete, the matter

shall be returned to the appointed investigators for completion.

4.13.12If there is a determination of discrimination and/or harassment by the APA, the accused

will receive a final decision letter from the APA within ten (10) working days of the receipt
of the determination, which letter shall include details of any disciplinary and/or corrective
action(s) as determined by the APA. Unless the APA determines as othappiepriate,

the final decision letter shall become a permanent part of the official Human Resources file
of the accused.

4.13.13The complainant(s) shall receive a final decision letter(s) related to their complaint.

4.13.14If the accused or complainaimelieves that the decision, process, or sanction regarding a

nondiscrimination policy violation violates Board of Trustees or USNH policy, or the
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accused wishes to appeal the findings, process and/or sanction he/she may grieve the action
through the gevance rights applicable to such person. If the person who is appealing is an
employee, then the Plymouth State University Employee Complaint and Grievance
Resolution Procedure shall be used. If the person who is appealing is a student, then the
student gevance procedure, as stated in the Plymouth State University Student Handbook,
shall be used.

4.14 Education. In developing an atmosphere of mutual trust and respect, Plymouth State University
shall provide ongoing educational programs that work towsewareness and prevention of
discrimination and/or harassment. In these programs, the University shall:

4141 Di stri bute copies of the current Plymouth St
Discrimination and/or Harassment Complaint ResotuRoocedure to all employees, and
notify employees about the availability of the procedure on the Plymouth State University
and USNH web home pages.

4.14.2 Post the Plymouth State University NBiscrimination policy on all official campus
bulletin boards

4.14.3 Provide incoming students and employees with information to heighten awareness of
discrimination and harassment issues and of the Plymouth State University policy.

4.14.4 Train the AlIOs PSU V.B.4.8 who serve as initial contacts for those who believe the
nondiscrimination policy has been violated.

4.14.5 Train a group of investigators on conducting formal investigations into discrimination
and/or harassment complaints. Mensbef this group will be appointed by the President of
the University as noted iRSU V.B.4.13.1

E. Professional Responsibilities of Faculty Members

Adherence to reasonable rubasd procedures contributes to professionalism among faculty members.
It does not violate academic freedom. When in conllictiyersity-wide policies take precedence
over those of individual faculty members.

1. Attendance

a. All classes, including ttee of finals week, must meet in accordance witHthei ver si t yo6s
established credib-contact hour ratio and are to meet for the full time as published.

b. Substituting outside class assignment for me
only when the faculty member cannot meet the class due to another professional
commitment.

¢. A minimum of one office hour for each thresdit course, or four hours for fdlime faculty
members, should be kept during each week of classes.

d. Faculty memberare expected to attend faculty meetings, department meetings, committee
meetings, convocationand commencement.

e. When absence is necessary for iliness or other reasonable cause, faculty members should
notify the appropriate Chair.

2. Grades

a. Gradesare to be treated as confidential information. They should be communicated within
the institution only as necessary to create transcripts, enforce academic standards, and aid in
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advising. They should be communicatedadmpus only upon the request loé tstudent and
when appropriate waivers are given. It is illegal to post grades in any manner that identifies
an individual student, including social security numbers.

b. Preliminary progress grades for first semester-jiestr students must be submitestth
semester by the end of th8 Geek of the semester.

c. Final grades must be submitted by the fourth working day after the exam is given. If more
than one section of a course is taught by the same instructor, grades are due on the fourth
working dayfollowing the last final exam in the course.

d. If a faculty member leaves the institution, grade files and records should be left with the
Department Chair.

3. Exams

a. Exams and assignments are to be graded and returned to students as soon as possible

b. Exams are to be administereithin the class schedule andly faculty members shall
proctor exams or administany other evaluation instrument
[ passed byraculty 117-84]

c. Instructors are to use the time allotted for examinations, for testsher suitable endf-
course activity.

d. Excusing students from taking finals is not permitted.

4. Advising

A faculty member is to advise students as assigied.detailed information on advising, see
Sec. 3.2 Classroom Policies, A. Academic Adk8so

5. Academic Standards

a. Required attendance outside of regular class time, such as field trips, is to be stated in the
class syllabus and cleared through channels described Hahi@book(section 3.2).

b. All cases of suspected academic dishonesist be reported by procedures described in the
Academic Catalog

[revised by Faculty &-01]

6. Administrative Assistants
Faculty shall not requesttatdepartmentafdministrative Assistants or other administrative staff
perform academic functions.
[passed byraculty 117-84]

7. Fair Grading Policy
Fair and equitable grading reflects values to which all members Biyhwuth State University
community commit themselves. Grades are used to assess the relative extent to which students
achieve carse objectives in all fecredit courses at Plymouth.
Academic freedom allows instructors to (1) determine course objectives, within the bounds of
established curricul a, and the means by which

evaluated amhto (2) evaluate the quality of work on individual exams or assignments.

Students have the right to challenge evaluations of their work. Such challenges are of two kinds.
Those that question the accuracy of grades are resolved by means described éinGer a d e
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a. Grade Appeals

Students who challenge a grade should begin by talking with thedtwt of the course

involved. If the situation cannot be resolved by that means, or if the nature of the problem
precludes discussion with the instructor, students may bring the matter to the attention of the
chair of the i ndi vairdvil atenipsto reselye the rhaitees gither The ¢
through discussion with the instructor alone or jointly with the student. If these meetings do

not provide a solution satisfactory to all parties, the question may be taken to the Associate

Vice President fokJndergraduate Studies where the matter will be reviewed. Regardless of

the outcome of these discussions, only the instructor of a course, using her/his professional
judgment, can change a studentds gr aithe. I f t
the proceedings, the Associate Vice President can ask the Academic Standards Committee to

hear the matter as describectib. andc.2. under Process for Challenging Grading Standards

below.

b. Standards for Fair Grading

To achieve fair and equitibgrading, instructors shall inform students, in writing, e.g., via a
syllabus, of the course objectives and the means by which student mastery of those objectives
will be determined. Instructors are expected to share this information with studentstiering

first class meeting and to provide this information, in writing, no later than the second class
meeting. These arrangements cannot be altered after the class has met for one quarter of its
scheduled class meeting time if the changes disadvantaggemtstThe grade of a student

shall be based solely on the criteria known to all students in the class and all such criteria
shall apply to mastery of stated course objectives.

Examples of violations of the fair grading policy include, but are not limidethe
following:

(1) Allowing alternate work to substitute for coursework assignments, for a particular student
or group of students, when that option has not been stated in the syllabus as available to
all students.

(2) Allowing a student to perforraxtra work, over and above that described in the syllabus,
to influence her or his grade, when that same opportunity has not been made available to
all students.

(3) Allowing any student to perform extra work after final grades have been submitted to
improve their grade.

Exceptions to the above example violations may be allowed in cases related to documented
learning disabilities when alternative testing arrangements have been made through Plymouth
Academic Support Services (PASS) and in cases whamedhe documented serious

extenuating circumstances.

c. Process for Challenging Grading Standards
When a member of the Plymouth Stll@versitycommunity believes that fair grading

practices are not being followed in a particular course, they mustthesssue in the
following way:
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(1) Raise the issue with the instructor of the course to consider whether the suspected
violation of the fair grading policy did occur. If the facts of the matter are disputed,
without resolution, the chair of theinsu ct or 6 s depart ment shall b
unresolved, the Associate Vice President for Undergraduate Studies shall be consulted;
and if unresolved, the Faculty Academic Standards Committee shall hear the facts and
reach findings. If it is determined thatviolation of the fair grading policy did occur,
either through the above process or through the instructor saying so at the outset, and the
instructor can and does make suitable arrangements to come into compliance with the
policy, the matter will be atsidered resolved.

(2) If a violation of the fair grading policy is shown to exist via step 1, and the instructor
cannot or will not take immediate remedial action, he or she shall be guided, by the
Academic Standards Committee, as to how to correct ti@em and as to how to
ensure that such a situation does not occur in the future. The most extreme case would
result in the placing of a letter in the personnel file of the instructor involved, stating the
nature of the matter and the conclusion reaclyetid Academic Standards Committee.

A copy of this letter would then be sent to the appropriate department chair and the Vice
President for Academic Affairs.

Barring matters related to the just administration of the fair grading policy above, finesgrad
submitted to the Registrar may only be changed due to an error in determining the grade or an
error in recording the grade. Students may challenge the accuracy or completeness of their
semesterbé6s academic record fthasenestggier i od of t
guestion. After this period the college shall have no obligation to alter a student's academic

record except to correct an error in tifensng grades from the official grade roster to the

transcript.

[Fair Grading Policy passed by Fatty 3-7-01]

2.11 Faculty Development

A. Sabbatical Leave

Faculty members are eligible for leave for professional improvement that will result in specific
benefit to the campus and/or the University System. Such leave shall be available as a matter of
privilege rather than right and shall be granted to an eligible faculty member only in those cases
where the criteria set forth below are met.

1. Eligibility: Faculty members with the rank of Assistant Professor and above shall become
eligible upon the&eompletion of six years of futime service at the institution. Years of service
shall count from the date of fuime appointment to the rank of Instructor or above or from the
ending date of the previous sabbatical leave. All leaves of absence(wiinout pay) shall be
excluded in determining years of service for this
purpose, as shall all years of less thantfole service.

2. Criteria: applications for sabbatical leave shall be judged on the quality of the proposal; the
relation ofthe project to the discipline, the department andhieersity, the contribution of the
project to the scholarly/professional activity and the teaching of the applicant; the expected
results; and the institutional costs, including the impact on the
department 6s teaching and other activities.

3. Procedures: Applications for sabbatical leave shall be made to the President via the Vice
President for Academic Affairs and the Department Chair, using a form and a timetable
established by the Vice Prdsse nt f or Academic Affairsd office.
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4. Types of Sabbatical Leave: For faculty on an academic year appointment: one semester at full
salary or two semesters at half salary. For faculty ema@@th appointment: up to six months at
full salary or twelve matts at half salary. In exceptional cases shorter leaves at more frequent
intervals (e.g., one semesterodos | eave at half
requested by theniversityto allow for greater flexibility than is attainable on &-gear cycle.

5. Conditions: Recipients of sabbatical leaves are permitted to receive income for professional
activities without prejudice to their receipt of income from the University System, provided the
activity is approved by the Vice President Aerademic Affairs. The faculty member may not
undertake fultime employment while on leave, unless an exceptional case is approved by the
President.

Upon return from leave, the faculty member is expected to submit a report summarizing the
professional etivities accomplished during the leave to the Department Chair, the Vice President
for Academic Affairs, and the President.

The Universitymay require that the faculty member return to service for a specific period after
sabbatical leave, or reimbursetbniversitythe full amount of salary and benefits paid during
the leave.

6. Benefits: the salary used for therpose of benefits calculation for a faculty member granted
sabbatical leave will be the regular salary (base salary) at the time thbdggnve

For extended leaves at half pay, Wrversity will maintain its full contribution to fringe benefits
if matched by the faculty member. Arrangements should be cleared in advance with the Human
Resources Office.

B. Educational Leave

Leaves of Bsence for professional improvement are ordinarily reserved for those members of the
faculty who have completed advanced academic preparation. Exceptional leaves to pursue advanced
(terminal) degrees may be made at the discretion of the Presidentafiffidetion of formal

advanced study will strongly promote the interests ofthigersity, and (2) the individual has shown
substantial progress toward completing such study while employed at the institution.

Such leaves of absence for educational purpeglesrdinarily be leaves without pay. Terms and
conditions of these leaves will be subjectimversityand UniversitySystem policies.

C. Other Leaves

It may occasionally be in the best interests ofUnéversityand the faculty member to grant an
individual a paid or unpaid leave to pursue a specific project, e.g., aatontetraining leave, an
unpaid leave to enable a faculty member to participate in an exchange program, etc. Terms and
conditions of these will be subject timiversityand Unversity System policies. (Section 2.15
Leavel

D. Travel: Research, Conferences

Faculty are encouraged to travel to conferences to present papers and otherwise participate in the
activities of their disciplinary organizations. Academic departmentassigned faculty travel funds

as part of their budgets. In addition, the Vice President for Academic Affairs (VPAA) has a separate
fund for faculty development. A major use of this fund is for travel to do research and present papers.
The VPAA das folrs fo becused to apply to the fund for specific projects.
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E. Faculty Tuition Waiver

For full USNH policy on Tuition Benefits, see Online Policy Manual (OLPM) at USY.V.A.9,
available online athttp://usnholpm.unh.edu/USY/V.Pers/A.9.htm

Summary information about tuition remission benefits for faculty and faculty spouses/domestic
partners and children is given in this Handbook, under Section 2.16 Fringe Benefits, C. Institutional
Benefits.

[revised 628-04]

F. Grants

The Vice President for Academic Affairs and the academic departments have information about

grants and sponsored research. Faculty members are encouraged to seek outsideNotedidgy

P3UJ employee who is responsibior the design, conduct, or reporting of activities funded or

proposed for funding by external sources which are overseen by Plymouth i Siteesity falls

under the AFinancial Conflict of I nteresto polic

G. Distinguished Teaching Award

Each year nominations are solicited from the campus community and alumni for the Distinguished
Teaching Award. A panel consisting of the Vice President for Academic Affairs, and past recipients

of the award chooses the award winnehisTindividual receives a stipend of $1000. and a
calligraphic scroll. The award winnerds photogr
Award Gallery in Lamson Library. He/She serves as Faculty Marshall during the next academic year.

2.12 Fimancial Conflict of Interest

Not e: The following section specifies Plymouth S
interest. For USNH policy regarding conflict of interest, see section 2.13 Workload, B. Outside
Employment/Consulting/@dlict of InterestC. Professional Consulting Activities of Fdlime Faculty,

and D. Professional Activities of Pafime Facultypelow.

A. Statement of Need and Purpose

Grants and externally sponsored research are important aspects of PlymouthrState e r si t y 6 s
outreach program. As these activities grow in sophistication and complexity they intersect
increasingly with industrial explorations and entrepreneurial ventures, creating for investigators the
potential for conflict of interest.

Aconflictof i nterest exists when it can be reasonabl
financial concerns could influence and lead to abuses in the design, conduct, or reporting of

sponsored research activities overseen by Plymouth Gtatersity. Faculty and staff of Plymouth
StateUniversityhave an obligation to scrupulously maintain the objectivity of their projects and

research, avoiding any actual, potential, or perceived conflict of interest.

Plymouth Staté&niversity has developed this policyg protect the integrity of these programs and to
comply with federal regulations. It is the intent and policy of Plymouth Staiteersity, as an
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institution of higher education in receipt of federal funds, to comply with present and future
regulations. © that end, this policy is subject to further refinements as other rules are published.

Specifically, the intent of this policy is to identify and eliminate or manage any possible threat to

research objectivity at RS The main components are disclosare e mp | oyeesd signi fi
ties to parties who might be affected by the research, and application of methods to minimize or

eliminate the risks associated with such connections. It is not meant to discourage, but rather to
safeguard the pursuibhd dissemination of knowledge.

. Applicability

This policy becomes effective October 1, 1995 and applies to any employe¥ affi®Ss
responsible for the design, conduct, or reporting of activities funded or proposed for funding by
external sources wth are overseen by Plymouth Steltg@versity.

Investigators submitting proposals for newly funded projects must ensure that all participants in the
project who are responsible for the design, conduct, or reporting of the research submit the proper
Financal Disdosure Statemertb the P& Grants Office.

Individuals who come to work on an established project through reallocation of effort, hiring,

transfer, promotion, etc., and thereby become responsible for the design, conduct, or reporting of the
researh, must submit a Financial Disclosure Statement to the Grants Office before beginning work
on the project.

1. If the individual and his/her immediate family have no significant financial interests related to the
project, work may begin as soon as the finéincial disclosure statement is submitted to the
University.

2. If significant financial interests exist, the individual may be asked to delay work on the project
until theGrants Process Committéseesection E. Review of Disclosures, belowas revieved
and acted upon the information and the individual has agreed to abide by any conditions or
restrictions imposed by the Committee.

Collaborators from other institutions and visiting scientists must either comply with this policy or
provide certificatio to the P8 Grants Office that their institutions are in compliance with pertinent
federal policies and that their portion of the project is in compliance with their institutional policies.

. Financial Disclosure

Any PSJ employee responsible for thesign, conductor reporting of research activities funded or
proposed for funding by external sources overseen by Plymouth Biigersity must reveal all
significant financial interests that relate to the research. In addition, such information must be

di scl osed f oimmediatefantyhich i® defened@s his/her spouse or domestic partner
and dependent children.

Significant financial interess defined as any current financial interest that could reasonably appear
to be directly and sigrifantly affected by the activities proposed for funding, or having to do with
entities (companies, corporations, or other business enterprises) whose financial interest might
reasonably appear to be directly and significantly affected by such activities.

1. Specifically, significant financial interest might include, but is not limited to, any of the
following:
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a. Anything of significant monetary value, including salary or other payments for services, such
as consulting fees or honoraria;

b. Direct equityinterests, such as stock, stock options, or ownership interests;

c. Intellectual property rights owned by the investigator, such as patents, copyrights, and
royalties from all rights.

2. The term doesot include:

a. Financial interests in business eptées or entities if the value of such interests does not
exceed $10,000 or represent more than a 5% ownership interest for any one enterprise or
entity when aggregated for the investigator and his/her immediate family;

b. Salary, royalties, or other remeration from PB;

c. Income from seminars, lectures, or teaching arrangements sponsored by publipmfihon
entities;

d. Income from services on advisory committees or review panels for public -qrafin
entities.

D. Disclosure Statements

All Disclosure Statements and related documents are considered sensitive information and only those
persons involved in the implementation of this policy will have access to such records.

Financial disclosures will be made using the Plymouth &tateersity Financial Disclosure

Statement. With this form employees will either certify that they and their immediate family hold no
significant financial interest to the research or indicate the existence of relevant financial interests and
attach a full descriptionral documentation.

Financial Disclosure Statements and any documentation should be submitted in a sealed envelope
marked confidential to the Gramd&countingOffice. Submission of the necessary disclosures must
be accomplished before a proposal foreexal funding will be endorsed and forwarded to a sponsor
on behalf of PS.

Employees are responsible for updating their records of significant financial interest so that accurate
current information is on file with thgniversityat all times. Updatedrfancial disclosure statements

must be submitted to the GramtscountingOffice within fifteen (15) days of a change in the
circumstances surrounding the individual ds signi
a project or while a propokis pending.

E. Review of Disclosures

The general purpose of the review process is to help the investigator amvbsityin avoiding
threats to research or project integrity while protecting and furthering the research or project goals.

Before amaward is acceptethe Vice President for Financial Affaiveill review all disclosure

statements that indicate the existence of relevant financial intetéstsill refer the statement to the

Grants Process Committee as needed. Members of the Coenanétthe Provost/Vice President for
Academic Affairs, the Business Manager from the
President for Graduate Studies and Community Outreach, the Senior Business Services Assistant and
the Manager of the Grants Acading Office, the Faculty Grants liaison, and other guests as needed.

The Committee will be responsible for determining whether or not an actual, potential, or apparent
conflict of interest existd,e., whether the financial interest of the employee @doahsonably be
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expected to affect the design, schedule, conduct or reporting of the activities proposed for funding.
The Committee may request additional clarifying information from the individual which will be
treated as nepublic information to the @ent allowed by law. The Committee may also solicit from
investigators recommendations for conflict management plans.

If an updated Financial Disclosure Statement is submitted durirfgritied period of a project, the

Grants ProcesS8ommittee will reviev the new information within thirty (30) days of receipt to

determine whether the changed circumstances pose an actual or apparent conflict and to decide what,
if any, modification of the conflict management plan (see next section) should be made. &ontinu
participation by the employee on the project is contingent upon certification to abide by any new
conditions or restrictions imposed by the Committee.

If an updated Financial Disclosure Statement is received during the time a propesaliig), PSJ
will defer acceptance of the award until tBeants ProcesSommittee has reviewed and acted upon
the new information.

. Management Plans for Conflict

If the Committee determines that an actual, potential or apparent conflict of interest exists, it will
recommend either acceptance of the sponsored project, refusal of the project, or acceptance with
conditions. Conditions or restrictions imposed to manage, reduce, or eliminate the conflict may
include, but are not limited to the following:

Public distosure of significant financial interests;

Monitoring of the research by independent reviewers;
Disqualification from participation in all or part of the project;
Divestiture of significant financial interests;

Severance of relationships creaticonflict.

aprpwdOE

In all cases, resolution of the conflict or establishment of an acceptable conflict management plan
must be achieved before B%iill accept an award.

. Appeals

Appeals of the Disclosure Revi eUWnvagty®Pmesident,e eds dec
who will consult with the investigator and the Committee and make a final determination within thirty
(30) days of the submission of the appeal.

. Compliance

As part of the Financial Disclosure Statement, each employee must certifithieaDisclosure

Review Committee determines that a conflict exists, the employee will adhere to all conditions or
restrictions imposed upon the project and will cooperate fully with the individual(s) assigned to
monitor compliance.

Enforcement

Failure to properly disclose relevant financial interests, or to adhere to conditions or restrictions
imposed by the Disclosure Review Committee, will be considered a deviation from accepted
standards of conducting research or projects &t PS
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Alleged violatims of this policy will be investigated by the Disclosure Review Committee, which

will make recommendations for action to the President. Breaches of policy include failure to file the
necessary disclosure statements; knowingly filing incomplete, erroneonisleading disclosure

forms; violation of federal guidelines; or failure to comply with procedures prescribed by the
Committee. If the President determines that the policy has been violated, he/she may impose
sanctions including notification of sponsamd termination of award; formal admonition; a letter to
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the employeeds personnel file; and suspension of
. Records
The Grants Office will maintain records of all disclosures and associated activitiedysaodre
confidentially.
All records will be maintained for three years following termination or completion of the projects or
resolution of any government action involving the records.
Records will not be routinely provided to sponsors unless such geagyarequirement, the agency
submits a written request, or B® unable to satisfactorily manage an actual or potential conflict of
interest. The Grants Office will not be responsible for communications with sponsors. Disclosure
statement and associdteformation will not be released without notifying the investigator.
2.13 Workload
. Academic
Responsibility for scheduling faculty assignments for instruction, research, and service rests with the
Department Chair, the Vice President for Acadefifairs, and the President. Normal fiiline
teaching load is 12 credits per semester. Four hours of office hours per week shall be held by faculty
members. Assignment tdniversitycommittees may be made by appointment or election (depending
on the comittee).
. Outside Employment/Consulting/Conflict of Interest
For full USNH policy on Conflict of Interest, see Online Policy Manual (OLPM) at USY.V.D.7,
available online athttp://usnholpm.un.edu/USY/V.Pers/D.7.htm
I n the wor ds o fFactltyaed stdfard ¢hcopraged taparticipdte in professional
activities as a means of improving not only their own competence and prestige, but the prestige of the
University Systenof New Hampshireas well. While engaging in these activities, facaltygl staff
haveanobligation to avoid ethical, legal, financial, and other conflicts of interest to insure that their
outside activities and interests do not conflict with their prinesmploymet responsibilities at the
institutiono (USY. V. D. 7.1)
Al so in the words of USNH policy, Aln addition t
policy, it is any misuse of USNH facilities, equipment, or services as well as any employment o
community service that interferes significantly
fiFacultyand staff membermsust be sensitive to the potential for conflict of interest in professional
activities. The fact that tHdSNH is a public institutio musta | ways be kept i n mind.
(USY.V.D.7.2)
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[revised 628-04 in accord with USNH policy]

C. Professional Consulting Activities of FultTime Faculty

1. Purpose:fiThis policy is intended to establish guidelines for faculty who receive compensation
during theappointment period other than that paid by USNH for either teaching or a professional
expertisdn the areas of consulting, research, or service. ( USY. V. D. 7. 3)

filt is understood that faculty regularly engage in normally unpaid activities such agghafkite

in a scholarly or professional organizatmneditorial office or duties for a learned journal,

writing books orarticles, attendingrofessional meetings, colloquia, symposia, site visits and
similar gatherings, and ttegl hocrefereeing of mauscripts. These scholarly activities further

the mission of the University System by facilitating the development and dissemination of
knowledge. Within reasonable limits, faculty are encouraged to undertake such duties, which are
not specifically govered by this policyd (USY.V.D.7.3.1)

iTo the extent that compensated consulting act.i
expertise, further the status of their profession, and contribute to their own professional

competence, these activitiasealso encouraged. Ilsuch activitiegincluding uncompensated

onegy, however should meet the criteria of balance, appropriateneska\aidance of conflict of

interesto (USY.V.D.7.3.2)

2. Compensated Profeimnal Activities forFaculty(see OLPM atUSY.V.D.7.4). Any full-time
faculty membemmay engage in such compensated professional activitiess andouraged to do
S0, subject to the following conditions:

a. The activities should sustain or improve the facultytmeenr 6 s own pr of essi onal
b. The activities should be within the professionainpetence of the faculty member.
c. On averagehe total commitment to the activities should not exceed a time equivalent of one
day during each fivelay academic week on the avezalyiring the appotment period.
d The Vice President for Academic Affairs, t hr
department, should be informed of the activities. Agreement between the Chair and the
faculty member should be reached that the activities satisBbowe. When required, the
confidentiality of a client will be honored.
e. Faculty members aggrimarily responsible for avoiding any potential conflict witbththeir
campus obligationandUSNH policies.

If such activities are expected to require more tima given situation, arrangement should be
made with the Department Chair and/or the Vice President for Academic Affa@s.OLPM at
USY.V.D.7.4.5)

[revised 628-04 in accord with USNH policy]

D. Professional Activities of PartTime Faculty

Eitherthe DepartmenChair or the equivalent unit administrator must be informed of any change in
the status ofhe following activities At the time of and during employment in USNH, pamte

faculty must nat engagen activities that interfere with theWSNH responsibilities, have conflict of
interest with either USNH or campus policies, abuse the association with USNH for personal

financial gan , or bring discredit on USNH. O (USY. V. D. 7

[revised 628-04 in accord with USNH policy]
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E. Use of Universty System Facilities, Supplies, Equipment, Services,
Letterhead, or Name

Facultyand staff membershall not use University Systemdilities, supplies, materials, equipment,

or servicedor professional activities, without first obtaining approval ofdperopriate Department

Chair, Director, or Vice President, and arranging for the payment of the total cost for such use. Such
prior approval is not necessary, however, when facilities, supplies, materials, equipment, and services
are generally availabk® University System facultgnd staff membengpon the payment of an

eshablished fee (see OLPM at USY.V.D.7.11)

The name of the University System or the campuses may be used in connection with professional
activities where necessary to identify theule member but may not be used to imply that the
University System officially supports, endorses, insures, or guarantees the results of the professional
activity. When the potential for confusion about official endorsement exists, an appropriate
disclaimter shoul d be used, such as: AThis report
capacity. No official support or endorsement by the University System of New Hampshire or (name
of campus) is intended or shouldibéerred dsee OLPM at USY.V.D.11.1)

[revised 628-04 in accord with USNH polity

F. Goods or Services Personally Benefiting Faculty

fiFacultyor staff membersvho would benefit financially from the supplying of goods or services to
the University System by any prospective suppliey mat participate in the decision procésading
to the choiceof suppliero (USY. V. D. 7.12)

fi Bcultyor staffmembers who have or who reasonably anticipate having either an ownership interest,
a significant executive position in, or a consulting or oteenunerative relationship with a
prospective supplier may not participate in the recommendation of, drafting of specifications for, or

the decision to purchateh e goods or services involved. 0 (USY

fiFacultyor staffmembers who know thatraember of their family (or any person with whom they

have a personal or financial relationship) has an ownership interest or a significant executive position
in a prospective supplier are also disqualified from participating ipriteess of theurchasig of

goods and services. (USY.V.D.7.12. 2)

fi Bcultyor staffmembers whose sole ownership interest in a potential supplier is held by a fiduciary
[such as TIAA/CREF, a blind trust omautual fundJthat has the power to acquire or dispose of the
interes without consultation with the faculgr staff membeare not disqualified from particiion

in the purchase decision. o (UsYy.v.Db.7.12. 3;

fiwhen a facultyor staffmember is disqualified from participating in a procuesindecision, the fact
of the disqualification and the reason for it must be reported to others involved in the decision. If

necessary, a Substitute may take the staff membe

appropriate administrative official. (USY.V.D.7.12. 4)

[revised 628-04 in accord with USNH policy]

G. Appropriation of Institutional Service s or Business Opportunities
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fAs a part of its mission of public education, USNH becomes involved in activities that may be
competitive in natureln areas where USNH is providing goods or services that are also available
outside USNH, faculty, staff members, and administrators are prohibited from appropriating business
opportunities from USNH. (USY. V. D. 7.13)

fAppropriation in this contextneango take or make use of without authority or right and is intended

to prohibit the taking, through use of the USNH name, equipment, facilities, or supplies, or by action

of a facultyor staffmemberor administrator, of those services or business opporsrtitiat

ordinarily would have been contracted or supplied by US&ldept in areas of business or service

where no specific advantage is gained by virtue
(USY.V.D.7.13.1)

[revised 628-04 in accord with UNH policy]

2.14 Working Conditions

. Academic Regalia

The UniversityBookstore rents regalia for faculty members to wear for Commencement and
Convocation exercises.

. Copyright Policy

A complex U.S. copyright law went into effect on January 181%3ne portion of th&aw authorizes
faculty members to reproduce some copyrighted works without paying royalties or securing
permission. However, because publishers, filmmakers and others interested in strengthening the
rights of copyright owners have®wn considerable interest in the copyright policies and practices of
higher education, faculty members might benefit from legal assistance in this area. The following are
general guidelines under current law. If you have questions or would like advipedific aspects

of the law as they may apply to your area of responsibility, please call the Office of the General
Counsel (868L800) of the University System of New Hampshire.

1. Photocopying

Unrestricted Copyinganyone may reproduce without redida (a) published works never
copyrighted; (b) published works whose copyrights have expired; (c) U.S. Government
publications.

Limited Copying Faculty may reproduce copyrighted works for classroom use and for research
without securing permission andtiwout paying royalties when the circumstances amount to what
the |l aw calls Afair wuse. 0 It is generally fai
for such purposes as filling in missing information or bringing materials up to date; hugdas

a multifaceted concept. There is a lively dispute as to the extent of permissible copying,

particularly for classroom use. The spirit and letter of these guidelines should be observed.

a. Single Copies For teaching, including preparation; dod scholarly research; a faculty
member may make, or have made, a single copy of:

(1) a chapter from a book;
(2) an article from a journal, periodical, or newspaper;
(3) a short story, essay, or poem;
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b.

(4) a diagram or picture in any of those works.

Multiple Copies For onetimedistribution in class to students, a faculty member may make,
or have made, multiple copies if he or she:

(1) makes no more than one for each student; and

(2) includes the notice of copyright (writes it on the first sheeopies the page on which it
appears); and

(3) is selective and sparing in choosing poetry, prose and illustrations; and

(4) makes no charge to the student beyond the actual cost of the photocopying.

The right to make multiple copies is strengthened ifcthgying will not have a significant
effect upon the potential market for the work (this is probably the most important factor), or
there is insufficient time to seek permission from the owner of the copyright.

2. Copying Requiring Permission

Faculty merbers should obtain permission to make copies for:

oo o

repetitive copying or use of materials for successive terms;

copying for profit;

unpublished works;

consumable works, including such items as workbooks and standardized tests.

3. Videotape Copying

Off-air and cable programs may be recorded without permission bgrofiheducational
institutions for instructional purpose under the following circumstances:

a.
b.
c.

d.
e.

that the recording is used only in the first 45 calendar days after its tsaitsm

that the recording is destroyed or erased immediately after 45 calendar days have elapsed,;
that each instructor show the recording no more than once, unless one additional showing is
necessary for reinforcement;

that recorded materials amet altered, combined or merged to create anthologies;

that copies include the copyright notice as broadcast with the program.

4. Musical Materials

Permissible copying Copying of published compositions and recordings is permissible under the

following circumstances:

a.
b.

C.

when necessary to replace purchased copies for an imminent performance;

when copies will be used for academic purposes other than performance and consist of less
than a performable unit of the work and less than 10% of the amiite and

when a sound recording is used for creating aural exercises or examinations.

Prohibited copying Copying of published compositions and recordings is prohibited under the

following circumstances:

oo

when copies are to create or replace alotjies or collective works;

to replace workbooks, exercises, or standard tests;

to substitute for purchase of music; and

when copies fail to include the copyright notice on the original copy.
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C. Human Subjects Policy

Federal regulations andhiversitypolicy require that researchers using human subjects take steps
necessary to protect the rights, safety and welfare of the persons involved. Such research must be
reviewed and approved in advance byltigitutional Review Board[revised 104-05]

D. Hazardous Materials/Toxic Substances Exposure

Under State law, all employees have a right to be informed of the presence of hazardous materials in
the workplace. Work areas where hazardous materials are used or stored must be posted
conspicuoushand information about such materials must be provided. Employees may request
information about toxic substances to which they may be exposed. If such information is not made
available within five working days from the date of request, employees mag tefugrk with the
substance.

Employees may not be disciplined for filing a complaint or instituting any proceedings relating to

their rights under RSA278 Toxi ¢ Substances in the Workplace (
Right to Know A avhoipgrceives that suchectign lhas peeretaken may use the

grievance procedure to seek redress and/or file a complaint with the New Hampshire Commission of

Labor within 30 days.

E. Hazardous/Toxic Waste

All persons using toxic materials must use canb@ir disposal. For further information, contact
Director of Physical Plant.

F. Political Activity

The following policy governing political activity was adopted by the Board of Trustees in 1950. It
was reaffirmed in 1956 and again in 196efer to USNH Online Policy Manual atSY.V.D.8
http://usnholpm.unh.edu/USY/V.Pers/D.8.htm

1. This policy is intended to express the Systembd
view tothe extent permitted by the Constitution of the United States and of the State of New
Hampshire.

2. The righs of assembly and freedom of spedthin the University System of New Hampshire
shall be limited only to the extent applied to other citizenshfe purpose of preventing assembly
for illegal purposes or the advocacy ekahrow of government by force.uéh rights shall be
respected according to their meaning and application under law and théHumction and
program of the System

3. Reasoable use may be madeip$titutionalfacilities for political meetings and discussions

4. Outside speakers may be invited to address groups on the same basis asinpitaéidrs
addresstudent organizations.

5. The University Systerdoes notacceptresponsibility for views expressed or entertained by either
speakers or groups, except as stated in paradraph

6. Participation of faculty members in political action is governed by Paragraph 1 (B) of the 1940
Statement of Principles of the Americans@siation of University Professors that read$he
college or university teacher is a citizen, a member of a learned profession, and an officer of an
educational institution. When he speaks, or writes, as a citizen, he should be free from institution
cersorship or discipline; but his special position in the community imposes special obligations.
As a man of learning and an educational officer, he should remember that the public might judge
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his profession and his institution by his utterances. Hence lwdshipall times be accurate,
should exercise appropriate restraint, should show respect for the opinions of others, and should
make every effort to indicate that he is not an institutional spokesman.

[revised 628-04 in accord with USNH policy]

(See ado Faculty Handbook Sec. 2.10 Faculty Rights and Responsibilities, A. Academic Freedom)

. Political Office

TheUSNH Board of Trustees has ttidlowing policy in connectia with holding political office
(USY.V.D.8.8):

iThe Boar d of bjecttoany menber af the fAculty ar staff of the Univgrainning

as a candidate fquolitical office. However, should the amount of time required by the office or the
candidacy for the office be such as to materially affect the time the faculgfiomsimber is

expected to spend on hier University Systemposition héshemay be required to take a leave of

absence or the terms and conditions offlese mp| oy ment may be amended. o

[revised 628-04 in accord with USNH policy]

. Alcoholic Servicefor University Events

Any scheduled events at Plymouth Stdtéversitythat involve the sale, service, or presence of

alcoholic beverages must occur with the proper alcoholic beverage licenses as required by New

Hampshire state lawAlso, all Town of Pfymouth ordinances which pertain to alcoholic beverage
service and fAopen containero of al cofndiidudl aws mu s
living spaces are not covered by this policy, but, for students, are covered by Residential tyf¢ Poli

Event scheduling and approval responsibilities lie with the Office of the Hartman Union that

maintains theJ n i v e digaiar icgndes The Hartman Union Staff or designees (e.g., trained servers

such as the food services contractor) will be thg agkents of th&niversityallowed to serve

alcoholic beverages, in order to assure compliance with state law.

[revised 628-04 in accord with PSU policy]

For full details, refer to the PSU policy on alcohol service:
http://usnholpm.unh.edu/PSU/IIl.Admin/B.htm

Drug Free Workplace [new heading &8-04 in accord with USNH policy]

Using, possessing, or being under the influence of alcoholic beverages, or any controlled drugs as
defined in R& 318-B (Controlled Drug Act) during wking hours byJniversity Systememployees

is prohibited. Exceptions are the use of drugs in accordance with physician prescription or
consumption of alcoholic beverages during PresidentaljorsedUniversityfundions. Safety
considerations and concern for the image ofthaversityrequire discretion in the use of alcoholic
beveragegither on or away from University System property

The University System of New Hampshire is fully committed to insuring a-fdeegworkplace. To

that end employees are prohibited from the unlawful manufacture, distribution, dispensing,
possessigror use of any controlled substance in the workplace. Violation of this prohibition may

result in a variety of personnel actions,lugtng but not limited to a warning, reprimand, suspension,

or discharge. In addition, said employees may be referred to counseling, rehabilitation, and employee
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assistance program or other treatment option. As a condition of employment all USNH employee
must abide by the terms of this procedure and must raepthié campus Human Resources Office

any criminal drug statute conviction for a violation occurring in the workplace no later than five days
after such conviction.

[revised 628-04 in accord wih USNH policy]
Guidelines for governing use of alcohol and drugs, as well as personal handling of alcoholism or drug

addiction are described in the UBNDnline Policy Manual at USY.V.D.2:
http://usnholpm.unh.edu/USY/V.Pers/D.2.htm

. Smoking

For full USNH NorSmoking policy, see Online Policy Manual (OLPM) at USY.V.D.4, available
online at: http://usnholpm.unh.edu/USY/V.Pers/D.4.htm

New Hampshire Law RSA 155:627, Indoor Smoking Lawstrictly regulates smoking in enclosed
places accessible to the public.

In compliance with the law, smoking will be totally prohibited in all Plymouth Siafgersity
buildings. Additionally, smokings prohibited in allUniversity-owned vehicles.

A person who smokes in a nemoking area is guilty of a violation of the law.

Complaints and the administration of appropriate remedies/discipline will be handled by the Human
Resources Office.

. Communicable Diseases

For the full USNH policy orCommunicablédiseases, see the Online Policy Manual (OLPM) at
USY.V.D.10, available online athttp://usnholpm.unh.edu/USY/V.Pers/D.10.htm

1. Definition

TheDepartment of Health and Human Services and the Centers for Disease Control define
diseases considered communicaBlemmunicablaliseases include, but are not limited to
hepatitis, meningitis, mumpkllV/ AIDS, whooping cough, measles, diphtlherchicken pox,
tuberculosis, avian influenza, and any other disease that could result in a pandemic.

2. Non-Discrimination

The University System of New Hampshire &@8U will comply with the Americans with

Disabilities Act (ADA), which requires thaedleral protection in housing and employment be

granted to faculty, staff members, and students who are infected with a designated communicable
disease. Retaliation against an infected faculty or staff member is prohibited.

3. Confidentiality
USNH and P® arecommitted to maintaining a safe work environment for faculty, staff
members and students. All medical information concerning faculty, staff members and students

infected with a communicable disease or its related conditions will be treated coafigesti
required bytheHealth Insurance Portability & Accountability AGHIPPA). For the full USNH
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policy on HIPPA seethe Online Policy Manual (OLPM) &tSY V.C.15 available online at:
http://usnholpm.unh.edu/USY/V.Pers/C.15.htm

[revised 628-04 in accord with USNH policyevised 1128-07 by PSU Human Resources Office

2.15 Leaves

For full and upto-date information on the pics below, please refer the USNH Online Policy Manual
at: http://usnholpm.unh.ed@{/par ti cul arly the AUSYO0O manual

of

Information on employee benefits may be found as a sewitbin this manual, at USY.V.A., online link

at: http://usnholpm.unh.edu/USY/V.Pers/A.htm

A. Leaves With Pay:

1. Holiday

A memo listing official holidays is issued annually by the Human Ressudffice.(See USN
Online Policy Manual at USY.V.A.10, available online at:
http://usnholpm.unh.edu/USY/V.Pers/A.10.jitm

2. Sick

Faculty accumulate personal sick leave at the rate of 1y&bedah month. Faculty members use
accumul ated sick | eave as part of the I nteri
may be required at any time to substantiate an absence or to indicate the ability of the individual

to return to work folloving prolonged illness or injury. The University System will hold open a

nonpr obationary faculty or staff member 6s
absent from work due to an illness or injury which is supported by the appropridtaimed
documentation.(See USNH Online Policy Manuat USY.V.A.13, available online at:
http://usnholpm.unh.edu/USY/V.Pers/A.13.htm

3. Disability

The University System provides paymentsifoerim disability and longerm disability
insurance to cover faculty in cases of serious illness or injury. In the intervenimpsik
period from the date of disability to the date of commencement oftengdisability benefits

coverage, the Univsity System will provide for interim disability under the following formula:

Full pay for a period of six months or full pay for the period of time between the exhaustion of

sick leave benefits and the onset of ldagm disability, whichever is less. Bioyees will not
earn sick leavarme while on interim disability nor have personal use of the tuition waiver.
[revised 82-04 by Human Resources Office]

(For interim disability information,ee USNH Online Policy Manual at USY.V.A.14, online at:

http://usnholpm.unh.edu/USY/V.Pers/A.14.hior information on longermdisability, see
USY.V.A.15, available online athttp://usnholpnunh.edu/USY/V.Pers/A.15.htin

4. Military

Faculty members will be granted military leave of absence without pay by the President upon

voluntary or involuntary assignment to extended active duty with the United States armed forces.

Military leave conthues throughout the period of active duty.
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Upon returning from military duty, faculty members will be restored to positions of seniority,
status, and salary equivalent to their former positions when they present to the Director of Human
Resources a Cerittate of Service (Form DD214) which relates to the satisfactory completion of
military service; have requested reinstatement within 90 days following such completion and are
qualified physically and mentally to perform the duties of the job. The reempiayights

described shall apply unless the circumstances of the campus or the University System have so
changed as to make it impossible or unreasonable to provide those rights.

Temporary military leave may be granted to-tirthe employees by the apprage

administrative officer for not more than 22 days in any twehamth period for the purpose of
reserve training or active duty required by the military unit. Faculty on temporary military leave
will be paid the difference between their regular $asaand military pay if the latter is less than
regular pay. Military leave will not count against vacation time, and sick leave will continue to
accumulate during temporary military leave.

(See USNH Online Policy Manual ©SY.V.A.20, available onlineta
http://usnholpm.unh.edu/USY/V.Pers/A.20.him

. Jury

A temporary leave of absenadll be granted to members of the faculty by the appropriate

campus administrators so they can fulfillicivesponsibility when summoned for jury duty.

Faculty membersustnotify the supervisor when they learn that they will need such a leave so

that arrangements can be made for their absence. In many cases it is possible to have the term of
jury duty movel to a time when they do not have teaching duties. This can be arranged if the
supervisor can show that it would be a hardship on the department to find a replacement.

If called for jury dutyUS NH p o | i beyUnigesity Systenfiviill pay the differesm
betweenthé n d i v reguladUddgeted salargnd jury dutypay or subpoenaed witness fee
(not includingreimbursement foexpenses) during thgeriod of service As an alternativethe
individual servingmayreceivefull pay for theperiod of serieby remitting to thenstitutionthe
compensation received from the court (not includeighbursement foexpenses).

(For the fullUSNH policy on Jury Duty and Witness Leave, €@ine Policy Manual at
USY.V.A.19, available online athttp://usnholpm.unh.edu/USY/V.Pers/A.19.htm

[revised 628-04in accord with USNH policy; revised804 by Human Resources Office
Bereavement

Faculty are entitled to five dayd bereavemeneave (affull pay) for the deathof animmediate

family memberand one day (at full pay) for the death of other relatives. If additional time is
required because of a death in the family, special arrangements may be made within the faculty
member 6s depart ment .

For definitions offimmediatef ami | yo and Aot heWSNHpolicyeoni ves o, see
Bereavement Leave, in ti@nline Policy Manual atISY.V.A.18, available online at
http://usnholpm.unh.edUSY/V.Pers/A.18.htm

[revised 628-04]
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7. Family and Medical Leave Act (FMLA)

Family and/or medical leave of absence shall be defined as an approved absence available to
eligible faculty/staff members for up to 12 weeks per year. A year is defenedralling” 12

month period measured backward from the date an employee uses any FMLA leave. Leave may
be taken: Upon the birth of the employee's child; upon the placement of a child with the employee
for adoption or foster care; when the employee isl@gd¢o care for a child, spouse, or parent

who has a serious health condition; or when the employee is unable to perform the essential
functions of his/her position because of a serious health condition.

When a faculty member anticipates being, or is,obutork for more than five (5) days due to
medical concerns, s/he must contact Human Resources to invoke the Family and Medical Leave
Act (FMLA). A Request for Leave form will be given to the faculty member to fill out and have
his/her department chaiigg. The department chair must apprise the Provost's office whenever a
faculty member has invoked Family and Medical Leademan Resources will work with the

faculty member to facilitate the FMLA process and any questions regarding the leave.

(See USNHOnline Policy Manual at)SY.V.A.17, available online at
http://usnholpm.unh.edu/USY/V.Pers/A.17 .htasoseeOLPM at USY.V.A.14, available
online at: http://usnholpm.unh.edu/USY/V.Pers/A.14.hkm

[revised82-04 by Human Resources Office; eRMLA yde catnido
ipaternity/ adopt i on 0-42-05xatrequestof VBAr agr aph added 8

B. Leaves Without Pay

For the full USNH policy on Leaves Without Pay, see Online Policy Manual (OLPM) at
USY.V.A.21, available online athttp://usnholpm.unh.edu/USY/V.Pers/A.21.htm

Leaves of absence withouaymay be granted to members of the faculty by the President and are
reported to the Board of Trustees. Applications shall be submitted to the President through the
supervisor and appropriate Vice President. Each application is decided upon its ihdnddtsa

after consideration of the advantages and disadvantages to the campus and the University System.
Leaves are ordinarily not granted for a period of more than one year.

Faculty on leave without pay do not accumulate sick leave and are notedigilolition assistance.

In cases of leaves without pay which are 120 days or less in duration, all benefits will be maintained.
For those benefits wherein an employee contribution is normally in effect, the employee must pay for
the benefit and the USMwill also continue its level of contribution. In cases of leaves without pay
which are greater than 120 days duration and are of benefit to the institution (as determined by the
institution), the payment of benefits will be negotiable, with the appaivhle Vice President for
Academic Affairs and the President. In cases of leaves without pay which are greater than 120 days
and are of personal convenience, the payment of benefits will be borne by those on leave.

[revised 82-04 by Human Resources 0]

2.16 Fringe Benefits

All policies, benefits and procedures apply to members of the faculty appointed to status (budgeted)
positions of 50% time or more, unless otherwise stated. Faculty who are employed at least 75% time in a
status position areligible to enroll for medical, dental, life and disability insurance benefit plans.
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Faculty who are employed from 50 to 74% time in a status position are chargledlfoofethe premium
rate for these insurance benefits. Coverage for spouse or fagidgtidbutory. Coverage and the cost to
the employee may change annually.

A. Mandatory Benefits:

1.

Health Insurance Continuation
(See USNH policy in OLPM dtSY.V.A.8: http://usnholpm.unh.eduSY/V.Pers/A.8.htn)

Social Security
Unemployment Compensation

Wor kerds Compensation
(See USNH policy in OLPM at USY.V.A.1http://usnholpm.unh.edu/USY/V.Pers/A.16.htm

B. Carri er Benefits:

For information on currennedical and dentddenefits for USNH faculty and staiee the following
online link from the USNH Human Resources Office:
http://www.usnhhr.unh.edu/benefits/2004.0e.materials/index.htm

1.

Health Plans

I n the words of USNH p o théftsyday ofitianonthffallowiag thvei | | be
date of appointment if enrollment is completed within 30 days. If enrollment is etadpl

between the 31st and 60th day, benefits are effective the first day of the month following

compl etion of enroll ment. O (See USY. V. A.4.1)

Al so in the words of USNH policy, AWhen a facu
active serviceiscnsi dered the benefits termination date

For information about options to continue benefits following termination or retirement, see the
Online Policy Manual at USY.V.A.8, available online at:
http://usnholpm.unh.edu/USY/V.Pers/A.8.htm

The University System provides its faculty with thgportunity to choose betwean outof-
network plan aneneHealth Maintenance Organizat (HMO).

There are two dental plans availabléhaiNortheast Delta Dental which the faculty member can
choose.

[revised 628-04 in accord with USNH policy]
Retirement

For full USNH policy on Retirement, see USNH Online Policy Manual (OLPM) at USY.V.A.7,
available online athttp://usnholpm.unh.edu/USY/V.Pers/A.7.htm

The University System considers age 65 as the
retention of this age by the Social Security Administration as the age fometite The
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attainment of this age does not require retirement, nor will it be used in any way to discriminate.
Social Security forms a basic part of the retirement program for the employee.

In addition faculty members are eligible to join the Teachessramce Annuity Association and

the College Retirement Equities Fund (TIAA/CREF) or FIDELITY INVESTMENTS. Both the
University System and individual contribution are a fixed percentage of salary. The standard
contribution provides that the University Sgnst will contribute 11% and the individual will

contribute 6%. This arrangement provides an immediate tax advantage for the employee since
the amount of the contribution is not subject to current federal income tax. The proceeds of a tax
deferred annuitare taxable when they are received as part of the annuity income at retirement.

3. Short/Long-Term Disability

For full USNH policy on Interim Disability Leave, see Online Policy Manual (OLPM) at
USY.V.A.14), available online athttp://usnholpm.unh.edu/USY/V.Pers/A.14.htior full
policy on LongTerm Disability, see OLPM at USY.V.A.15, available online at:
http://usnholpm.unh.edu®)/V.Pers/A.15.htm

The University System provides lotigrm disability insurance for its faculty through payroll
deduction. Amounts of 50, 60, and 66 2/3 % of the annual salary are available. The insurance is
payable after six months of continuous aotal disability, defined as the inability by reason of
sickness or bodily injury to engage in any occupation for which the employee is reasonably fitted
by education, training or experience. A skerim disability insurance plan is available through
payroll deductions.

4. Defense and Indemnification of Trustees, Officers, and Employees

The Board of Trustees of the University System of New Hampshire has a policy which states that

fiAny trustee, officer, or employee of the University System or any abitgponent institutions

shall be entitled to defense and indemnification of legal claims made against them in their

individual capacity provided the claims arose as a result of actions which were both (a) within the

scope of the individual's official dueand (b) neither wanton norreckléss. ( BOT . I | | . E. 1. 1

For the full USNH policy, see Online Ry Manual (OLPM) at BOT.lll.Eavailable online at:
http://usnholpm.unh.edu/BOT/IIl.Admin/E.htm

[revised 723-04 in accord with USNH policy, and at suggestion of USNH Counsel Ron Rodgers]
5. Life Insurance

The University System provides term life insurance in amounts equal to $10,000, 1 ¥ times, 3

times, and 4 ¥ times base salary rounded upaméxt highest $1,000, if it is not already a

multiple of $1,000. Payroll deductions are required for the 3X and 4 %2 X salary. Accidental

death and dismemberment (AD&D) insurance is provided which covers certain losses as the

result of an accident ocaimg on or off the job. Additional AD&D insurance may be purchased
at low cost.

C. Institutional Benefits:
1. Tuition Remission

For full USNH policy on Tuition Benefit Plan, see Online Policy Manual (OLPM) at USY.V.A.9,
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available online athttp://usnholpm.unh.edu/USY/V.Pers/A.9.htm

a. Eligibility

I n the wor ds o fAfatulystafih@&nhbet is eligile focthe fuitio waiver

benefit following successful completion of the inliiatroductory period following

employment in a benefits eligible position. For faculty, for purposes of this policy, the

completion of the initial introductory period shall mean following two (2) semesters of

benefits eligible employmert. ( S e e 9.23 EligiMlity for the tuition benefit will

be determined by the employeeds campus offic
admi ni stration. Enroll ment in a course that
normal work schedulsi per mi ssi bl e only at the discretio
supervisor.(See also Section 2.11 Faculty Development, E. Faculty Tuition Waiver.)

b. Family Tuition Benefits

According to USNH policy, iA f anabdndfitg or st af
eligible position for one year on or before the first day of classes in the semester for which
application is made for a tuition waiver for

Spouse/domestic partner and dependent childrarlefime status faculty/staff members
may enroll in any of the regularedit coursesffered by the Universitpystemof New
Hampshire at onbalf of the current instatetuition rate The tuition waiver policy applies to
official student exchange programswihich the student remains fully registered at his/her
home institution and also covers administrative fees paid by students in the junior year
program. (See USY.V.A.9.3.1)

iFor the pur poklildrenare ¢onstddrad depdmademt &Hatinte pf class
registration they are unmarried, have not reactteghgeof 24, and are dependent on the
faculty/staff membefor more than half of their financial suppart. ( USY. V. A. 9. 3. 2)

fiThe tuition waiver is prorated for the spouse and dependedtahiof flex year employees

and is equal to the faculty/staff member's percent time of appointment. Example: The spouse
of a faculty/staff member with a 50% time appointment is eligible for a tuition waiver equal

to 50% of onehalf of the instate tuitiorrated (USY.V.A.9.3.1.3

This benefit is not cumulative; that i§ bioth the employee and spouse/domestic partner are
employed by the University System, dependent children are stiireegio pay ondalf
tuition. (See USY.V.A.9.3.1.1)

fiChildren ofdeceased facultstaff members whgat time of death, wereither a tenured
faculty membeor had been employed in a status position for at least five (5) years are
entitled to the same educational benefit as indicated above. ( US Y. V. A. 9. 4)

[revised 628-04 in accord with USNH policy]
c. Termination
Employees terminating during the semester are responsible for payment otéedroharge
of the remaining amount of tuition which was previously granted for themselves, their
spouses/domestic partnensdependents. If an employee terminates, the University System

reserves the right to charge the former employee for any tuition waived which exceeds the
proportionate amount of time worked during that fiscal year.
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NOTE: Tuition waivers for all graduat®urses taken by spouses/domestic partners or their
eligible children are considered taxable income by the IRS. The USNH is required to tax this
benefit through the employeeds pay

[revised 628-04 in accord with USNH policy]

2. Faculty Loan and Grant Fund

The Faculty Loan and Grant Fund is designed to encourage professional improvement. The
Faculty Loan and Grant Committee consists of the Vice President for Academic Affairs, the Vice
President for Financial Affairs, and three faculty members apabiior threeyear terms by the
Faculty Speaker. The Secretary to this Committee is the Grants Coordinator from the Business
Office. Persons interested in making application should see the Vice President for Academic
Affairs. The terms and conditions tbfis fund are as follows:

a. Loans

(1) Persons eligible for this loan must have servedahieersityin full-time status for at
least two consecutive years. They shall be eligible to borrow an amount not to exceed
$2,000 for a single loan and a cumiyattotal at any one time not to exceed $4,000.

(2) Interest shall be 1% higher than the Guaranteed Student Loan rate then in effect, from the
date of the |l oan until the |l oan shal/l have
by theUniversityis terminated, the rate shall increase 5% until the loan is paid in full.

(3) Payment will not be required while recipients are on leave for professional improvement.
Interest will be computed from the date of the loan and incorporated into the installment
schedules of repayments upon their return.

(4) Repayment shall be through payroll deductions. Repayment on the loan and interest shall
begin with the first salary payment of the month in which the person returns-tioreill
service at th&niversity, with a view generally to repayment within the year (22 or 26
pay periods). The borrower agrees that such payment shall include both interest on the
unpaid balance and the reduction of the principal. One may also make repayments on the
loan in larger amount$ desirable.

b. Grants

The Faculty Loan and Grant Committee gives small research grants to assist members of the
faculty in minor research undertakings. These grants might apply to: small research projects;
completing publications; providing the imitly valid research evidence necessary for the
application for larger research grants. Requests or proposals should be submitted in letter
format to the Vice President for Academic Affairs and the Faculty Loan and Grant

Committee for evaluation based uphe following:

(1) One such request may ordinarily be granted to a faculty member for any given project
and for any one year. Such cases involving more than one grant request per year will be
reviewed by the Committee and if it is determined that suelaest will not financially
jeopardize grant requests of other deserving faculty, it may be honored.

(2) All proposals will be carefully reviewed in terms of their benefit to the academic and/or
social environment of Plymouth Stadiaiversity.

(3) Ordinaily the maximum grant will not exceed $500.

3. Child Care
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Child Development and Family Center on campus: no tuition besgfiobvided but priorityis

given to faculty and staff. The Center is a teacher training facilityhorersity students. The

Center offers toddler, early preschool, preschool, and kindergarten programs. Teachers work
closely with parents in each program. In addition, the Center maintains a high staff ratio of adults
to children.

Parking

Faculty are required to displayparking permit on their vehicle. Permits can be obtaihesligh
procedures established by tHaiversity Police. See the University Police Web site for
information. UniversityPolice will also provide a list of faculty parking areas and current
parkingregulations.

Faculty may obtain temporary vehicle permits for a visitddratersity Police.

When planning programs eonferences for outside groups, Universtglice should be
contacted early in the planning stages for parking arrangements.

Facultywho receie parking violations may appeal online. See the University Police Web site for
information.

Embrace Life Fully (ELF)

The University system provides a health promotion program dahlieatace Life Fully ELF).
Exercise activities and semiisaare held during the year which include weight control, nutrition,
CPR, blood pressure clinics, care of lower back, stress management, smoking cessation, and
Health Risk Appraisals. See Human Resasif@fifice for details. Also see the Web site for ELF
programs athttp://www.usnhhr.unh.edu/wellness/elf.hlth.prom.programs.htm

See USNH Online Policy Maral at USY.V.D.5.2, available online at:
http://usnholpm.unh.edu/USY/V.Pers/D.5.htm

[revised 628-04 in accord with USNH policy]

. Visual Acuity Program

Prior to the coverage afye exams by employee health insurance, USNH developed a policy
allowing for eye eaxms for employees working at tasks involving a high degree of eye
concentration. As long as eye exams continue to be covered by health insurance, employees will
find it more convenient to utilize their health insurance for eye exatesntion of the old glicy

is made here since it is still in effect.

See USNH Online Policy Manual at USY.V.D.5.3, available online at:
http://usnholpm.unh.edu/USY/V.Pers/D.5.htm

[revised 1127-04]
Employee Assstance Program

The Employee Assistance Program is a confidential counseling/referral service provietdd free
charge to benefits eligible staff members and their eligible family members. The program is
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designed to offer a highly professional, confidahsiource of help for faculty and staff who need
assistance with personal problen@ontact the Human Resources Office.

See USNH Online Policy Manual at USY.V.D.5.4:
http://usnholpm.unh.edu/USY/KFers/D.5.htm

[revised 628-04 in accord with USNH policy]

8. Area Housing

The Residential Life Office (Holmes House) and the Vice President for Academic Affairs Office
maintain a limited listing of available area housing for faculty.

9. Credit Union

Faculty members are eligible for membership in the New Hampshire Federal Credit Union. As
members, individuals may have regular savings deducted from their paychecks and may be
eligible for loans. The Credit Union also supplies NOW accounts, VI8dscéederal student

loans and other normal banking services and is located in Comdardg1-800-639-4039 Web

site at: http://www.nhfcu.org).

2.17 Compensation Policies

A. Payroll Period

The University sgtem pays its faculty on a biweekly basis. Pay periods end every second Friday and
checks are ready the same day. Upon request,
in their local bank or credit union.

USNH faculty shall normally be ogpensated during the payroll periods inclusive of their

appointment beginning and ending dat€antinuingstaff may, upon their request and with the

approval of the campus office responsible for personnel administration, elect to spread their regular
budgeted salary over the entire calendar year, if the faculty member is employed on an academic year
basis. In no case shall an employee receive advance compensation before a requisite amount of
service has been rendered.

The effective date for all increagdecreases shall normally be the calendar day on which the

personnel transaction occurs as defined by policy, or as specifically authorized by the USNH Board
of Trustees or their administrative designee.

B. Payroll Deductions
It is possible for facultyo absent themselves from work, without compensation, with the appropriate
administrative approval, for a period of time not to exceed two consecutive weeks. Such absences

from work, when they exceed the tweeek period, will normally result in the faculbyember being
billed for appropriate deductions retroactive to the initial day of absence.

2.18 GrievancePolicy
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[October, 2004:Certain revisions to this policy have been suggeljethhe PSU Office of Human
Resources and considered by the Faculgffsve Committee One pending suggestionnsted in green
highlighted text below. The Faculty Welfare Committee is considering this suggestion, and would bring
any proposed change to the faculty for a \jote

The Faculty and Administration of Plymoutka& University affirm their conviction that the University

is an academic community in which policies should be characterized by, and individuals treated in, a
spirit of fairness and equity. However, it is recognized that from time to time grievancesiseayt is

the purpose of this procedure to encourage prompt resolution of such grievances and to recognize the
importance of settling them fairly, without fear or prejudice or reprisal and in a manner which protects the
rights of everyone concerned. Taggrieved will follow the orderly process hereinafter set forth, and

these procedures shall be the final campus remedy used for their resolution.

Any status faculty membérincluding tenurerack faculty, facultyin-residence, and contract facuitys
eligible to use this grievance procedufeevised 1230-04 in accord with USNH OLPM
USY.V.D.12.3.1.2]

A. Definition
A grievable act is defined as any action (s) which allegedly:

1. violates a Board of Trustees, University System, or institutionadypplevised 1220-04 to use
wording from USNH OLPM USY.V.D.12.3.1.1]

2. abrogates or denies a faculty member 6s academi

3. unfairly discriminates against a faculty member on the basis of sex, sexual orientation, race, age,
religion, color, maritaktatus, national origin, or handicap;

4. violates accepted University procedure for renewal of contract, promotion and/or tenure;

5. violates employmentelated policies and procedures, excluding dismissal of tenured faculty (see
Section 2.9 for conditios involving dismissal including tenured faculty);

B. Grievance ResolutionCommittee

Grievance ResolutioBommittee membership is established under Article XL1Fof the Bylaws of

the Plymouth State University Faculty. TBeievance Resolutio@ommittee will strive to maintain
confidentiality at all steps throughout the grievance procedure. Attendance at meetings of the Review
Committee iddy invitation only.

In cases involving promotion or tenure, tABevance Resolutio@ommittee will not act to sughitute

for the judgment of a department promotion and tenure committee; but upon application of an
aggrieved party wil!/ review the fairness of the
procedures.

Any member of thé&rievance ResolutioBommittee wio either has or perceives a conflict of interest
in his or her involvement in a particular grievance shall so inform the Chair and recuse himself or
herself from further participation in the formal grievance procedure. If the impartiality of the Chair of
theGrievance ResolutioBommittee is challenged by a party of interest, the Chair of the Faculty
Welfare Committee will make the determination as to whether or not a conflict of interest exists. If
the impartiality of any other member of tBeievance Redotion Committee is challenged by a party

of interest, the Chair of tH@rievance ResolutioBommittee will make a determination as to whether
or not a conflict of interest exists. If the currently sitting Chair ofGhievance Resolution

Committee isd@ be removed because of an upheld challenge of impatrtiality, the new chair (as
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prescribed in the following paragraph) will make the determination on challenges to any other
members of th&rievance Resolutio@ommittee.

In either case, the Faculty Speatdi appoint a replacement who is acceptable to both parties to the
grievance to serve as a replacement member on the hearing panel. If the Cha@rigvidnece
ResolutionCommittee is replaced, then the new constituted hearing panel shall elect lzairefarc

the impending hearing.

. Grievance Procedure

Any faculty membereligible to use this grievance procedwurieo feels that he or she has been
aggrieved must initiate the grievance process witBinalendar days following the time when the
faculty member could reasonably have been aware of the existence of the situatiors\iingcbasis
of the grievancand within one year of its occurrendeevised 1220-04 in accord with OLPM
V.D.12.31.3]

ote.]

1. Informal Grievance Procedure

Written notification of informal grievance shall be submitted to the Chair ofttievance
ResolutionCommittee with a copy to the Director of Human Resources who will be responsible
for coordinating the stages of the informal grievance process.

Prior to initiaing a formal grievance, the aggrieved must attempt reconciliation with all
appropriate administrators and faculty. These discussions may include Department Chairs,
members of the administration, parties of interest, and other persons who are eithed iimvoive
affect the situation and/or action for which a grievance may be brought. A qualified mediator
agreeable to both parties may be used. Reasonable expenses will be paid by the University.

At the informal discussion, every attempt should be madectinode differences through face
to-face discussion and negotiation of the issues.@riwvance Resolutio@ommittee will not be
involved in these discussions directly, but will maintain contact with parties involved to help
ensure that a good faith effat reconciliation is made. The informal grievance procedure must
be completed within 60 calendar days after the initiation of the process.

If, by the determination of the complainant, no acceptable resolution is forthcoming from the
informal process, her she may then file a formal grievance with the Chair ofahevance
ResolutionCommittee within 30 calendar days after the completion of the informal grievance
procedure but in no event later than 90 calendar days after the initial filing of thengeeat the
informal stage.

2. Formal Grievance Procedure

Notification: The grievant shall file his/her grievance in writing with the Chair o&thevance
ResolutionCommittee. The grievance shall identify (1) the nature of the grievance, i.e. the
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spedfic action or pattern of actions which is being grieved; (2) the background and reasons why

the grievant believes the action was in error; (3) where relevant, the specific provision of the

Faculty Handbook, policy, practice or procedure alleged to haare\delated and (4) the
grievantdés perception of the appropriate remed
filed, the Chair shall forward a copy of the grievance to the Respondent(s). The Committee shall

meet to discuss the grievance among gwlues and shall then schedule a hearing no later than

21 calendar days after receiving the grievance.

Procedure
The following procedures are to be followed when a faculty member files a grievance:

a. The formal grievance procedure shall include bagphhednearing and a formal hearing. During
the prehearing and the formal hearing both the grievant and the respondent and their
advocates will be allowed to hear and to respond to all testimony. Each party may have one
advocate. The advocate must be a PBigleyee and shall not have a law degree.

b. The Human Resources Office will make available toGhievance ResolutioGommittee all
necessaryesourcesind will undertake the facilitation of both the prehearing and the formal
hearing.

c. The Prehearing

TheGrievance Resolutio@ommittee shall hold a prehearing with the grievant, the
respondent, antheir advocates. The purpose of the prehearing shall be:

(1) to establish the procedures to be followed in the formal hearing.

(2) to determine witnessesrfthe formal hearing. To determine these witnesses, the grievant,
respondent and the Committee will work together closely, using as criteria (1) withesses
with information relevant to the grievance, and (2) witnesses who can share new
information in an effirt to avoid redundant testimony.

(3) to determine the relevant documents to be used at the formal hearing.

(4) to identify and summarize the general factual areas about which withesses will testify.

d. The Formal Hearing

All documents and a summary akas of testimony identified during the prehearing shall be
made available to grievant and respondent before the hearing.

The hearing will include, but is not limited to the grievant and his/her advocate, the person
being grieved (respondent) and his/advocate, and thBrievance ResolutioBommittee.

TheGrievance ResolutioBommittee will conduct the formal hearing. The grievant, the
respondent, and their advocates have the right to hear the testimony and to respond to
testimony during the hearingn@ question the withesses. TBeevance Resolution
Committee will make all appropriate decisions as to the conduct of the hearing and the
evidence received.

e. Within 10 calendar days of the conclusion of the hearing, the grievant and respondent may
subnit a written summary of their positions to tBeievance ResolutioBommittee. Within
21 calendar days from receiving any written summarieSti@/ance ResolutioBommittee
shall report in writing to the parties involved and to the President its findimd)s
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recommendations. If the Committee finds no recommendations appropriate, it will state its
reasons for so finding in its report.

f. If the President should determine that implementation oGtievance Resolution
Commi tt eeds r ec oossideromdweauldicause(gave hairnsto thenupiversity,
he or she shall, within 21 calendar days, so inform in writing the Chair Grikeance
ResolutionCommittee, the grievant and the respondent, setting forth in detail the reasons
underlying his or hedetermination. No grievance resolution shall be considered preeedent
setting.

g. Remedies: Insofar as possible, the remedies available under this grievance resolution
procedure shall be limited to those necessary to address the grievance.

h. Recordkeepng and Access to Records: All materials used in the grievance process,
including tape recordings, exhibits, minutes and affidavits, shall be held in a sealed file in the
PSU Human Resources Office. This finele shal/l
files. The only people authorized to open the files are the grievant, the respondent, and
appropriate administrators who prove an official need to know.

D. Appeal

Appeals of decisions and/or recommendations o3tievance Resolutio@ommittee shabe made to

the President, and shall be made within 21 calendar days of the reporGofetence Resolution
Committee. Appeals should clearly state all grounds for the appeal. The President shall decide whether
the grounds for appeal have merit and raly for a rehearing of the case, if necessary.

[revised by Faculty 4-00; name changed from Review Committee to Grievance Resolution Committee
on 27-07]
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3.0 ACADEMIC POLICIES AND SERVICES OF INTEREST TO
THE FACULTY

3.1 Library Policies

LamsonLibrary provides services that strengthen and enhance the quality of undergraduate and graduate
education offered by thgniversity. Its collection supports faculty research to the extent possible with

the understandi ng t hsiartis td shpportlthe bndeagraguétes curpculimmaad y  mi s
masterods | evel graduate progr ams.

A. The Collection

Faculty members are welcome, and urged, to suggest titles in all media forms for Library purchases to
build a highquality collection, in accordanceiwt h t he Li braryés Coll ecti on
Faculty members should send such purchase requoeste library faculty membeerving as a

liaison to their department.

B. Library Instruction

Effective library use by students enhances their classpasformance and establishes a basis for
developing independent research skillzaculty members are encouraged to work with library faculty
on integrating library instruction into existing or new course offerings. Requests or questions
concerning libray instruction may be directed to thiébrary Instruction Office at ext. 2960.

C. Reserves

Faculty members may place any library materials or personal copies sfdteraserve for their
classes.Reserve materials may include books, articles, chapegrsits, scores, audio or video
recordings, D V [xé with federtalCopyright Lawsgoon mdy idesignate a Reserve
loan period for two hours, one day, or three days.

Faculty may also request that reserve materials be made available tossaleiembnically.
Electronic reserves must also be in compliance with Copyright Laws. The library will scan the
materials and insert them for the faculty membty Blackboard.

An electronic reserve request form is available fromLmason LibraryWebsite at
http://www.plymouth.edu/librarylC|1 i ¢ k o n @A Re s Rasarve mdieriadstare tygically | e f t .
made available within three days after copyright compliance has been established.

Detailed inbrmation about deadlines for submitting materials each term, and further information on
copyright issues related to academic use is available from the Library Web site. You may also direct
guestions to the Information Desk at 53532.

D. Reference Serwie andDocument Delivery (Interlibrary Loan) Service

Faculty members with research needs are encouraged to use thesexgieniReference ibrarians

who can assist with online database seardieds,find electronic futtext versions of articles,

suggest reference sources that may be useful, and assist with researching citations prior to making
interlibrary loan requests. Interlibrary loan requests are electronic. Go to the Library Home Page and
c | i c Rocumant Delivery (ILL) at uvrhdeB8dreditces o
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3.2 Classroom Policies

A. Academic Advisors

Most members of thelniversityfaculty will be asked to serve as faculty advisors, and the success of
the academic affairs program hinges on the extent to which these faculty advisors cagiy out th
responsibilities. The advising process should involve those faculty members who have the
knowledge, experience, and interest in developing communication with students that is genuine,
sincere, and confidential.

Faculty advising of individual studeritssolves being available to assist students in a variety of their
life activities while at Plymouth Staténiversity. Recognizing that students differ in terms of the
variety and urgency of their need for help, advisors should be particularly intaregiecacademic
planning, scholastic achievement, career planning, and social adjustment of their assigned students.
Such counseling should be based on the evaluation of skills and abilities and the identification of
personal priorities.

The following list of responsibilities suggests some of the functions an advisor might perform:

1. Registration and Program Advising

a. To help the student feel welcome and to provide pertinent general information relative to
Universitylife;

b. To assist the student @ompleting registration and utilizing the drop/add process;

c. To be certain that the student is familiar with procedures and regulations relative to curricula
offered, requirements for graduation, required courses and electives, and the content and
valuesof specific courses;

d. To make the student aware that he/she is primarily responsible for the development of an
appropriate academic program;

e. To establish a basis of contact with the student upon which personal, academic, and
administrative process e integrated.

2. ScholasticAchievement
a. To coordinate thitJniversityand its offerings with the stude
interests;
b. To assist the student in the evaluation of scholastic strengths and weaknesses, and planning
for improvemaet;
c. To analyze with the student personal efficiency in studying with attention to individual
energy, health, and related problems.

3. Social Adjustment

a. To assist the student in making wise and sufficient selection of suitable activities in line with
abilities and interests;

b. To encourage the student to give support to worthy and interesting programs for the social
good,;

c. Toidentify, prevent, or remedy the social maladjustment of the student through observations
and conferences;

d. To assist thestudent to develop a sense of personal integrity;

e To use available resources as a means of understanding and helping the individual to meet
problems of social relationships in the classroom, in living arrangements, and with friends
and family.
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More deailed information can be found in tiéymouth State Universihd vi s or s 6whidlm n d b o o k
is available online athttp://www.plymouth.edu/academicadvising/pdfs/advisinglenok. pdf.

Other information about advising may be found at the Website of the Undergraduate Advising Center

at: http://www.plymouth.edu/academicadvising

. Academic Integrity Policy

Academc integrity is the foundation of the pursuit of knowledge. All members of the academic
community are expected to be dedicated to the pursuit of knowledge in an honest, responsible,
respectful and ethical manner. Every violation of academic integrity adfieont to the academic
community. Violations of academic integrity make fair evaluation impossible and cast doubt upon
the seriousness with which students accept the responsibility of acquiring an education.

Members of the academic community are exgeto report all instances of those violations which

come to their attention. Both faculty and administration consider it their duty, as guardians of
academic standards and intellectual honesty, to enforce the following policy by prosecuting all cases
of violation of academic integrity to the fullest extent. Students are urged to consider that it is the
toleration of violations of academic integritand not the reporting of ithat is dishonorable.

1. Definitions

Violation of academic integrity inctles any act which portrays a member of the academic
community as having acquired knowledge through legitimate study or research which, in fact, has
been stolen. Violation of academic integrity includes also any act which gains one member of the
academic ommunity an unfair advantage over another. This includes any act hindering the
academic accomplishment of another.

Examples of violations of academic integrity include but are not limited to the following:

a. Providing or using unauthorized books, natesther sources of information during an
examination.

b. Submitting another personbts work as onebs ow
example, copying during examinations, purchasing papers or taking them from Internet
resources; copying papergports, laboratory results, or computer work; quoting or
paraphrasing library or Internet sources without proper citations.

c. Doing work for which another person will receive credit. This includes, for example,
all owing oneds e Xxspdboratoryiresufts, a computerrwsrk to iee p o
submitted by another person as his or her own work.

d. Falsifying, through forgery or other alteration, academic documents such as transcripts,
registration materials, withdrawal forms, or grade reports.

e. Reading, removing or copying, without authorization, or stealing any academic document,
exam, or academic record maintained by any member of the faculty or administration.

f. Using unauthorized assistance in the laboratory, at the computer terminaljeddon f
placement.

g Stealing, copying, or destroying another per.
preventing or depr i Urivergtycampatdr $ygamdisreseucesers s t o
i mpeding the systemdbs performance.

h. Stealing or removig without authorization, books or periodicals from the library or
mutilating library materials.

i. Falsifying or fabricating data or results from research or field work.

j- Lying in connection with an academic integrity hearing.
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2. Panel on Academic Integty

The Panel on Academic Integrity will consist of:

a

Qo

The Chair of the Faculty Academic Standards Committee, or his/her designee, who will chair
the Panel.

A Plymouth StatéJniversityfaculty member designated by the Chair of the Faculty

Academic $andards Committee.

The Assaciate Vice President for Undergraduate Studies.

Two student members.

The two student members and four student alternates will be elected by the voting members

of the Student Senate. Students on disciplinary probatiothasd not in good academic

standing are not eligible to serve on the Panel. All elected student members must agree to be
available to serve on the Panel during the academic year and the months of January and June.
In the event that members or alternates unable to serve on the Panel for a specific case,

the Chair of the Panel will appoint members to serve for the case. If this is not possible, the
Panel may meet with as few as four members present.

3. Procedure

In cases where a violation of acadernmtegrity in course work is suspected, or in other cases of
suspected violations, the individual making the discovery must initiate proceedings as prescribed
in the following list of required actions.

a. Action within the department

(1) Any violationof academic integrity, before being brought to the Panel, should be
examined by at least two people:

(a) In the case of a violation of academic integrity associated with a class, these people
shall include the faculty member and the Chair of the depattme

(b) In other cases, these people shall include whoever is making the complaint and
whoever is in charge of the area of complaint.

(c) Inthe case of stealing, removing, or mutilating library materials, in conjunction with
a course, the library shaidbtify the course instructor of the violation. The course
instructor shall pursue the complaint. Library personnel may be asked to appear as
witnesses.

(2) The examination shall be thorough enough to establish with reasonable confidence
whether a violabn of academic integrity occurred, who the parties involved are and that
accusations can be justly made and are supportable. The examination should proceed as
quickly as possible and will generally be complete within one week.

(3) The student, or studem shall be made aware of any accusations, be given a copy of this
policy and have the opportunity to respond. Any supporting evidence shall be gathered
and verified as thoroughly as possible. All of this shall be done in-thneatening
manner.

(4) If the examiners are not reasonably confident at this point that a specific student violated
the Academic Integrity Policy and that the evidence of that violation is substantial, the
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matter shall be dropped, except that the department shall take stepwtly any
procedures or conditions that may have led to the violation or to the lack of evidence,
e.g.: an exam which has been compromised may be cancelled aratdoningstered by

the department. If both of these pointshat a specific student violatehe Academic
Integrity Policy and that evidence of the violation is substantk clear, the Chair

shall notify the student by letter of the specific violations of academic integrity of which
the student stands accused. If not already provided,yaotdpis policy shall be

enclosed. A copy of the letter and all supporting evidence shall also be sent to the Vice
President for Academic Affairs. If the instructor thinks that a lesser or greater penalty
than an F in the course is warranted, a stateofarcommendation, with explanation,
may accompany the supporting evidence.

(5) The complainant (or his/her representative) shall attend the Panel hearing.

Actions by the student
Students shall:

(1) Honor any requests by complainants and/or depant chairs for interviews concerning
any alleged violations of academic integrity. This is the first and best opportunity for the
student to present ameliorating evidence and/or arguments of innocence.

(2) Continue to attend the course until notifigtierwise.

(3) Read the Academic Integrity Policy. If the student has not received a current copy by the
time of the Vice Presi dea(l)bdow)ritsiouoldabeé e mi ¢ Af f
requested of the Vice Presidentés office.

(4) If the studehwishes to attend the hearing of the Panel on Academic Integrity, written
notice of that intent should be sent to the Vice President for Academic Affairs within 72
hours of receipt of the Vice Presidentods | e
case may be presented by the student at the hearing. If the student wishes additional
witnesses to be called, the office of the Vice President for Academic Affairs must be
notified so that those witnesses may be called for the hearing. If the stuldetat fa
request a hearing before the Panel within the 72 hour limit, the allegation of a violation of
academic integrity is sustained.

(5) A student wishing to appeal a judgment of the Panel may do so to the Vice President for
Academic Affairs within oneveek of the hearing. The appeal should be in writing,
stating all reasons that the student has for appealing the decision of the Panel. If the
penalty involves failure in a course, the student should continue to attend until a decision
is rendered at tha@ppeal hearing.

(6) If found guilty, the student must comply with all requirements of the Panel.

Actions within the Office of the Vice President for Academic Affairs(VPAA)

(1) Upon receipt of the lettdrom the Department Chaia((4)), theVPAA shall officially
notify the student of the charges, reminding the student to read the Academic Integrity
Policy, and shall refer the matter to the Panel on Academic Integrity.

(2) The Panel hearing shall be arranged as soon as possible. The fladehtnembers,

witnesses, and the person making the complaint shall be notified. (The student may
choose not to attend.)
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(3) Regardless of the outcome of a hearing or appeal, a record of the proceedings and
supporting evidence will be kept for the pecebed time (seb. Records below).

(4) TheVPAA shall hold an appeal hearing as soon as possible upon receiving a written
appeal. Th&PAA may call upon any person involved when the appeal is considered.
After the appeal, dion referred to in Sewn c. 3. is modified if appropriate.

(5) The record of each student found guilty by the Panel shall be checked for prior
convictions. If this is a second conviction, the Panel will be reconvened no sooner than
eight days, nor later than fourteen ddysm the date of the second conviction to decide
whether to expel the student from tbeiversity, to suspend the student for a period no
less than one year, or to assigh some other penalty as appropriate. If the student has
appealed the second or latenviction to the/PAA, however, the Panel will be
convened no later than seven days after the failure of the appeal.

(6) The judgment of the Panel shall then be carried out. In cases when the penalty is:

@an AFO0 on an assi g hemasponsiple forfimplementiagithatu ct or s
sanction as part of his/her regular record keeping for the course. The Chair of the
Panel on Academic Integrity shall notify, in writing, i#BAA of the sanction.

(b)an AAFO for a cour s alsion,the Chair obthegnelonsi on or
Academic Integrity shall notify, in writing, thHéPAA of the sanction. ThgPAA
shall then be responsible for notifying the Vice President for Student Affairs, the
Registrar, and the Director of Financial Aid, in writird the sanction. For a grade
of AAFO, the Registrar shall enter this g
guestion is a suspension, it shall be considered effective at the beginning of the next
full semester. A student shall have the right tiitipa the Vice President for
Academic Affairs for removal of the notation of academic suspension from the
transcript. At the time of graduation or two years after the academic suspension,
whichever comes first, the student may petition for the remouhleauspension.
Pending an appeal, an expulsion shall begin on the date of conviction.

d. Actions by the Panel
(1) Upon being notified of an impending hearing by the office of the Vice President for
Academic Affairs(VPAA), each Panahember will, prior to the hearing,sii the
V P A Adifise and examine the materials for the case.
(2) The Panel will, at the hearing:

(a) Hear the complaint by the instructor or person making the complaint

(b) Hear any explanation or expression ofigaiting circumstances the student may wish
to give, if present

(c) Question both the student and the person making the complaint as necessary
(d) Decide the case and any penalty

(e) Tell the student the result of the hearing, explain the consequerteg@m the
student about the right of appeal if found guilty
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B3 The Chair of the Panel wi || inform the stud
this letter will be sent to théPAA and to the person making the complaint. All
documents shhbe returned totte Office of the Vice President for Academic Affairs.

41 f the Panel is reconvened because of a st
the Panel will obtain frorthe Office of the VP A/Athe files from the Panel hearings. €rh
Panel will then decide what further penalty to assessA(deenalties below). The Chair
will write a letter to the student, with a copy to the Office of the Vice President for
Academic Affairs, informing the student of the further penalty and ofi¢iine of appeal.

4. Penalties

In most cases when students are found guilty of a violation of academic integrity for the first
time, whether by admission of guilt or by the findings of the Panel on Academic Integrity, and
where the incident occurs in aogction with a specific course, the Panel will decide that they be
excluded from further participation in the course, receiving a grade of AF on their transcripts. An
AF signifies administrative failure, signifying that the course has been failed foniatiative

reasons; the impact is the same as an F in all other regards.

In those cases where, in the judgment of the Panel on Academic Integrity, the offense is unusually
serious, the Panel may also decide to suspend the student fromivkesityfor no more than
one year.

In those cases where, in the judgment of the Panel on Academic Integrity, there are extenuating
circumstances, such as cases where the incident clearly occurred because of ignorance rather than
intention, or in cases of plagiarismiere the amount of material plagiarized was extremely small,

the Panel may decide on a lesser penalty than AF in the course: an AW in the course or a grade of
F on the assignment. If the faculty member in whose class the offense occurred recommends a
peralty, the Panel may take this into account in reaching its decision.

In cases where a first conviction for a violation of academic integrity occurs apart from a
particular course or where it has a minor or tenuous impact on a course, the penalty may be
simply having a record of conviction (sBeRecords below). Here too, however, in cases where
the offense is unusually serious, the panel may decide to suspend the student Boivetsity

for no more than one year. A record of conviction is, at atg] a serious consequence of a first
offense. The second conviction for violating academic integrity will normally result either in
suspension for no less than one year or expulsion. Also, if the second offense occurs within a
particular course, an AFilvbe posted on the transcript as the final grade for that course.

If a violation of academic integrity involves damageJitiversity property or otherwise violates
the law, legal or disciplinary action may also be taken.

5. Records

If the student isdund not guilty of violating academic integrity, all evidence will be retained by
the Vice President for Academic AffaifgPAA) for a period of three years. TR®AA shall be
the only person with access to these records. After three years, all exatatde destroyed. A
record shall be retained of the action taken by the Panel, only accessibl¥RAike

Whenever students have been convicted of violating academic integrity, a record of the
conviction shall be retained permanently by WAA. The VPAA, all faculty and Principal
Administrators with legitimate need to know, and the student in question shall have the privilege
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of access to the record. THEAA shall retain all evidence related to the case until three years
after the student has teheUniversity. A record of the conviction shall be reportable to the

Panel if the student is convicted of a subsequent violation of the Academic Integrity Policy and to
any outside agencies legally requesting this information until the student gsaduéte years

after the conviction.

[Academic Integrity Policy most recently revised by the Facukg-0Q]

. Commencement and AHUniversity Convocations

Faculty members participate in the Commencement ceremony, the senior (spring) Convocation and
other scheduled allniversity convocations. When during the year Waversityschedules special
convocations, faculty and students are encouraged to attend.

. Confidentiality of Grades

The Family Educational Rights and Privacy Act (FERPA) guarargtelents the right to privacy.
The following are suggestions for compliance:

1. I n posting grades, use a code to indicate the
not be used).

2. Do not leave student papers in a place that would alttver students to see any paper other than
their own.

3. When passing out papers in class, take care that comments and grades may not be seen by others.

. Faculty Attendance

Faculty members are expected to be present and on time for their obligatioesting classes and
attending committee meetings. In case of unavoidable absence from or delay in getting to class, the
Department Chair and the Vice President for Academic Affairs should be notified, if possible, so that
some substitute arrangement camiiade for the class. When an instructor has permission to be

absent from campus during a regularly scheduled class time, he or she should insure that the
Department Chair and the Vice President for Academic Affairs have been informed that suitable
arranggments for the class have been made. Each faculty member should establish class assignments
early in the semester to insure that the class can continue to meet and function even in his/her
emergency absence.

. Faculty Evaluation by Students

All teachirg faculty are to be evaluated by students in each class each sewitistifre exceptions
of practica and seminars, using a departmentadjyroved form Library users shall, in a manner to
be determined by library faculty, be afforded the opportunigveduate each library fadylmember.
[revised by Faculty $-99]

New faculty members are urged to contact their Department Chair for copies of the forms for student
evaluation of individual faculty membse

See sections 2-2.8 foruse of evaluationBy students.

. Faculty Office Hours
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Each fulktime Universityfaculty member is expected to be available at least one hour per week for
each class taught for consultation with students, advisees and others. (The number of office hours
held by those witeach on a patime basis is determined by the number of courses that he/she is
teaching.) A schedule of these hours should be posted on or near the office door and a copy of the
schedule given to the Vice President for Academic Affairs.

. Field Trip s

Approval for field trips should be secured from the Department Chair. The instructor is asked to
submit to the Office of Undergraduate Studies an alphabetical list of the names of students who are to
be absent, the date and time of the trip, the personarge and the destination before the actual trip.
Faculty wishing to verify bona fide absences may check with that office. Arrangements for
transportation and travel expenses must be made with the Department Chair and Physical Plant well
in advance bthe scheduled trip. The instructor should also contact the Dining Service Manager well

in advance if food service is desired.

Field Trips should be avoided during the two weeks before final examinations. The Associate Vice
President for Academic Affes may grant permission during these times if the Department Chair
deems the trip a valuable educational experience for the students.

When an educational trip for a class is approved by the Department Chair, the Department will pay
the necessary costs. héh individuals or groups are selected to represenditheersityon official

trips (such as the varsity teams, music or dramatic groups, delegates to conventions, etc.), the
Universitywill pay the necessary costs. When voluntary groups, clubs, eto.aptl carry out trips,

it shall be at the expense of the individuals going or the group authorizing the trip as a group activity.
If Universityvehicles are available for such trips and are authorized for use, the group shall be
charged on a mileage bagor such use.

Participation in University Activities

Faculty members are encouraged to attend the various activitiesldritlezsity such as dramatic
performances, concerts, lectures, and athletic contests. Becalseuvrsityis seeking to deelop a
broadly interested and informed student body, it is highly desirable that faculty members demonstrate
a similar interest, both in the students and their social and cultural activities. Attendance for staff
members and families at mdghiversityevents, unless it is a special furaising benefit

performance, is at a minimal cost or without charge. Identification cards for family members may be
secured from thelartmanUnion.

. Student Attendance

See NAttendance, Classo in the Academic Catalog.

3.3 Registraros Policie

. Course Adds, Drops, and Withdrawals

Note:Dr opping or withdrawing from a course may aff
addition, if dropping or withdrawing from a course or courses will drop a student to fudldime

status, t he st udent 6 scampusihausing,iinteicdllegiaté ashietics, i nanci al
eligibility for loan deferments, insurance and the like may be affected. Before taking such an action,
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students are strongly encouraged to disdts impact with their advisors and/or representatives of the
Bursaré6s Office and the Financial Aid Office.

1. Add/Drop Period

Students may add or drop fidlemester courses with the signature of the instructor until the

second Friday after the firsag of classes. Courses meeting for less than a full semester may be
added or dropped until the first Friday after the first scheduled meeting of the course. Internships,
practica, individual enrollment courses, and independent study courses, may beratidpdex

until the tenth Friday after the first day of classes. Courses dropped will be removed from the
transcript.

Add and drop deadlines for quarter length Physical Education courses are posted in the Health,
Physical Education, and Recreation Deparim

Late Adds Late adds are allowed with the signature of the instructor, but a fee of $100 per
course will be assessed.

2. Withdrawal Period

Students may withdrawom full-semester coursesy time after the end of the drop period until

the tenth Fday after the first day of classes. Students may withdraw from courses that meet less
than a full semester until the fifth Friday after the first scheduled meeting of the course. The
instructor must sign the course withdrawal form and indicate a gratfe & grade of W

(withdrawal) will be recorded on the transcript. Withdrawal (W) grades do not contribute to a
student 6s grade point average.

Late Withdrawal After the withdrawal period has ended, students may petition for withdrawal
from a course oglunder extenuating circumstances such as, but not limited to the following:

a. Documented learning disability for which evidence has been produced after the withdrawal
period has ended.

Documented medical circumstances arising after the withdrawabdeis ended.

Care of family during an emergency arising after the withdrawal period has ended.

Military duty, where activation has occurred after the withdrawal period has ended.

Jury duty.

Transfer credit which is verified only after the drawal period has ended.

~oQo0oT

The petition is to be presented to the Associate Vice President for Undergraduate Studies and
must include an explanation of the extenuating circumstances, whatever documentation is
available and a course withdrawal form signgdhe instructor, indicating a grade of W is to be
assigned.

[passed by the Faculty-&-02]

. Early Evaluation System

To provide early evaluation for firsemester, firsyear students (those who have attempted fewer

than 12 credits), at the end ogtfirst six weeks of classes, instructors of-Bdimester courses submit
grades on these studentsd performance. The st ude
advisors and instructors.
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C. Earning Credits by Examination

See fiCreditoby EmamheaAcademic Catalog.

D. Ending of AcademicYear

Because maximum class attendance is particularly desirable during the last mongrcatigraic
year, all offcampus activities of groups scheduled during the day should cease during this period
with the exception of the necessary scheduled sports or musical events.

E. Final Examinations and Grades

A final examination period is provided at the end of each semester. Final examinations will not be
scheduled during the last week of classes or @diRg Day.

Final grades should not be given by individual faculty members to students before submitting them to

the Registrar. Final grade reports are to be given only via the Grade Report Form which comes from

t he Registrar 6s Oindil grade reportsTorsteiderRseag quiskty asgpossibhei Tol
facilitate this mailing, the Registraroés Office
telephoned or personal inquiries.

Deadline for grade submission by faculty will be four workingsdafger the semester examination.

An exception permitted would be for a professor who has more than one section of a course. The last
test date may be counted as the beginning of the four day period.

F. Incompletes

See fAilncompl et esalogin the Academic Cat

G. Independent Study

See filndependent Studyod in the Academic Catalog.

H. Individual Enrollment

A student may, upon approval of the instructor, the Department Chair, and an Academic Affairs

officer, enroll in a course from the undergraduate cgtadoen the course is not currently offered.
However, the student must demonstrate extenuating circumstances why the course could not be taken
in the regular sequence.

There will be no individual enrollments offered in a course when that course is offéhedcurrent
term.

There will be only one course offered by individual enrollment per faculty member in the Fall and
Spring semesters; in Winterim and Summer an individual enroliment comprises part of a faculty
member 6s teaching | oad.

Individual enrolment is normally limited to one student. In Winterim and Summer, courses with
more than one student will be considered as regular courses.
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In Winterim and Summer, a student is charged the regular Continuing Educatinegietuition

and fees for amidividual Enrollment and the instructor receives the normal Continuing Education
stipend for a course with one enrollment.

In the Fall and Spring semesters, a-fufle matriculated student is charged a fee for an Individual
Enrollment, over and above ndgr tuition, ONLY IF the enroliment would put the student over the
17 credit maximum. In that case the student pays the normal over load fee and additional tuition.
There is no additional Individual Enroliment fee. The instructor receives the normiihGiog
Education stipend for a course with one enroliment. Instructors may not waive their stipends: faculty
members are paid regardless of whether or not the student is charged for an overload.

In the Fall and Spring semesters, aane matriculatd student is charged tuition for an Individual
Enrollment equal to the regular peredit tuition and fees for the course and the instructor receives
the normal Continuing Education stipend for a course with one enroliment-ti(Rarion

matriculated stdents should not be approved to take Individual Enroliments.)

[above policy approved by the Council of Chairs ep2492; above is version as 0f1792]

Letter Grading System

See fiGrading Systemo in the Academic Catalog.

. Overlapping Courses

Students may register for courses that overlap only with the approval signatures from both instructors;
registrations that overlap by more than 15 minutes also require a signature of the Vice President for
Academic Affairs (or the VPAAG6s representative).

[passed by Faculty 1-6-96]

. Pass/No Pass Courses

See fiPass/ No Pass Courseso in the Academic Cat al
. Repeating Courses

See fiCour ses, Repeatingd in the Academic Cat al oc
. Student Record Entries

Since a single letter grade does not tellthe whdleor y of a semester ds achiev
are encouraged to file memoranda regarding the accomplishments of students in the student personnel
folders. Conferences with students concerning the evaluations made of their achievement are also
encourged. Student personnel folders are maintained by the Registrar for five years after graduation.
Standardized test results, attendance records, anecdotal reports from faculty members and other data

become a part of a st ud dpmétednsne thedegee df suwcestinmay be
achieving the objectives of théniversity.

3.4 Program Policies
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A. Continuing Education Policies

The Continuing Education Officevithin the Frost School of Continuing and Professional Stuslies
responsible foundergraduat&ummer Session, Winterim, and translocated courses and programs
offered in cooperationwitd SNH6 s Gr ani t e SGraduate cdliséshrethee ( GS C)
responsibility of theCollege of Graduate Studies

[revised 96-04; 11-28-07]
1. Summerand Winterim Sessions

Course Requests: All Summer and Winterim credit courses originate in requests made to faculty
four to six months before the term begins. Proposal forms are sent to the faculty by the
Continuing Education Office Proposals must kia the approval of the appropriate Department
Chair who sends the proposals to Continuing Education with a summary sheet. Two kinds of
credit courses may be offered:

a. Courses already part of the normalP&irricula
b. Experimental courses

Experimentacourses require a faculty member to fill out an Experimental Course Proposal form
and have it signed by the Department Chair. The Chair returns the form to Continuing Education
for transmission to the Vice President for Academic Affairs for signafline. Vice President for
Academic Affairs sends it on to the Registrar if the course is approved. (Graduate courses must
also be approved by the Graduate Council. For this procedure, the Council requires a new
Graduate Course Proposal form and a courdmeutThe form is available in tHéontinuing

Education Office

There is a change in this procedure if the course is being offered a second time. Continuing
Education sends the proposal directly to the Curriculum Committee for approval. The Vice
Presient for Academic Affairsé approval i's not
a third time.

Experimental courses also require the faculty member to fill out an Experimental Course Report
at the end of the course. The activity concerned thithform is as follows:

a. Instructor and Chair complete the form

b. Chair sends the form to Continuing Education

c. Vice President for Academic Affairs makes one of three recommendations:
(1) continue the course as experimental for one more spedafied t
(2) convert the course to a regular offering
(3) discontinue offering the course

d. Director returns the form to the Department Chair

If the recommendation is that the course be converted to a regular offering, the Department Chair
forwards the formd the Curriculum Committee.

Pay Rates: Faculty receive a pay rate which is set annually in consultation with the Continuing
Education Committee.

2. Translocated Programs and Courses
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a. Course Requests

Courses run oftampus at the request of variouslOCenters require the use of a

Translocated Request Form. The CLL Center originates the request form which requires the
signatures of the gpopriate Department Chair and the Associate Vice President for
Undergraduate Studies (for undergraduate coursabdssociate Vice President for

Graduate Studies and Community Outreach (for graduate coupsasg$ed 56-04]

b. Pay Rates

Off:campus course assignments are usually not
load. The instructor is reimbursed:

(1) at PSJ overload pay rates when the course is part of a graduate program and/or Plymouth
requests the translocation.

(2) at CLL pay rates when the course is an undergraduate course and a CLL Center requests
the translocation.

In most cases, facultyilvnot be permitted to conduct more than one such course in a
semester on an overload basis.

In most cases, faculty will not be permitted to conduct more than one such course in a
semester overload basis.

c. Transportation
The instructor travels to effampus sites ikniversity-owned vehicles or in his own vehicle

for which he gets the usual mileage reimbursement. Reimbursements for mileage are
requested through the Continuing Education Office.

B. Experimental Course Franchise

1. Definition of the Experimental Course

The Curriculum Committee sponsors an experimental course through its first offering without a
regubr preview by the Committednstead, the Committee examines the course merits in a
reviewupon the close of the cours&€he procedureequires that théaculty member, Department
Chair, and the Vice President for Academic Affairs act on behalf of the Curriculum Committee to
evaluate and endorse an experimental course which requires approval by the Curriculum
Committee.

The experimentatourse procedure offers the opportunity to explore whether a proposed course
will work, without committing the faculty member, the department olthizersityto a
permanent offering.

2. Proposing Courses

a. The Experimental Course Proposal Form
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An ExperimentalCourseProposal form must be submitted for each offering of an
experimental course. The current form, approved by the Curriculum Committee, is available
online at: http://www.plymouth.edu/curcom/experimental_course_proposal.pdf

Timetable

An experimental course may be approved for offering no later than two weeks prior to initial
registration for a regular term in which the course would be offered. Offeriitiys 0
Division of Continuing Education may require some adjustment in this schedule.

Evaluation

The faculty member is required to evaluate the experimental offering as a course rather than
as a teaching performance, using instruments defined by thiel@um Committee along

with any other evaluation methods selected by the professor. The faculty member
summarizes these evaluations and transmits a recommendation to the Department Chair and
the Vice President for Academic Affairs.

Reporting

In using the experimental course franchise, the faculty member incurs a responsibility to
report the outcome of the experiment. The Experimental Course Report form is used for this
purpose.lt is available online at:
http://www.plymouth.edu/curcom/experimental_course_report.ptie form summarizes

the evaluations of studentmdthe Department Chair. It is submitted to the Vice President

for Academic Affairs. A log of experimeaitcourses and reports is maintained by the Vice
President for Academic Affairs.

Options Following Initial Offering

Possible next steps after the initial offering of an Experimental Course:

a.

Continue the course through a second experimental affesiith the time for that offering
specified. This requires a new Experimental Course Proposal to the Curriculum Committee,
accompanied by the Experimental Course Report on the first offering.

Convert the experimental course to a regular courses réguires a New Course Proposal to
the Curriculum Committee and copies of all previous experimental course reports.

Conclude the experimental course. After the submission of the experimental Course Report
to the Vice President for Academic Affairs, fuwther action is required.

Graduate Level Experimental Courses

a.

Approval of Graduate Level Experimental Courses

A graduate level experimental course is proposed to the Graduate Council for approval. A
syllabus or course outline which clearlytsgathe graduate requirements must accompany the
proposal. Prior approval by the Department Chair and Graduate Coordinator is required.
Experimental Course Report

The instructor of an experimental course must submit an evaluation of the courss as so

possible after its initial offering, to the Graduate Council. The course report may be repeated

84


http://www.plymouth.edu/curcom/experimental_course_proposal.pdf
http://www.plymouth.edu/curcom/experimental_course_report.pdf

a second time upon approval of the Graduate Council. The course report is required before
the course can be repeated.

C. Program Review Policy

1. Rationale

Departmental planning and review is a continuous and systematic process that builds on the
regular academic and administrative activities of a department. During the review process, a
department successively assesses and recasts goals andeshjeotivses, programs, and
procedures. The reasons for program review are:

a. To ensure that the degrees and programs offered carry out the missiokoivirsity and
the department.

b. To ensure the excellent quality of our General Education, degndeyrogram offerings.

c. To ensure truth in advertising for our studetit®t courses and programs listed in the catalog
are actually available during théimiversitycareers.

d. To aid the Curriculum Committee in carrying out its charge to revievogieslly the entire
University curriculum and make recommendations concerning revisions. (Faculty Bylaws,

XI. F.11. b. 6.)

e. To aid the Gener al Education Committee in ca
program and make recommendationsifanpr ove ment o . ( Fabcbu8)ty Byl aw

f.  Toimplement the USNH Board of Trustees goal that program review be done regularly on
each campus.

g. To comply with the requirement of the New England Association of Schools and Colleges
that P& mont or fAacademi c programUreixyparndEstiédond s o ens i
resources are not diluted and that continui n

2. Who will do Program Review

Program review will be done by academic departments and bydegaatmental councils which

offer academic programs, such as the Humanities Council and the Medieval Studies Council. In

this document, Afdepartment o is used for any en

3. Timetable
A full program review wi be done every 6 years.
4. Process

a. SelfStudy
A department should prepare for a program review by completing-stgdif which includes
the following:

(1) Department plan. Included in the department plan should be a statement of how each
degre/program area fits with the mission and goals of the department and the college.
The service component of the department (general education, requirements for other
departmentsé majors and minor s, etc.) shoul

shall be evaluated according to procedures developed by the General Education
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Committee as described below. Outreach activities (where applicable) should also be
included.

(2) List of all degree programs and all program areas within degrees, with course
requirements.

(3) Number of graduates in each degree/program area for the last 6 years.

(4) List of all courses offered by the department with enroliments in these courses over the
last 6 years.

(5) Number of faculty, fultime and partime, for past 6 year Projected needs.

(6) Resources (e.g., faculty, staff, equipment, supplies, space) needed to carry out
departmental mission and goals.

(7) Release time to do departmentalisgtiidies will be provided as needed.

b. Outside Consultants

1. One or more atside consultants will be retained to help in the departmental program
review. The department will have the option to submit a list of possible consultants to the
Vice President for Academic Affairs. The Vice President for Academic Affairs and
Departmentvill agree on the consultants to be employed and the length of the visit. The
Vice President for Academic Affairsé Office
expenses.

2. Before the consultants6 visitgdthd he Vice Pre
Department Chair will agree on a list of questions, answers to which will form the basis
of the consultantsé written report. Consul
selfstudy.

3. Consultants must have the opportunity to meet witFaallity members and with student
representatives selected by the department.

4. Copies of the consultantsd report wild.l be ¢
Affairs to the Department Chair and to the Curriculum Committee.

c. Results of the ProgramReview

The reviewersod comments wil/l be shared with
courses and programs, building on strengths, and addressing weaknesses will be held between

the Vice President for Academic Affairs and the department. Depdgméhmake

proposals (e.qg., for curriculum changes or budget alterations) through th&nsugabity

procedures. Program review results will be forwarded to the Curriculum Committee and to

the Gener al Educati on Co mmireviewemdl vary. IRsos@l | t s of
cases, courses or degree programs or other department activities may be altered, augmented

or phased out; in others only minor adjustments may odouany case, changes in

curriculum must be approved by the Curriculum Committee and, if major, by the

Faculty and the Board of Trustees.

5. Guidelines

The following principles are intended to guide departments to areas that must be considered
during program review. However, action on each item is within the discretion of therdept.

a. Course Scheduling
(1) During the initial program review for each department, any course not taught any time in

the last 4 years should be reviewed for possible deletion from the catalog. (Graduate
courses on a summer rotation or other caisea special schedule may be exempt.)
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(2) Thereafter, any course not taught every 3 years should be reviewed for possible deletion
from the catalog. (Exemptiomgepossible for special scheduling.)

b. Program Enrollment

Programs (e.g., degrees, op8pminors) with a history of seriously declining enrollments
should be considered for phasing out, unless they are central to the missich gNB8:
this is programs, not departments)

c. Guidelines for Degree Programs

(1) During the program reviewrpcess, departments shall review similar program and degree
offerings from all institutions on the Board of Trusteggproved List of Comparative
Institutions for P8. Programs at REshould not normally exceed the size of programs
(number of courses/criggl) at Comparative Institutions. Departments may justify
exceptional program designs. Program review results will be forwarded to the
Curriculum Committee.

(2) All System Academic Planning Coun@APQ guidelines must be followed.

(3) Every major is epected to have a minimum of 50% of credits required in the major at the
300-level or above.

d. Guidelines for Review of General Education Courses

(1) As part of the program review process, the department shall revisit each course it offers
which is partof the General Education program and will present an argument that the
course still addrsses the General Education compoitarpresents and still is taught (in
all its sections) in such a way as to have the qualities required of General Education
courses (as described in teneral Education Handbopk

(2) For each General Education course, the department shall provide a summary of student
responses to whatever General Education Course Influence Inventories have been
administered since the last prograeview, and of any other student evaluation that may
be relevant, or devise a system of its own which demonstrates that all sections of all
relevant courses taught in the department have been examined for the qualities required
of General Education cowes (as described in tigeneral Education Handbonk

6. Review of Program Review Policy

This policy on program review will be reviewed by the Curriculum Committee three years after it
has been passed and put into operation.

[Amended by the Curriculum @Gonittee on March 18, 1988, and April 21, 1989; amended by the
Executive Council on May 12, 1989. Further amended by the Curriculum Committee, October 20,

1989. Amended by the Executive Council on December 8, 1989. Adopted by the faculty on February
7, 1990. Revised by the Faculty (regarding General Education evaluation) on May 6, 1998.]

. Seven Year Catalog Policy

The catalog to be used to determine graduation requirements may be no older than the academic year
of official admission, nor more thanvan years old.

All full or part-time students who are admitted for the first time for Fall 1990 and subsequent
semesters will have seven years to complete their programs using their original catalog. Should the
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seven year period expire, the student nsestct a more recent catalog to determine graduation
requirements. This applies to all matriculated students.

A readmitted student may use the catalog of original admission if the catalog is less than seven years

old and if it is possible for the studantcomplete the degree before the seven year limit on that
catalog expires. I f these two conditions donot
determine graduation requirements.

[passed by Faculty, May, 1990]

. Requirement of 15 Cralit Hours of Free Electives

1. Al bachel orés | evel undergraduate programs (t
State University will contain a minimum of 15 credit hours of freedioected electives.
Students may choose elective courses it assistance of their academic advisor or may use
their free electives to transfer courses into Plymouth State University or complete a minor that is
not required for graduation.

2. New programs that are brought forward should meet the 15 creditdfdues, nordirected
electives standard. Programs that are not now in compliance should move toward compliance as
they make any future curriculum modifications without increasing the credits required for
graduation.

3. Deviations from these goals shotdd justified to the Curriculum Committee any time a program
not in compliance is revised.

[passed byFaculty 3-5-03]

3.5 AcademicSupport Services

. Information Technology Services

The Mission of Information Technology Services (ITS) is statddlasvs: fiPromotng educational
excellence through technology and sendc&he main service areas of ITS are: computer
technology, instructional technology, WWW development, telecommunications, media services,
cable TV, ResNET, and the PSU Computer&t Links to detailed information about each of these
service areas is available onliae http://www.plymouth.edu/infotech/service.htmlso seea

variety of quick reference guides andinaltutorials on the ITS Web site, at:
http://www.plymouth.edu/infotech/references. htm

The ITS Help Desk at extension 2929 is available for immediate assistance and technical support.
See the Help Desk Web site for further informatidmtp://www.plymouth.edu/infotech/helpdesk.htm
Walk-in assistance is also available at the Help Desk locatitime Information Desk Lamsm

Library and Learning Commons.

ITS Media Services provides equipment for loan to faculty and students. Use their online reservation
form at: http://www.plymouth.edu/infotech/medeguipreserve.html

A wide variety of workshops are offered byS. Check the AWorkshopso sect
at: http://www.plymouth.edu/infotech/workshops.htm
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Finally, it is inportant that all PSU students, faculty, and staff be aware of the key policies governing
appropriate use of computers at the University.

Use of Computing Resourceso and is available onl
http://www.plymouth.edu/infotech/policy/accept.htnilhere is an addendum to this policy, covering
AAppropriate -Maiel of Ehiechrioniavail able online at

http://www.plymouth.edu/infotech/policy/Email.htm

. The Math Center

The Math Center is a hub for exitéass activities involving mathematics. Students, during operating
hours, may use the center for complet@sgignments, forming study groups, and receiving group
and/or individual tutorial services. Trained student tutors and faculty, dedicated to student success
and achievement in mathematics, staff the center which is located withrathematics

Departmenin HydeHall, Room 351. The phone numbereist 2819.

The Center is open Monday through Thursded; griday9-12 as well as Mondagnd Wednesday
evenings M. These hours begin the first Monday of the first full week of the semester.

[revised 1128-07 to change name to Math Center and revise hours]

. Plymouth Academic Support ServicegPASS)

PASS is a federalfunded program designed to provide individualized academic assistance to
students enrolled at Plymouth. Assistance is available forrggigtetime management, exam
preparation, note taking, and other study techniques. Academic tutors are available in most
introductory level courses. Counselors are available to work with students with documented
disabilities. PASS is locatezh the Lowe Level ofLamson Libraryand is usually open Monday
through Thursday from 8 AM to 7 PM and on Fridays from 8 AM to 4:30 PM. Contact the office by
calling 5352270.

. The Writing Center

The Writing Center of Plymouth State Univergion the Lower Levieof Lamson Library, next to the
PASS Officé provides help imeading and writindor all interested®SUstudents. Specifically, the
Center offers instruction in reading, provides additional support to English composition students, and
gives general helim writing to ESL students. Students who have weak reading skills or who merely
wish to increase their reading efficiency receive help in comprehension, rate of reading, and/or
reading textbooks. After giving each student a diagnostic evaluation,igidirad program is

designed for each student. Students may come to the Center on their own or be referred by an
instructor, etc. The Center is also available to give reading tastsaductoryclasses and to provide
each student in these classes \aithindividualized assessment.

The Center supportsthe EnglBe par t ment 6s Composition program as
encouraged to come to the Center to discuss their current work on a walk in basis or they may come
for weekly appointments. Eitherwayst r uct or s are informed weekly o

The Center provides help in all aspects of writing and encourages students to come in at any stage of
the writing process. The emphasis is on showing them how to improve their writing hatmelotng
it for them.

The Center is staffed by a pdirhe director, two partime reading and writing instructors all of
whom have experience in teaching writing and/or reading. Student tutors complete the staff.
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The Center is opeBunday €9 PM, Monday throughWednesday 9 AM 9 PM, Thursday and Friday

9 AM T 5PM If you have any questions about the Center or if they can help in any way, please call
ext. 2831

[revised 1128-07 to change name to Writing Center and revise hours]
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4.0 ADMINISTRATIVE AND FINANCIAL POLICIES OF
INTEREST TO THE FACULTY

4.1 Bookstore Requisitions and Policies

The Plymouth StateniversityBookstore is operated by Barnes and Noble, Inc. of New York. The
University has supervisory responsibility over the store, handledfial negotiations and advises on
operating policies.

The bookstore provides all textbooks and materials for course requirements in accordance with the
procedures outlined below. It stoddsiversity-related merchandise, supplies and gift itertsvill

handle special orders for all faculty, staff and students. Faculty/staff discount is at the rate of 10% on
clothes/gifts and 15% on supplies (ADOOKS).

All approved and supplemental book requisitions in the Bookstore and the Departmentoifinesa ¢
then submitted to the Department Chair for approval and forwarded to the Bookstore manager. Annual
requisitions will be submitted according to the following schedule:

For use in théall semester by the end of the precedirgademig/ear
For wse in thespringsemestei by the preceding Novembet' 1
For use in the summer sessiohy the preceding April 1

To assist the Bookstore manager in determining the number of books to order, all book requisitions are to
be designated in one of the follmg categories:

Required A text which includes material for which the student will be held responsible. Text will be
stressed by the instructor as the basic work around which the course is structured.

RecommendedSupplementary or suggested readifigssome portions of which the studenaybe
held responsible.

Bibliography One or more texts within a range of choices offered to the student. Thus, the student has
responsibility for a specific number of titles within the complete range offered.

Supplemental Books which any faculty member would like to have the Bookstore keep in stock as
additional independent reading material for the student.

So that requests may be anticipated, faculty members are urged to keep the Bookstore fully informed of
the need for textbooks in any particular class.

As publishers will not honor the Bookstore request for desk copies, individual faculty members must
arrange for and procure a desk copy directly from the publisher.

Faculty members may purchase or rent cgpsns and hoods for academic convocation at the
Bookstore.

4.2 University Facility Use by Faculty andtheir Families

Faculty and their families are eligible to use the University Library and Physical Education Center free of
charge. Users must haadamily ID card. To borrow materials dtamson Library users must have a
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student, faculty, staff, or family ID cardit the PE Center,lgldrenunder the age of 1&wust be
accompanied by an adult ID card bearer.

Faculty members are encouraged to made of thdacilities in thre Hartman Union Building (HUBand

the Physical Education Centdror information on the facilities and services available in the HUB, visit
the HUBOGs f#dAvirtual http:dvwawy.plymeuthtedu/habfadmintsteatiobiertoal sodr/:
The PE Center hassavimming pool, the 2,0068eat Foley Gymnasium, four indoor tennis courts, four
racquetball courts, an indoor track, wrestling roamgwlyrenovded strength and conditioning room
(opening September 2004hletic training and rehabilitation facilities, classrooms, and athletic
department offices. Outside there dBeacres of playing and practice fields plus nine outdoor tennis
courts. Furtherinformation about PE Center facilities is available on the Web at:
http://www.plymouth.edu/pecenter/facilities.htrAicademic and athletic programs of the University have
the first priorityon the use of PE Center facilitieBor information about reserving PE Center facilities
for faculty use, contatche Coordinator of the PE Centrextension 2772.

The University camp, located at Loon Lake, is avail@lyleeservation only from JunbBrough Octobeto
administrators, facultystaff, andstudent oganizations. @icial University functions and meetisgake
priority. Reservations are made through the Physical Plant office during the springgigniod. When
all official Universityneeds are met, the camp may be reservddduity orstaff families fora period
not to exceed one week. To help defray the maintenance costs for the camp, a cHigparf\Beek
will be made. Complete camp rules are available from the Physical Bficg.

[revised 628-04]

4.3 University Facility Use by the Community

To book any space on campus for famademic use, check the Web site of the Hartman Union Building
(HUB) . St art wiPlymouth GtateeUniversiB/l a a n@ling at:dt e
http://www.plymouth.edu/hub/administration/meetings_conferences and_evenEhigmsection of the

HUB Web site will give basic information abouseeving space, and will provide the direct contact

information for the following campus facilities: Frost Commons, Hartman Union Building, Heritage

Commons, Lamson Library, PE Center, Prospect Dining Hall, Silver Cultural Arts Center. Also on the

HUB Websiteisi nf or mat i on abo®ktt&8daResandaEvens Pl anningo,
http://www.plymouth.edu/hub/event_planning_resources.tther links available from thisection are:

iMeeti ngs, Conferences, and BPWdhtUseraamd AHUB Room

Plymouth State University recognizes its obligation to provide educational and community services to the
University community and to the residents of stade, tothe extent that facilities and resources permit.
Fulfilling this obligation must be coordinated with the normal functioning of the University.

[revised 628-04]

A. Priorities

1. The first priority for the use of any University facility is the Universi 6 s r-sehpduleda r |y
educatimal programs and workshops. The HUB may not be reserved for use as academic course
space.

2. Nonscheduled departmental activitie®.( department meetings, special lectures, etc.). This
also applies to administratiomé.committee meetings €., Board of Trustees, etc.).
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3. University-related groups, activities and organizations. Such a group is one which has a
recognized constitution on file with the Student Senate, the President of the University, and the
Student Adivities Office (.e., meetings, necharge performances, etc.).

4. University-related groups, activities, and organizations which charge a fee to students, faculty,
and/or staff for their services or activities.

5. Requests of thaate, county, and locglovernmenti(e., Cooperative Extension Service, Civil
Service Commission, etc.).

6. Area nonprofit community serviced.€., Scout events,-# Club meetings, etc.) for necharge
programs.

7. Area nonprofit community serviced.€., Red Cross class favhich a fee is charged, hospital
bazaar, etc.).

8. Service organizations which charge a fee for services or activigesRotary or Lions dance,

Met hodi st Mend6s Conference, etc.).

9. Profit-making organizations.

After meeting this priority listing, felities will be assigned primarily on a firsbme, firstserved

basis, with scheduling conflicts to be resolved by the individuals involved and the scheduling office.
The University retains the right to make changes in space assignments upon comsvittative
requesting party.

[revised 628-04]

B. Chargesfor Facility Use

Rates vary based on a humber of considerations. Rates for rooms in the Hartman Union Building
(HUB) are available online atttp://www.plymouth.edu/hub/room_rates.htimformation on rates

for nonPSU use of other campus facilities may be obtained by contacting the individuals listed on
this section of the HUB Web site:
http://www.plymouth.edu/hub/administration/meetings_conferences_and_events.htm

[revised 628-04]

4.4 Copier Usage

Copy machines may be used by all faculty members. If the copying is for personat usst tk five

cents per pag@ doublesided sheet is two copieshichis to be deposited at the Business Office, Speare
113, accompanied by a completed PSU Revenue Deposit fbnedepartmental account which supplied
the copier access code will be dited the amount of the depositll such copying shall be performed by
the faculty member benefiting from this service.

If copying is for professional enhancement, Erepartment Chair may agree to absorb the cost through
the regular chargeback to tbepartmental budget. All departmental work will be charged to the
department.

[revised 930-04]

4.5 Dining Accommodations

The Universitydining rooms in Prospect and the HUB are open to faculty and their guests at regular a la
carte rates. Facultyaving official guests and being required by the nature of their work to have a meal at
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the dining hall with their guests instead of-ofmpus, may make arrangements to have these meals
charged to their department through the Business Office, or be msieabilnrough petty cash.

For information about Dining Services, visit the PSU Dining Services Web site at:
http://www.plymouth.edu/dining/

4.6 Emergency Closingd Curtailed Operations

Plymouth State Umersity normally remainspen through inclement weathdBecause most students
live within minutes of the campus, every effort is mad avoid an official closingThere may be times,
however, when an emergency or extreme weather conditions necesspgueral closing of the
University. Guidelines for both official curtailed operations and inclement weather situatiodstailed
by the Office of Human Resources at the following site:
http://www.plymouth.edu/personl/Policies/CurtailOps.htm

4.7 Faculty Mail

Campus mail services and mailing facilities have been established to distribute written communications
concerning University business between units on campus, betwapnses and to and from outside
individuals and organization. The use of these facilities forUninersity related communications or for
personal gain is not permitted.

Faculty mail is delivered twice daily to those buildings in which faculty officedamated. Department
secretaries distribute mail in mailboxes located in the department office. Faculty are urged to ask
correspondents to address official mail to the respective department and building (MSC #). Mailboxes
should be checked at leastlgais the use of these mailboxes will be the manner in which the
administrative offices will contact faculty members regardimiyversitybusiness except in cases of
emergency.

Outgoing offcampus mail must reflect the department return address on Higeook the envelope or
package.

Faculty mailboxes are for faculty use only. No student may remove materials from these boxes or place
anything therein. Communications from students or outsiders intended for faculty members should be
giventothemailc er k or depart ment member should do so in
Department secretaries will not be responsible for seeing that student coursework reaches a faculty
member.

4.8 ldentification Cards

Identification cards are praled to each facultynember at thetime dfi r i n g . A AFamily Of
(one only) is available to any benefited employee for use by their immediate family members
(spouse/ partner and chil dren). The ecap.l oyee must

[revised 1010-02]

4.9 Lounge and Informal Conference Facilities
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The HUB provides a snack bar/ lounge to secure refreshments. Lounges are also available in most of the
academic buildings.

4.10 Moving Expenses

New faculty members may be rdinrsed for the moving of furniture and household goods upon
recommendation of the appropriate principal administrator and the current guidelines.

4.11 Receipt of Cash Funds on Behalf of tHgniversity

Receipt of cash through the saldfiversity property, services or bproducts of its activities shall be
properly documented and the cash deposited to the proper account by the Bursar.

4.12 Sale of Surplus Items

The Purchasing Office will have the first refusal on those items which are declarke si8pcond

refusal goes to the other units within the University System. Third refusal goes to the state agencies or
members of the New Hampshire College and University Council. Items still not disposed of at that point
will be put up for public bid.

If a unit within the University System of New Hampshire independently interests another in surplus
item(s) at an agreed upon price, the receiving unit can transfer the funds for such purchases directly to the
equipment budget of the originating unit.

4.13 Telephone Use

The University operates its own telephone system with computer routing and billing which assures the

lowest possible rates and access to the appropriate networking facilities. Monthly reports are provided to

each department detailingéac cal | 6s t i me, cost and number dial ed.
request.

Extensive personal use of office/department phones is not encouragedniVéesity does not prohibit

use ofUniversitytelephones for personal business but doesaxgrompt reimbursement of costs. If a
faculty member makes a personal call for which there is a toll, reimbursement should be promptly made
to the Bursar so the department account can be credited. Access to 800 numbers for credit card calls is
availabk for personal calls.

Professional and departmental calls are departmental expenses. Faculty members must use professional
judgment in determining what calls are to be charged to the department.

Phone service changes should be requested by the degadrttenTelecommunications Office, x2222.

Since phone charges are carefully transferred to individual department budgets, fiscal prudence must be
practiced.
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4.14 Travel Regulations

A. Use ofUniversity Vehicles

1. General Policies

a. The use obUniversityvehicles is granted solely to carry Omiversitybusiness and
University-sponsoredctivities.

b. Academics, athletics and recognized student organizations m&jnivsesity vehicles for
educational, cultural, and athletic events which have bggroged by the appropriate
department head or their designee.

c. Universityvehicles should not be used when it is more economical or efficient to use
commercial transportation.

d Al'l vehicle operators shall p icate ofe@mpletianofv a | i d
the National Safety Council Defensive Driving Course. These qualifications should be
verified by the department head or their designee. This information must be available for
display at the time Bniversityvehicle is picked up.

e. Universityvehicles shall not be taken home overnight without prior approval from Physical
Plant.

f.  Universityvehicles shall not be operated in states other than New England or New York
without prior approval of a Principal Administrator.

g. LeavingUniversity vehicles at airports is discouraged.

h. No alcoholic beverages shall be transported or consumediiivarsity vehicle.

i. Plymouth Staté&Jniversity vehicles shall never be used in a manner that would cause
embarrassment to Plymouth Stakeiversty.

2. Reservation and Use oUniversity Vehicles

S e &ehiGle Reservation System under Tr av e lUWebfsifei ¢ e, on the PS

B. Use of Privately Owned Vehicles

See fiPersonal Vehicl esdWemsdeer Tr avel Oof fice, on

C. Out-of-State Travel
Official out-of-state travel must be approved in advance by the person responsible for the
departmental budget. Requests should be addressed to the Department Chair and must specify place,
purpose and estimated expenses. The Department Chair willtedipproval or disapproval on the
form and make a recommendation as to amount of reimbursement.

The transportation of students to professional meetings or conferences, as on a field trip, must be
approved in advance by the Associate Vice Presidentdadémic Affairs.

Owners of privatehowned vehicles used famiversitytravel must maintain public liability and
property damage insurance.

D. Travel Reimbursement

Refer to latest policies of Travel Office onP8Veb site.
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E. Cash Advances

Refer b Réquest for Travel Advanoeinder Travel Officeon PSJ Web site.

F. Travel Arrangements and Tickets

Refer to latest policies dfravel Office on P8 Web site.
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5.0 STUDENT AFFAIRS POLICIES OF INTEREST TO THE
FACULTY

NOTE: Several sections belowgfer you to thd>3J Student HandbookTheP3J Student Handbook
publishedonline by the Judicial Programs Office and is availailkine at the following URL:
http://www.plymouth. du/stulife/handbook/handbook.htmlA printed copy of the Annual Security
Report section is available upon request in the Dean of Students/Judicial Programs Office
[revised 1221-04]

5.1 Rights Regarding Student Records

See AFERPA Ri @tht ¢ e Rte gR e tinbdiRiglts @f Studantssectionin theStudent
Handbook

5.2 Student Rights and Responsibilities

See fAiRights of S$tudeheHandsook secti on in the

5.3 Student Conduct Code

SeethefiPo |l i ci es and mBipheStudentt Hamdboskd s ect i o

5.4 Student Discipline Code

Seethei Judi ci al Sys GtedembHaadbank i on i n t he

5.5 Student Organization Directory

A listing of all recognized student organizations may be seen on the Web site of the Hartnman Unio
Building. The direct link to this listing ishttp://www.plymouth.edu/hub/studentorgs/

5.6 Faculty Advisors to Student Organizations

As student membership in the various student orgaoigatay be assumed to be a part of the overall
educational process, faculty members are expected to assume their fair share of officially advising these
organizations.

A. General Policies
A student activity should measure up as a group activity idekielopment of good citizenship and

of other worthwhile values for the persons participating in it. Mamobatass activities are student
activities, which are initiated in that they are determined and planned by the students with the
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assistance of ietested faculty members. All organizations and activities are supervised by the
Universityand are subject tdniversity control as to activities and budget. As the President of the
Universityis responsible for its administration, the President hasdherpto veto a proposal of any
University organization.

. Selection of Organization Advisors

Student organizations submit the name of a faculty or staff member who they would like to serve as

their advisor to the Student Senate during the recogmtiotess. If the organization is approved for
recognition by the Student Senate, the advisor name is submitted to the President for final approval,

and a |letter is issued from the Presidentos Of fi
Advisors should attend all functions of their group free of chapgeised 1010-02]

. Duties of Organization Advisors

1. To consult with the President on the background and development of the activity for the purpose
of gathering all pertinent informan about the organization and to keep the President informed
of the program and plans of the organization.

2. To be present at all meetings whenever possible and to expect that he/she will be notified of
meetings.

3. To see that the place of meeting, lmattany event, is registered and cleared in the office of the
Director of the Hartman Union and Student Activities at least 14 days prior to the event.

4. To make clear to the organizatitmiversity policy and the regulations concerning lights,
equipmentino smoking, 06 etc., as they apply in spec
may be obtained from the Director of the Hartman Union and Student Activities.

5. To keep careful supervision of all business activities so that the organization rénaioglly
solvent and that it follows the uniform system of accounting used idrihersity. The Student
Accounting Office will explain the procedures to be followed in drawing on the funds or in
payment of bills. No organization, with the exceptifiGreekletter social organizations, may
maintain a separate account at a bank, but should deposit funds in the Student Activities account.

6. The advisor must cosign all withdrawals over $200 on the account in order to be informed of the
financial statusf the organization, as well as to countafidate the expenditures as appropriate
and relevant to the purpose of the organization.

7. No advisor to a student organization should sign for, or authorize the sending of advance
payments to individuals, agisn or groups hired to furnish entertainment or talent.

8. All contracts must be signed by the Director of the Hartman Union and Student Activities, the
Director of Purchasing, or the Vice President for Financial Affairs. Any exception to this must be
authorized by the Vice President for Financial Affairs or the President.

9. To become familiar with student regulationssidence hakours, etc., refer to tH&tudent
Handbook Any additional questions should be referred to the appropriate administrator.

10. To follow through on the responsibilities and obligations which have been delegated to students
to see that they have been satisfactorily cleared.

. Standards of Behavior

It is assumed thatniversity students will maintain standards of behavidvich are acceptable in the
Universityand in the community. The faculty advisor is responsible for the general behavior of the
organization and should make clear to the group and individuals what is expéetastLident

allegedly violates a Universifyolicy or expectation the advisor may contact the Judicial Programs
Office to discuss possible options to hold the student accountabjemajor departure from

previous practice or program should be discussed with the PresidentUsfivieesitybefore he
organization takes definite actiofrevised 1221-04]
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E. Scheduling of Events by Student Organizations

Any officially-recognizedJniversity organization may schedule an activity at any time within
reasonablé&niversityhours. Reservations and ches are based upon the criteria listed in Section
4.0, Administrative and Financial Policies of Interest to the Faculty. Requests are generally granted,
provided suitable space is available, the event does not interfere withlamvagisity event or
scheduled classes, or with the reasonable activities diitfigersityas an academic institution, and
no extraordinary danger of damage to persons or property seems evident. Clearance of such events
must be secured in advance with the reservationist iHitH& Advance approval must be obtained
for all Universitysocial events. Reservation forms for eventdiiversityhousing are available
from the Director of Residential Life. Reservations for events in all &therersityfacilities are
available fran the Director of the Hartman Union and Student Activities. An application for
scheduling of special events must be obtained from the Director of the Hartman Union and Student
Activities. All on-campus events (meetings, conferences, etc.) must be sahtdolegh the
reservationist in the HUB relative to place, time, and date, to avoid scheduling conflicts and to help
coordinate and advertise activities.

5.7 Student Services

Seethen Ser vi c es 0 Stadert Handbaook i n t he

5.8 AIDS Policy and Pocedures

See AAI DS Pol ia yurmmddadr Ptrine efth@hedtudéntHasdibooks e ct i on

5.9 Career Development

See fAiAcademi c & Car e ¢hefi SAdrvisetioaisgbhe Suelent Hamdidooku n d e r

5.10 Services for Students with Dabilities

See fADiIisabil i thefi SEea rvsectiopss tHeStudentdHandbook

5.11 Conversion to PartTime Status

S e €lasSification, Studedt 1 mMcatemie Catalog

5.12 Withdrawal from the University

See AWt hdr @nvasdity f r dcadetniba €atalog
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