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Plymouth State University 

FACULTY HANDBOOK  
 

 

Preface 

 
The purpose of the Plymouth State University Faculty Handbook is to provide faculty members with 

general information regarding the Universityôs policies and procedures and to serve as a reference to other 
sources of information where appropriate.  Every effort is made to be thorough and accurate; however the 

Handbook does not attempt to cover every office in the University or every rule, regulation, or policy ï 

only those frequently encountered by faculty.  While the print 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 State University reserve 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 employment.  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 accuracy of statements made in this Handbook.  However, the actual terms 

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.  If you 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. 
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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 became Plymouth Teacherôs College in 1939, Plymouth State College in 1963, and Plymouth 
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 comprehensive institution of higher 

education. The University confers Bachelor of Arts, Bachelor of Fine Arts, and Bachelor of Science 
degrees as well as Masterôs degrees and Certificates of Advanced Graduate Studies in selected areas. 

Professional outreach activities and graduate 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. The University also 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. PSUôs attractive residential campus of wide greens, tree-lined 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 outdoor recreational opportunities 

within easy access of the New England region.  

 

 

1.2  Mission Statement 
 

Values 
The University motto Ut Prosim, that I may serve, underscores the values upon which the Plymouth State 

University mission is built. Dedicated to providing a 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, staff, and community. 
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 is dedicated 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 inclusiveness for the entire 

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 well-educated 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 State University has a special 
commitment of service to the North Country and Lakes Region of New Hampshire. As a Carnegie 

Masters I University, Plymouth State confers a comprehensive range of bachelorôs degrees as well as 

Masterôs degrees and Certificates of Advanced Graduate Studies in selected areas. 
 

Vision 
The educational philosophy of the University is based on the concepts of learner-centered teaching, 
experiential learning and academic excellence. The Plymouth State University education features a 
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complementary 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 students and to 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 foundation 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 learning in the world 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 and 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 Colleges, the 
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 Education program by the American 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, Management, and Marketing and the Master of Business Administration by the 

Association of Collegiate Business Schools and Programs.  [revised 9-8-04] 
 

 

1.4  Board of Trustees 
 

Membership of the Board of Trustees, as specified in State Law RSA 187-A:13, consists of 27 trustees, 

comprised of the Governor of the State, eleven Governor-appointees, 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 PSU), two members elected by students, the Commissioner of 

Education, the Commissioner of Agriculture, the presidents of the System's four colleges and universities, 
and the Chancellor.  Terms of the elected and appointed members are for four years, with the exception of 

the student-elected trustee, who serves for one year. 

 

The Chancellor is the chief executive officer of the University System of New Hampshire (USNH). 
 

The Board elects annually its own officers, including a chair, vice chair, secretary, treasurer (who is the 

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 State University, and the statewide Granite State College.  
Current information may be obtained from the USNH Web site:  http://www.usnh.edu/  

 

[revised 11-28-07] 
 
 

 

 
 

http://www.usnh.edu/
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1.5  Administrative Structure  
 

Note:  Full job descriptions of all Principal Administrators and the key administrative positions reporting 

to them have been removed from the Faculty Handbook effective with the 11-28-07 version with the 

exception of the Academic Department Chair, by agreement with the Provost and Vice President for 
Academic Affairs.  Contact the VPAAôs office for information about these administrative positions. 

 

See the link to the online Organizational Chart in Section 1.6, below. 
 

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

 

A. Academic Department Chair 
 

1. Appointments and Terms 
 

a. A regular term shall extend three years and be renewable after review in the last semester of 

the term by the department faculty, the Vice President for Academic Affairs and the 

President. 

b. The decision to appoint a Chair from within or to go outside the University for a new Chair 
shall be determined by the President after consulting with the departmental faculty and the 

Vice President for Academic Affairs. 

c. A set of candidates for the office shall be developed by the department by means of a 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 final appointment 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 

review the departmentôs goals, objectives and accomplishments and 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 Chairôs performance of duties will be given due weight in evaluation for 
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 Chairs shall 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 affairs, (b) coordinate 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, for a one-year term, 
renewable for three years. 

 

i. Release Time: 

 
Department  Credits/Semester 

Art 6 

Biological Sciences 6 
Business 12 

Chemical, Earth, Atmospheric, & Physical Sciences 6 

Communication Studies 3 
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Computer Science and Technology 6 

Criminal Justice 3 
Education 6 

English 6 

Foreign Languages 6 

Health and Human Performance 6 
Library N/A 

Mathematics 6 

Music, Theatre, and Dance 6 
Philosophy 3 

Psychology                                                                6 

Social Science                                                           6 
Social Work 6 

 

2. Duties 
 

 Working with faculty colleagues and with the University administration, the Department Chair 

assumes leadership for: 

 

a. Departmental Affairs  

(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 decision-making activities 

(6) Establishing and maintaining internal communications 

(7) Determining departmental awards and scholarships 
(8) Representing the department in the University and with external agencies; conveying 

University policy and actions to the department 

 

b. 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 assignments for the regular semesters and 

designing Continuing Education program possibilities 

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

 

c. Faculty Affairs  

(1) Recruiting and orienting new faculty members 
(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) Recommending all appointments of contract and adjunct faculty, overload instructors, 

continuing education faculty, and instructors for departmental off-campus workshops and 

courses 
(4) Defining faculty responsibilities and protecting faculty rights 

(5) Evaluating faculty members following procedures outlined in the Faculty Handbook 

 

d. Student Affairs 
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(1) Delegating responsibility for the screening, assigning, and supervising of student 

workers, graduate assistants and teaching fellows 
(2) Responding to student grievances 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 about academic 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 preparing requests 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 assigned 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 that adequate departmental files and record systems are maintained 

(4) Coordinating textbook orders  
 

 

1.6  Organizational Chart 
 

The Organizational Chart for the administration of Plymouth State University is available online at:  

http://www.plymouth.edu/presoff/psuorg.pdf  

 

 

1.7  Governance Structure 
 

A. Bylaws of the Plymouth State University Faculty 
 

The Bylaws of the Plymouth State University Faculty is printed as Appendix A.  The most up-to-date 

version is available online from the Web site of the Vice President for Academic Affairs, at: 
http://www.plymouth.edu/acadaff/facbylaws_GM_11-7-07.pdf   

 

B. Bylaws of the Plymouth State University Graduate Faculty 
 

(See Appendix B) 

 

C. Student Government 
 

 Note: This passage is descriptive only.  See the Bylaws of the Plymouth State University Faculty, 
Articles II and VIII. 

 

 The Student Senate is the student governing body of the University, operating under a constitution 
approved by the University President and responsible to the President.  It is an advisory body only 

since all its acts must receive the approval of the University President before they become operative.  

http://www.plymouth.edu/presoff/psuorg.pdf
http://www.plymouth.edu/acadaff/facbylaws_GM_11-7-07.pdf
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The President by law is the only person authorized to make such changes since the President is 

charged legally with overseeing the entire operation of the University. 
 

 The Senate meets weekly and its membership is elected by the students in accordance with its 

constitution.  Meetings are open to all students who wish to attend. 

 
 [revised 10-10-02] 

 

D. Professional/Administrative/Technical Senate 
 
 Refer to the Bylaws of the P.A.T. Senate.  They 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 Senate.  They 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 A) 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 Committee, which is described in Article IX. 

 

1. Academic Affairs  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 Council  

 

5. Convocation/Commencement Committee 

 

6. Council of Chairs 

 

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

 
8. Council on the First -Year Experience (aka First Year Council):  The Council on the First-Year 

Experience 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., Section F.) 

 
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
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13. First Year Seminar Coordinating Council  (refer to Faculty Bylaws, Article XI., Section F.) 

 

14. Frost Committee 

 

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

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

 

17 Gerontology Council 

 

18. Graduate Council 

 
19. Grants Process Committee  (refer to Sec. 2.12 Financial Conflict of Interest, E. Review of 

Disclosures)  
 
20. Grievance Resolution Committee  (refer to Faculty Bylaws, Article XI., Section F.)  

 

21. Honorary Degrees and Awards Advisory Group  (refer to Faculty Bylaws, Article XI., Section F.) 
 

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

 

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

recommends Union operational policies and procedures.  

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

 

25. Information Technology Coordinating Council 

 

26. Institutional Animal Care and Use Committee 

 
27. Institutional Review Board  (refer to Section 2.14 C.) 

 

28. 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. 

 

29. Latin American Studies Council 
 

30. Media Advisory Board 

 

31. Medieval Studies Council 

 

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

 

33. Parking Committee 

 

34. Peace and Justice Council 

 

35. Planning & Budgeting Leadership Committee  (new in 2007; replaces former Campus Budget 

Committee and University Planning Committee) 

 

36. Pre-Law Council 
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37. Presidentôs Commission on Diversity 

 

38. Presidentôs Commission on the Status of Women 

 

39. Safety Committee:  Recommends policies by which the University can best conform to federal and 

state safety regulations.  

 

40. Sidore Lecture Series Committee 

 

41. Society for Scholarly Dialogue 

 
42. Steering Committee  (refer to Faculty Bylaws, Article IX.) 

 

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 members, the Director of the Center for the Environment, 
the Director 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. Womenôs Studies Council  (refer to Faculty Bylaws, Article XI., Section F.) 

 
46. Writing Across the Curriculum (WAC) Task Force  

 

 [revised 12-05-07]  

]  

1.9  Revision Process of the Faculty Handbook 
 

The responsibility for maintaining accurate versions of the Faculty Handbook and 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 Affairs (henceforth 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 Assistant throughout the academic year to record 

any changes to the Faculty Handbook or Bylaws approved by the faculty, and will notify the 

faculty when the changes have been implemented. It shall be the responsibility of the Executive 

Assistant to revise the online version 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 documents, and will notify the faculty when those changes have been 

implemented. 

      [revised 12-05-07] 

 

B.  Incorporating Changes from Sources Other than the Faculty 
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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 Faculty Handbook 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 revise the online 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.  
 

 [revised 12-05-07]  
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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 ï 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 serve one-year terms which may be renewed 
following an annual performance review (see Section 2.5).  These 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 is given in Section 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 sabbatical leave.  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 status are at the ranks of Instructor (FIR), Assistant Professor (FIR), 
Associate Professor (FIR), and Professor (FIR). 

 

Faculty receiving appointment for this status may receive initial appointments for a specific 
period of up to three years.  The usual period 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). 

 
Faculty-in-Residence are not eligible for appointment with tenure or sabbatical 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 total number of appointments to either FIR or Contract Faculty status cannot exceed a 
number greater than twenty-five percent of the total tenure-track positions in a given department. 

 

B. Unranked Non-Tenure Track Faculty 
 

 Unranked non-tenure track faculty are 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 department.  They 

do not hold academic rank, and they are not eligible for promotion, tenure, and sabbatical leaves. 
 

 Unranked non-tenure track faculty may be either full or part-time: 

http://usnholpm.unh.edu/USY/V.Pers/C.6.htm
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1. Contract Faculty [full -time] 
 

Appointments to this status are for one academic year, 100% time (teaching a minimum of 12 

credits per semester), renewable up to a maximum of 7 years based upon an annual performance 
review and the needs of the department.  Contract Faculty are eligible for fringe benefits.  

 

The total number of appointments to either Faculty-in-Residence (FIR) or Contract Faculty status 
cannot exceed a number greater than twenty-five percent of the total tenure-track positions in a 

given department. 

 

Contract Faculty 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.  [passed by Faculty 5-5-04] 

 
NOTE:  Any Contract Faculty elected prior to September 1, 2003, while serving as a full-time 

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 to this status are on a semester-by-semester basis, for the purpose of teaching one 

or more courses.  Adjunct 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 faculty and 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 for Unranked Non-Tenure Track Faculty positions may be obtained 
at the Office of the Vice President for Academic Affairs. 

 

C. Grant -Funded Faculty   
 

Grant-Funded Faculty are those who are supported at least 50% by externally funded grants or 
contracts awarded on a competitive basis.  Appointments may be full -time or part-time and are 

always made to an existing department or program.  They require the approval of the appropriate 

tenure-track faculty in that department or program and the approval of the Chair and Vice President 
for Academic Affairs.  Such individuals are granted academic rank within the department or program 

by the President, upon recommendation of the Chair and VPAA. 

  

Grant-Funded Faculty are not eligible for sabbatical leave or tenure.  They are not members of the 
voting faculty and 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.  

Grant-Funded Faculty otherwise have ordinary faculty privileges (library, parking, etc.).  They 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 appointment is to be renewed.  

Recommendations for promotion for Grant-Funded Faculty follow the institutionôs Promotion and 

Tenure policy, except that evaluation of the candidate is limited to accomplishments in activities 

associated with the grant or contract.  The format for the promotion (only) recommendations will 
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follow the current Faculty Handbook Promotion and Tenure process.  Grant Funded Faculty will be 

apprised that they are only receiving academic rank through this process, and not tenure. 
  

Appointments shall be reviewed annually.  They 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. 
  

D. Special Appointment Faculty 
  

 None of the faculty in the following categories is a member of the voting faculty and 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. 

 

1. Emeritus:   All tenured members of the faculty who retire after 10 or more years of service shall 
be nominated by the President to the Board of Trustees for emeritus appointment at the rank held 

at the time of retirement.  Emeritus appointments shall specifically indicate the faculty memberôs 

discipline and rank, e.g., Associate Professor Emeritus of English. 
 

      Emeriti may be employed according to the provisions for retired faculty below. 

 
 [revised 6-28-04 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 retirement shall be mutually acceptable to both the 

employee and the department; 
b. employment shall be part-time only, teaching fewer than 20 credits in the two semesters of 

one academic year; 

c. such employment will require appropriate administrative approval on a semester-by-semester 
basis; 

d. University System benefits, other than those required by law, shall not be earned during 

employment.  Provisions for such benefits have been previously allocated for retirees.  

 
3. Affiliate:  Appointment to Affiliate status is made to honor various contributions to the 

educational mission of the University.  Appointment to Affiliate 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 of Affiliate Instructor, Affiliate Assistant Professor, 
Affiliate Associate Professor, and Affiliate Professor. 

 

Affiliate faculty are not eligible for promotion, tenure, or sabbatical leave.  Affiliate 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 educational or research activities 

of a USNH institution, either full-time or part-time.  They may be appointed as Visiting Assistant 

Professor, Visiting Associate Professor, or Visiting Professor.  All such appointments shall be for 

one semester or one academic year and shall be renewable.  Visiting faculty are not eligible for 
promotion, tenure or sabbatical leave at Plymouth 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 President 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 are individually 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 III, 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. 

 

F. 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 course and 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.  They 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 categories of Unranked Non-Tenure Track Faculty described 

above (Contract Faculty or Adjunct Faculty). 

 

G. Qualifications for Appointment to Rank 
 

1. Instructor:  shall have made substantial progress toward completing formal advanced study 

(Doctorate or equivalent 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 relevant experience.  

3. Associate 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, and have 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 the field, 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 2.1 revised by Faculty 4-7-04; indicated paragraph on Contract Faculty approved 5-5-04] 
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2.2  Appointment 
 

A. Letter of Appointment  
 
A letter of appointment is issued at least annually to non-tenured faculty members by the Vice 

President for Academic Affairs.  The letter sets forth the terms of employment appropriate to each 

status and rank. 

 

B. Tenured Appointment 
 

Tenure is the right of a faculty member to be re-employed for successive contractual periods, subject 

to the terms and conditions of employment that exist from period to period, absent a demonstration of 
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 given in Section 2.7. 

 

C. Appointment Term  

 
1. An employment year is either fiscal or academic.  Academic year appointments are applicable 

only to full- and part-time faculty positions, and to any category of graduate student employment.  

All other appointments are either full-time 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 the Monday before 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 appointment as full-time 

faculty members hold professional annual appointments which include 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 ending with June 30. 

 

[Sec. C. added at 4-5-06 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 Affairs in conjunction with the 
Human Resources Office. 

 

[revised 9-6-04] 
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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 (Section 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 State University as 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 handicap.  These policies 
are in compliance with Federal Executive Orders and the General Laws of the State of New 

Hampshire. 

 
The University will provide equal opportunities for all qualified individuals and will promote the full 

realization of equal opportunity through positive, continuing programs in each unit.  This policy of 

equal employment opportunity applies to all individuals in every aspect of employment policy and 

practice. 
 

The University System and Plymouth State University will take affirmative action to 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 apply but not be limited to: employment, upgrading, transfer, demotion, 

recruitment advertising, lay-off, termination, rates of pay or other forms of compensation, and 

selection for training.  Notices of nondiscrimination will be posted in conspicuous places to be 
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 handicap.  Standard 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 Staff Handbooks. 

 

E. Affirmative Action  
 
The section on Affirmative Action of the University System of New Hampshireôs Online Policy 

Manual (OLPM) may be seen at USY.V.B, available online at: 

http://usnholpm.unh.edu/USY/V.Pers/B.htm  
 

The University Systemôs full Affirmative Action Plan (for 2005-07) is available online at:  

http://www.usnh.edu/hr/aa.plan/2005-2007_AA_Plan.pdf  
 

The University 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 that the institution is an Equal 

Opportunity/Affirmative Action Employer.  Furthermore, it is Plymouth State Universityôs policy that 

in the process of recruitment for appointment to all positions, no permanent appointment will be made 
until minority group and women candidates have been sought out and, when qualified candidates are 

identified, are encouraged to apply. 

http://usnholpm.unh.edu/USY/V.Pers/B.htm
http://www.usnh.edu/hr/aa.plan/2005-2007_AA_Plan.pdf
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The University System will continue to assure that contractors or prospective contractors, 
subcontractors or unions submit a statement in writing of their Equal Opportunity commitment in 

compliance with Title 41 of the Federal Guidelines. 

 

In addition, it is the policy of Plymouth State University not to discriminate on the basis of race, sex, 
color, disability, religion, age, marital status, national origin, sexual orientation, disabled veteran 

status, or Vietnam veteran status in its 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 6-28-04 in accord with USNH policy; revised 11-26-07]  

 

F. Nepotism 
 
For full USNH policy on Nepotism, see Online 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 may be employed by the University.  Each such 

employee shall receive the full benefits and privileges of a regular appointment.  However, no faculty 

member, Department Chair, Vice President, or other administrative officer may participate in 

decisions affecting the appointment, tenure, promotion, or other personnel status of a relative. 
 

See the OLPM for the definition of ñrelativeò and for the policy in situations where direct supervision 

by a relative is involved. 
 

[revised 6-28-04 in accord with USNH policy] 

 
 

2.4  Personnel Records 
 

A. The Personnel File 
 

For full USNH policy on Personnel Files, see Online Policy Manual (OLPM) at USY.V.C.14, 

available online at:  http://usnholpm.unh.edu/USY/V.Pers/C.14.htm  

 

1. Content 
 

The Human Resources Department maintains electronic personnel files for all status faculty 

members.  Information contained in the personnel file includes, but is not limited to the 

following:  salary information such as appointment letters and payroll information; benefits 

information such as enrollment information, beneficiary information, and benefit changes; 
performance evaluations and corrective actions related to performance; miscellaneous 

information such as address changes, updates to degrees and credentials, original submitted hiring 

documents such as resume, vitae, letters of reference, and transcripts. The examples noted above 
are representative of the types of documents that can be found in personnel files.  However, these 

examples are not intended to be all-inclusive and documents not named can be maintained in the 

personnel file. 
 

http://usnholpm.unh.edu/USY/V.Pers/D.6.htm
http://usnholpm.unh.edu/USY/V.Pers/C.14.htm
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Evaluation materials sent to Human Resources to be included in the personnel file must be made 

available to the individual, either by an immediate copy or a later copy at the time the item is 
placed in the personnel file.  Allegations or accusations will not be placed in the personnel file 

without notice to the individual. 

 

2. Review 
 

All information included within the electronic personnel file is available for review upon request 
by the faculty member at any time.  Additionally, the evaluation and corrective action materials 

section is available for review only by appropriate parties on a need-to-know basis.  Faculty are 

entitled to photocopies of any materials in their electronic personnel files.  The cost of the 

photocopies is 25 cents per page.    
 

The Human Resources Department maintains a Record of Access for Evaluation File Form in the 

electronic personnel file in order to keep a record of the individuals who have accessed the 
evaluation materials included in the personnel file.   

 

Departmental promotion and tenure committees will have access to individual personnel files for 
viewing information relevant to promotion and tenure only within the Human Resources Office.  

 

[revised 6-28-04 in accord with USNH policy; revised 8-2-04 by PSU Human Resources Office; 

revised 11-28-07 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, 

available online 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 salary adjustments 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 upon professional accomplishment and reputation 

 

3. Service    
a. Department 

b. University 

c. Outreach 

http://usnholpm.unh.edu/USY/V.Pers/C.7.htm
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d. Professional/scholarly organizations 

e. Community in area of professional expertise 
f. Consulting 

 

B. Evaluation Procedures 
 

1. Annually, during the second semester, all faculty members complete an Annual Faculty Report.  
At least every 3 years, faculty members are also asked to complete an updated Curriculum Vitae 

in the approved format.  Forms for both the Annual Faculty Report and the Curriculum Vitae are 

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 departmentally-approved form.  

Library users shall, in a manner determined by library faculty, be afforded the opportunity to 
evaluate each library faculty member.  [revised by Faculty 5-5-99] 

 

3. Classroom Evaluation of Teaching Faculty: The Department Chair and/or designee approved by 
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 must 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 receive a visit on a 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 facultyôs non-teaching status. 

 

4. Vice President for Academic Affairs/Presidentôs Classroom evaluation 
 

The Vice President for Academic Affairs and/or the President have the right to visit faculty 

classes.  Visits will usually be arranged in advance.  Results of such visits shall be communicated 

to the faculty member and the Department Chair. 
 

C. Annual Evaluation for Non-tenured Faculty Members 
 

Every non-tenured faculty member shall receive from the Department Chair an annual letter of 
evaluation.  The letter shall 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 append to the Chairôs letter any 

comments desired.  These comments also become part of the permanent file.  A copy of the Chairôs 
letter and any comments appended by the faculty member shall be sent to the Vice President for 

Academic Affairs. 

 

D. Reappointment Notification Procedures for Non-tenured Faculty Members 
 

For non-tenured 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 Academic Affairs 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
st
 year ï March 15 

 2
nd

 year ï December 15 

 3
rd
 year and subsequent years ï September 1 

 

E. Special Annual Evaluations for Non-tenured Faculty Members Within 

Two Years of Tenure Decision 
 
Every non-tenured faculty member within two years of a tenure decision shall receive a yearly letter 

of evaluation from the Vice President for Academic Affairs.  The letter shall state the bases for the 

evaluation. Every non-tenured 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 Affairs and the 

Department Chair to exchange views on progress toward tenure. 

 

F. 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 shall be 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 shall be reviewed 

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 of the evaluation.  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 individualôs personnel file.  A copy of the response will also be sent to the Department Chair. 

 

[passed by Faculty 5-7-92] 

 
 

2.6  Procedures for Annual Salary Adjustment 
 

A. The Department Chair shall review the Faculty Annual Report Sheet completed annually by all 

faculty members 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. 

 

B. The Faculty Annual Report Sheets, the Department Chairôs recommendations, and other information 
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.  Within available funds, 

the President determines a salary for each faculty member. 
 

 

2.7  Promotion and Tenure 
 

A. Eligibility  
 

1. Faculty member may initiate:  Any faculty member who is eligible for promotion and/or tenure, 
and who desires consideration, is automatically 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 

Academic Affairsô office will notify faculty of their eligibility for promotion and/or tenure. 
 

2. Time in rank:  Only full-time paid service counts toward time in rank.  Sabbatical leave time also 

counts toward time in rank.  Only full academic years of paid service (or on approved sabbatical 

or other paid leave) count toward time in rank.  At the time of joining PSU faculty, faculty 
members will be given by the Vice President for Academic Affairs a written statement specifying 

the number of years of experience elsewhere 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 relevant to the individualôs assignment.  Credit for 

prior service may be 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 be made no later 
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 their 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 experience in higher education, three of which must be at 

PSU.   A decision to grant tenure or give a terminal appointment must be made no later than 
during the sixth year of full-time creditable service at the rank of Instructor or above. 

 

d. Associate Professors, if newly appointed to PSU at this rank, are eligible for tenure 
consideration during their second year of service at PSU.  Tenure or terminal appointment for 

all Associate Professors must be decided upon no later than during their fourth year at PSU.  

If faculty members are promoted to this rank from Assistant Professor at PSU, and if they 

have served three years at PSU at the time the promotion takes effect, faculty members are 
also granted tenure. 

 

e. Associate Professors are normally eligible to apply for promotion to Professor in their sixth 
year at that rank. 

 

f. Professors, if newly appointed to PSU at this rank, are eligible for tenure consideration during 
their second year at PSU.  Tenure or terminal appointment for all Professors must be decided 

upon no later than during their fourth year at PSU.  If faculty members are promoted to 

Professor from Associate Professor at PSU, and if they have served three years at PSU at the 

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 degree  [revised 9-6-04] 

  Assistant Professor:  Doctorate or other terminal degree 
  Associate Professor:  Doctorate or other terminal degree 

  Tenure:  Doctorate or other terminal degree 



 21 

  Professor:  Doctorate or other terminal degree 

 
2. If, in the opinion of all evaluation levels, a faculty member has a reputation as a scholar/teacher 

that transcends state lines, the time-in-service 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 has a national reputation as a scholar/teacher, the time-in-
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 tenure criteria 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 at PSU and 

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 occur.  Any application 
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 evaluation of three areas of activity: 

 

 Teaching or Librarianship 
 Scholarly/Professional Activity 

 Service 

 

1. Teaching or Librarianship  
 

Since teaching is PSUôs most important mission, each faculty member whose duties lie in these 
fields is expected to be at minimum 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 and Criteria for Judgment of Teaching  
 
Teaching is the most important activity of faculty members at PSU.  Care and attention must be 

given to its evaluation. 

 
The following guidelines for judging successful teaching may vary according to field, the 

assignment of 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 

specific outcomes (skills, knowledge, etc.) 

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

c. Courses and instructional procedures are appropriate for specific levels of learning 

d. Further information 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 
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f. Courses are revised and new courses and programs are developed as the need arises 

g. Students are involved as active learners 
h. Students are evaluated in ways appropriate to course goals and objectives 

i. In-depth understanding of the subject being taught is demonstrated 

j. Student competency exams, certification and licensing activities are completed, if appropriate 

k. Students are encouraged to present the results of their work in appropriate settings 
l. Students are advised successfully (if assigned); special programs for advisees are undertaken; 

University activities to increase student success and retention are supported 

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

information: 

 
a. Comprehensive self-evaluation of activities 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 by colleagues of the faculty 

member 

e. Reports of classroom visits (or evaluation of librarianship) by the Department Chair 
f. Classroom visits (if any) by the Vice President for Academic Affairs or the President 

g. Results of student evaluations 

h. Teaching materials such as syllabi, reading lists, tests, and assignments, etc., or other 
appropriate materials in the case of librarians 

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

j. Evidence of success in advising (if assigned) 

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

 

2. Scholarly/Professional Activity 
 

Faculty members are expected to be involved in continuing scholarly/professional activity in their 

fields.  Three areas are of special significance to PSU:  (1) research to improve courses and 
teaching; (2) involving students in scholarship, research, and professional activity; (3) 

scholarship/professional activity in the discipline which is objectively evaluated by colleagues 

external to PSU.  (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 Professor. Departments 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 the terminal 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 objectively evaluated scholarly/professional activities, such that the candidate can 

be judged to be well-launched on a career on the field. 

c. For promotion from Associate Professor to Professor:  evidence of sustained successful 

objectively evaluated scholarly/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 purposes of promotion.  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 activities are 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. Classroom (or other) research and experimentation to improve teaching 

b. Masterôs thesis where there has been significant faculty participation 

c. Undergraduate research, scholarship, professional activity, or honors thesis where there has 

been significant faculty participation 
d. Scholarly activity with local visibility 

e. Aesthetic activity (exhibitions, performances) with local visibility 

f. Funded internal PSU grant 
g. Research in progress 

h. Artistic work in progress 

i. Participation in continuing education activities which enhance professional/scholarly 
competence 

j. Development of new professional tools for use with clients/professionals outside the 

University 

k. Book submitted for publication 
l. Article submitted for publication 

m. Research proposal for external grant submitted for review 

n. Consulting based on professional reputation or accomplishments (program review, 
accreditation review, etc.) 

o. Paper at regional meeting (refereed or invited) 

p. Critical review, editorial, etc. in refereed journal 
q. Editing music 

r. Reviewer for major publisher or national granting agency 

s. Judge at artistic (musical, performance, art) competitions 

t. Scholarly activity with regional visibility 
u. Aesthetic activity (exhibitions, performances) with regional visibility 

v. Publication in trade or popular journal 

w. Published research report 
x. Professional awards or ranking in competitions 

y. Professional consultancies (include leadership roles in educating other professionals in field 

in workshops and seminars) 

z. Regular active membership on Editorial Board of scholarly journal 
aa. Paper at international meeting (refereed or invited) 

bb. Paper at national meeting (refereed or invited) 

cc. Scholarly activity with national and international visibility 
dd. Aesthetic activity (exhibitions, performances) with national and international visibility (e.g., 

work in a juried national show or exhibit in a recognized national gallery) 

ee. Patent 
ff.  Chapter in book 

gg. Article in refereed journal 

hh. Funded major research grant from external source 

ii.  Funded major contract from external source 
jj.  Arranging orchestration (major) 

kk. Commissioned art work (major) 

ll.  Publication of book or monograph (appropriate scholarly/artistic/professional publisher) 
mm. New published musical composition 



 24 

 

3. Service 
 

Service in a selection of areas listed below is expected for promotion and/or tenure.  Candidates 

must have a record of positive contributions to the University as 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 department, the University, 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, outside of oneôs professional area. 

 

a. Activities ï Examples of Service Activities include: 
 

(1) Department, University, USNH ï membership and contributions to programs, committees 

and activities 
(2) Outreach ï instruction and other Continuing Education activities 

(3) Professional/Scholarly Organizations ï activities as officer, committee member, program 

coordinator, consultant, etc., at national, state, regional, or local level 

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

(5) Consulting, in area of professional expertise (for fee or pro bono) ï for businesses, 

institutions, agencies, individuals, etc. 

 

b. Criteria for Evaluation of Service 

 
PSU depends on the commitment and talents of faculty who serve in varied capacities.  

Successful service to the Department, the University, and USNH is therefore an 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, are important 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 faculty on 2-1-06.  Both old and new versions are 
shown below.  The new wording will apply to any tenure-track 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 tenure in 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 office to be consulted 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 PSU.  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 candidateôs file and the recommendation(s) given to it, add any pertinent data not previously 

considered, and make a recommendation based on the whole.  Reasons for the recommendation must 
be included.  The written result of each levelôs evaluation will be given to the succeeding levels and 

to the candidate.  The timetable for each level to complete its review is as follows: 

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

 November 15, Department P&T Committee recommendation due 

 December 15, Department Chairôs recommendation due 

 January 15, Vice Presidentôs recommendation due 
 January 30, Presidentôs 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 Department Chair is being considered for promotion and/or tenure, the Department Chairôs 
recommendation is omitted. 

 

At any time prior to the Presidentôs final recommendation to the Board of Trustees, the candidate may 

withdraw from further consideration. This withdrawal shall be in writing and shall be available to all 
previous levels. 

 

C. [wording prior to February, 2006] The Department Promotion and Tenure 

Committee 
 

The Department Promotion and Tenure Committee will consist of at least three and no more than five 
tenured members.  It is the responsibility of each department to decide by vote the committeeôs 

number and membership.  (Non-tenured faculty members may participate in the committee sessions if 

a department so decides, but they shall be without vote.)  In the case where 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 from departmental and other appropriate colleagues about the candidateôs 
performance in teaching, professional activities and services. 

  

C. [revised wording, passed by faculty February, 2006] Responsibilities of the Department 
 

1. Each department shall have the following: 
 

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.  



 26 

 

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. Each department 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 Committee and the Department Chair at least one week before 

the recommendations are sent to the Provost with the candidateôs application. 
 

4. The Department Chairôs end-of-year evaluation letter for each faculty member shall review the 

faculty memberôs performance in the three areas of teaching, scholarship, and service 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 Department 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 may solicit information from departmental 

and other appropriate colleagues about the candidateôs performance in teaching, professional 

activities and services. 

 
[section C revised by Faculty 2-1-06] 

 

D. Examination of Candidateôs Personnel File 
 
At the beginning of the evaluation process, the Department P&T Committee will (with the release 

provided by the candidate) examine the relevant material in the Evaluation Section of the candidateôs 

official personnel folder maintained in the Human Resources office.   

[revised by Faculty 3-2-94; further revised 4-18-05]  
 

E. 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 and/or tenure.  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 not be made available to prior levels. 
 

F. Recommendations 
 

Based upon the reports of all previous evaluation levels and an independent evaluation, the President 
of the University shall 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 non-tenured faculty) of a terminal appointment. 
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3. Recommendation of no change in status. 

 

G. Disposition of Evaluation Materials  
 

The Presidentôs final recommendation to the Board of Trustees and all data upon which it is based 

becomes part of the candidateôs personnel file.  Copies of all recommendations from each level of 

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

memberôs Personnel File in the Human Resources Office, unless a candidate withdraws from 

consideration.  At any time prior to the Presidentôs final recommendation to the Board of Trustees, 

the candidate may withdraw from further consideration.  In this case, the promotion/tenure 
recommendation folder and all materials generated by it shall be returned to the candidate or to the 

level originating the materials. 

 

[bold text added by vote of Faculty 2-1-06; 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 reviewed and evaluated by several levels at 
PSU and by officials of USNH and the Board of Trustees.  As evaluators become more removed from 

the candidateôs professional field of specialization, they need more complete, varied and detailed 

information in order to be able to 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 Curriculum Vitae in approved format (available on VPAAôs Web site) 
2. Candidateôs summary statement of activities in teaching (including advising if assigned), 

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 promotion (for promotion) 

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 and summaries 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 scholarly/professional 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 

inequitably 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 departments where 

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 and retirement), see Online Policy Manual 
(OLPM) at USY.V.C.9, available online at:  http://usnholpm.unh.edu/USY/V.Pers/C.9.htm  

 

A. Resignation  (see OLPM at USY.V.C.9.1.4) 

 
Faculty members should follow professional and ethical standards so that the interests of both the 

individual and the University are considered as much as possible.  Faculty members may resign 

during the term of their appointment by submitting a written notice of intent to the Department Chair 

and the Vice President for Academic Affairs, for action ordinarily at least four months in advance of 
the effective date.  The last day of active service is considered to be the last day of employment. 

 

B. Retirement 
 
Those faculty hired prior to 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 by USNH 

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.7.2.3.5 -USY.V.A.7.2.3.6 and USY.V.A.7.4-USY.V.A.7.4.3.2.2.   

[revised 8-2-04 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 more years of full-time 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 a non-contributory program] of one 

of the following retirement plans for at least ten years: 
a. TIAA -CREF 

b. FIDELITY INVESTMENTS 

3. Is age 62 or older 

 

C. Incentive Separation Plans  
  

For full USNH policy on Incentive Separation Plans, see Online Policy Manual (OLPM) at 

USY.V.C.13, available online at:  http://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 retirement.  Eligibility, conditions, incentive 
compensation, and financial maximums can be found in the OLPM at USY.V.C.13- USY.V.C.13.8.  

 

[section C  added 6-28-04 in accord with USNH policy; revised 8-2-04 by Human Resources Office]  

 

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

Faculty members (in a tenure-track 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 the University; by December 15 if in the second academic year of service at the University; 

http://usnholpm.unh.edu/USY/V.Pers/C.9.htm
http://usnholpm.unh.edu/USY/V.Pers/C.13.htm
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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 the University administration an opportunity for a fair appraisal 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 shall also have the opportunity to 
request a reconsideration. 

 

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

E. Suspension 
 

No member of the faculty shall be suspended from duty pending a full investigation of charges unless 

the President judges that the individualôs continued presence in the classroom or laboratory might 
endanger the personôs own welfare or that of the students. 

 

F. Termination 
 
There are three conditions under which termination of a faculty member may occur: programmatic 

displacement, financial exigency, or dismissal for 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, where they exist, 

establish the process for programmatic displacement of faculty rather than this policy.) 

 

Following is the exact wording of the USNH policy (as of 6-28-04): 
 

Decisions to change academic programs or units shall involve essentially educational 

considerations of a long-term nature, rather than cyclical or short-term fluctuations in 
enrollments.  Such decisions are normally, but not necessarily, based on a thorough program 

review.  Full participation by appropriate faculty and sufficient time ï normally an academic year 

ï are the norm for such a review.  Any program changes resulting in displacement of tenured 
faculty must include authorization by the Board of Trustees.  (USY.V.C.9.6.1) 

 

When program review has been completed and decisions are made to consolidate, disestablish, or 

discontinue an academic program, those faculty members displaced as a result shall receive 
formal written notification of displacement (USY.V.C.9.6.1.1): 

 

a. The notification period for faculty without tenure shall parallel current policy concerning 
notification periods for non-renewal of a non-tenured appointment.  (USY.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 consideration must be 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 
reduced time options, early retirement, reassignment or transfer to other vacancies (including 

administrative positions), voluntary separation with placement support and/or other career 

redirections.  Where retraining is appropriate, the University System shall bear the reasonable 
costs (not to exceed a yearôs salary).  (USY.V.C.9.6.1.2) 
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Transfer to other units within the same institution is the primary ï but by no means exclusive ï 
method for accommodating faculty members displaced by programmatic changes.  For both 

tenured and non-tenured faculty, the first obligation to effect a transfer (or other accommodation) 

is with the President of the institution at which program changes are made.  (USY.V.C.9.6.1.3) 

 
If neither transfer nor other suitable opportunities are available for tenured faculty following 

program review, and after considering the same five factors listed in the Guidelines on 

Involuntary Termination Due to Factors Other Than Performance (USY.C.9.5), displaced faculty 
will be terminated after the notification period listed above.  In event of the re-establishment 

within three years of a terminated program, first priority for reemployment will be given to 

displaced tenured faculty.  (USY.V.C.9.6.2) 
 

Decisions made regarding termination of tenured faculty members are subject to grievance 

procedures only on the grounds of procedural and/or due process errors.  (USY.V.C.9.6.3) 

 
[revised 6-28-04 in accord with USNH policy] 

 

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

 

An employee may be terminated by an institution of the University System because of a bona fide 

financial exigency.  A bona fide financial exigency is defined as an imminent financial crisis 
which threatens a System unit in its entirety as an educational institution and which cannot be 

alleviated by less drastic means.  Further, that these reductions cannot be accomplished by normal 

reduction or allocation of resources as outlined in the Guidelines on Involuntary Termination Due 
to Factors Other Than Performance for Personnel Other Than Faculty (USY.V.C.9.5) or in the 

policy on Programmatic Displacement of Faculty (USY.V.C.9.6).  A termination due to a bona 

fide financial exigency involves the following steps: 
 

a. Before a declaration of exigency is made, the President or Chief Executive Officer of an 

institution will confer with the appropriate campus councils or other appropriate 

representative bodies, and, along with the Board of Trustees, provide opportunity to 
participate fully with the Board in relevant discussions pertaining to financial exigency.  (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 to policies 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 used in identifying 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 of the academic program would 

otherwise result.  (see USY.V.C.9.7.1) 
 

In the words of the USNH policy, ñOnce financial exigency is declared, the rules of notification 

of termination may be waived, although every bona fide effort will be made to follow the notice 

procedures.  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 the staff member as soon as feasible prior 

to a decision to terminate.ò  (USY.V.C.9.7.2) 
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3. Dismissal for Cause (see OLPM at USY.V.C.9.8, Involuntary Termination Due to 
Performance)  [June, 2004:  VPAA Barry  is drafting revision of this section using AAUP 

guidelines, for discussion with Ron Rodgers and HR Office; GM notes that current procedure is 

what was followed in a case some years ago which also went before the courts.  December, 2004: 

GM asks Faculty Welfare Committee to compare current policy and AAUP guidelines for 
consideration of any revision.  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 of the University may initiate a 

dismissal action 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 

the University.  A dismissal action may also be initiated by petition of a majority 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 President, he 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 appeal 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 
shall send 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 the President of the University, 
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 dismissal, the faculty 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 Committee decision.  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 Faculty Representative to the Board of Trustees for their standing 
in the University community 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 procedure.  As 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 present at any meeting 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 shall be 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.  If the faculty memberôs professional competence is challenged, he/she may select one 
or more scholars in his/her own field, either from the University or some other institution, to 

appraise his/her qualifications; but in that event, the party seeking the dismissal may do the same.  

It shall be left to the Committeeôs discretion to determine, after consultation with both sides, 

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 conclusion of the 
hearing, this record shall be available upon request to either party.  The Committeeôs 
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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 deliberations, the Committee shall make its 

recommendations to the University 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 the President should determine that implementation of 

the Committeeôs recommendation(s) is impossible or would cause grave harm to the College, he 

or she shall, within 15 calendar days, so inform, in writing, the Chair of the Appeal Committee, 
setting forth in detail the reasons underlying his/her determination. 

 

 

2.10  Faculty Rights and Responsibilities 
 

A. Academic Freedom 
 
The University believes that faculty members are entitled to pursue truth wherever it lies, to freedom 

of discussion in their areas of academic competency and to their rights and responsibilities as citizens.  

The University therefore subscribes in principle to the following passages from the 1940 Statement of 
Principles of the American Association of University Professors (edited to use inclusive 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 with the 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. College or 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 community imposes 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, should exercise 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 performance 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 2.10 C.)  

2. nondiscrimination and/or harassment (section 2.10 D.) 
3. professional responsibilities of faculty members (section 2.10 E.) 

4. financial conflict of interest (section 2.12) 

5. outside employment/consulting (section 2.13 B.) 

6. copyright (section 2.14 B.) 
7. human subjects (section 2.14 C.) 

8. hazardous materials and hazardous waste (section 2.14 D. & E.) 

9. political activity (section 2.14 F.) 
10. alcohol service (section 2.14 H.) 
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11. drug free workplace (section 2.14 I.) 

 

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 file a grievance. (See section 2.18 of this 
Handbook for Grievance Policy.  See also following section for PSU Nondiscrimination and/or 

Harassment Policy Statement.) 

 

D. Nondiscrimination and/or Harassment Policy Statement  
 

Following is the policy on sexual harassment from the PSU Human Resources Office (as of 10-3-07).  

The complete policy may be found at http://usnholpm.unh.edu/PSU/V.Pers/B.htm     For clarity in 

referencing sections of this policy, the reprinted policy below uses the section numbers of the policy 
in the Human Resources Office. 

[see PSU Online Policy Manual, PSU.V.B.4.] 

4.   Nondiscrimination and/or Harassment Policy Statement 

 

Plymouth State University (PSU) is committed to providing all faculty, 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 harassment-free 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, color, national origin, 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 undermines the spirit 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 person or group is 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 status, disabled 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 offensive environment for work or 

learning. Federal and state laws have been enacted to prevent discrimination and harassment. The 
U.S. Equal Employment Opportunity Commission (EEOC) is the federal entity that investigates 

claims of discrimination and harassment under Title VII of the Civil Rights Act, American's with 

Disability Act (ADA) and The Age Discrimination in Employment Act of 1967 (ADEA). The New 

Hampshire Commission for Human Rights is the state body that investigates allegations of 
discrimination and harassment under Section 354-A:7 Unlawful Discriminatory Practices. The Office 

for Civil Rights is 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 from unlawful 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 conduct against other 

faculty, staff or students: 

http://usnholpm.unh.edu/PSU/V.Pers/B.htm
http://www.eeoc.gov/
http://www.eeoc.gov/policy/vii.html
http://www.eeoc.gov/types/ada.html
http://www.eeoc.gov/types/ada.html
http://www.eeoc.gov/types/ada.html
http://www.eeoc.gov/types/age.html
http://www.nh.gov/hrc/
http://www.nh.gov/hrc/
http://www.nh.gov/hrc/
http://gencourt.state.nh.us/rsa/html/XXXI/354-A/354-A-7.htm
http://www.ed.gov/about/offices/list/ocr/index.html
http://www.ed.gov/about/offices/list/ocr/index.html
http://www.ed.gov/about/offices/list/ocr/index.html
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4.1.1.1 On the basis of that personôs protected status (i.e., race, color, creed, religion, national 

origin, sex, sexual orientation, age, marital status, disability, pregnancy, or status as a 
disabled or Vietnam era veteran) and 

 

4.1.1.2 The behavior or conduct is sufficiently severe and pervasive enough that it would 

interfere with a reasonable personôs work or academic performance, or a reasonable 
person would believe the work or learning environment is intimidating, hostile or 

offensive. 

 
4.1.2 Examples of unlawful harassment are listed below. The list of examples provided below is not 

intended to be all-inclusive. If a situation should arise, where there is uncertainty about whether 

the conduct or behavior constitutes 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 name-calling 
 

4.1.2.4 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 sexual advances, requests 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 or academic 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 interfering with an individual'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 inclusive. 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 about a person'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 gender-based 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 create an 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 

cumulative effect 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 harassment 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 the right 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 State University 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 must act 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 personally. Failure to comply 

with this duty to report may result in disciplinary action up to and including termination from 

employment. 
 

4.5 Plymouth State Universityôs Administration will diligently examine and investigate incidents relating 

to discrimination and/or harassment that are brought to the attention of Appropriate Intake Officers 

(see list below in PSU V.B.4.8), even when an incident is not reported in formal, written complaint. 
Plymouth 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 job requirements, 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 discrimination and/or harassment in accordance with the procedure outlined in PSU 

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 accompanied by a 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 made to the 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 to resolve the matter. If possible, this should begin with direct, 

http://usnholpm.unh.edu/PSU/V.Pers/B.htm#4.8#4.8
http://usnholpm.unh.edu/PSU/V.Pers/B.htm#4.7.1.2#4.7.1.2
http://usnholpm.unh.edu/PSU/V.Pers/B.htm#4.7.1.2#4.7.1.2
http://usnholpm.unh.edu/PSU/V.Pers/B.htm#4.7.1.2#4.7.1.2
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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 student code of conduct 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 pursuant to the Preliminary Complaint Resolution Procedure 

described in PSU V.B.4.11, below; if the initial review indicates that discrimination and/or 
harassment may have occurred, the incident will be referred 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 (AIO) (see 

list below in PSU V.B.4.8) to gain knowledge and understanding of Plymouth State 

Universityôs Non-Discrimination Policy and Plymouth State Universityôs 

Discrimination and/or Harassment Complaint Resolution Procedure. The complainant 
may file a complaint, if so desired. The AIO must inform the PSU Director of Human 

Resources of all such complaints. 

 
4.7.1.2 If an employee other than an AIO is contacted by an individual, or receives an 

anonymous complaint, the receiver of the information must redirect the complainant 

and/or the complaint to an AIO. The AIO must inform the PSU Director of Human 
Resources of all such complaints. 

 

4.7.1.3 The AIO shall inform the complainant at the outset that confidentiality shall be 

maintained where legally and reasonably appropriate, and 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 pursuing or not 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 violations.  Appropriate action will be 

taken against faculty and staff who have violated this nondiscrimination policy. 

  
4.7.1.5 In all cases, the AIO will complete an intake form within five (5) working days of the 

complaint and, if necessary, forward the information to the appropriate campus 

administrator(s), even if the complainant chooses not to proceed with the complaint. 
 

4.8 Appropriate Intake Officers (AIOs): 

 

4.8.1 Director of Human Resources (Affirmative Action Officer) 
 

4.8.2 Assistant Director of Human 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 

http://usnholpm.unh.edu/PSU/V.Pers/B.htm#4.11#4.11
http://usnholpm.unh.edu/PSU/V.Pers/B.htm#4.8#4.8
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4.9 The PSU Director of Human Resources will ensure that all AIOs 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 effective review of the situation. Faculty and staff have up to sixty (60) calendar days 

following an incident to file a complaint with an AIO. 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 complaint 

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 resolution procedure. 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 pursuant to PSU V.B.4.7.1.4, the 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 provide corroborating sources of 

information. The accused will be provided with an opportunity to respond to the complaint. 

The AIO, in conjunction with the PSU Director of Human Resources, will make a 
preliminary determination about whether or not discrimination and/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 advised by the 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 Appropriate Principal Administrator will determine the reasonable 

action to be taken. In accordance with PSU V.B.4.3, Plymouth State University reserves the 

right to take reasonable action even 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 documents that 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 send a dated letter to both parties advising of this fact and referencing 

the formal complaint resolution procedure. 

 

http://usnholpm.unh.edu/PSU/V.Pers/B.htm#4.7.1.4#4.7.1.4
http://usnholpm.unh.edu/PSU/V.Pers/B.htm#4.3#4.3
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4.11.7 Retaliation against the complainant and/or any individual who participates in good faith in 

the complaint process is prohibited. 
 

4.12 Complaint Resolution Procedure 

 

4.12.1 If the preliminary complaint resolution procedure described in PSU V.B.4.11 does not 
resolve the discrimination and/or harassment complaint, or if the complainant 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 Resources or his/her 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 remedy sought. 

 

4.12.2 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 Chancellor of the University 

System of New Hampshire. 

 
4.12.3 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 will have ten (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/her designee. 

 
4.12.4 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 on a date specific. 
 

4.12.5 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. 

 
4.13 Investigation Procedures 

 

4.13.1 The President of the University 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 Chancellor of USNH. 

 

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

employment. 

 
4.13.3 The Human Resources Office will develop, publish and maintain guidelines for the 

investigation of discrimination and/or harassment complaints. These guidelines are 

suggestions and may be altered as necessary. 
 

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

may by themselves constitute discrimination and/or harassment, the investigators shall 

inform the accused of these additional allegations in writing, and the accused shall be given 

http://usnholpm.unh.edu/PSU/V.Pers/B.htm#4.11#4.11
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an opportunity to respond to these allegations before the investigators complete their report 

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 (see PSU V.B.4.13.8).  

 

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

4.13.6 Principals and witnesses may elect to have one advocate present during interviews; 

however, the advocate must be a status employee or student within the USNH and cannot 
be an attorney. 

 

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

 

4.13.8 The President will appoint two members of the 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 group. The 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 report shall 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 of deadline extension(s) from the Review Board. 

 

4.13.9 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 report. The 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 complainant and 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. 
 

4.13.10 If there is no determination of discrimination and/or harassment by the APA, 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. 

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

shall be returned to the appointed investigators for completion. 

 

4.13.12 If 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 otherwise appropriate, 
the final decision letter shall become a permanent part of the official Human Resources file 

of the accused. 

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

 

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

non-discrimination policy violation violates Board of Trustees or USNH policy, or the 

http://usnholpm.unh.edu/PSU/V.Pers/B.htm#4.13.8#4.13.8
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accused wishes to appeal the findings, process and/or sanction he/she may grieve the action 

through the grievance 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 grievance 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 toward the awareness and prevention of 
discrimination and/or harassment. In these programs, the University shall: 

 

4.14.1 Distribute copies of the current Plymouth State Universityôs Nondiscrimination policy and 
Discrimination and/or Harassment Complaint Resolution Procedure 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 Non-Discrimination 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 AIOs (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. Members of this group will be appointed by the President of 

the University as noted in PSU V.B.4.13.1. 

 

E. Professional Responsibilities of Faculty Members 
 

Adherence to reasonable rules and procedures contributes to professionalism among faculty members.  

It does not violate academic freedom.  When in conflict, University-wide policies take precedence 

over those of individual faculty members. 
 

1. Attendance 
 
a. All classes, including those of finals week, must meet in accordance with the Universityôs 

established credit-to-contact hour ratio and are to meet for the full time as published. 

b. Substituting outside class assignment for meeting oneôs class responsibilities is permissible 
only when the faculty member cannot meet the class due to another professional 

commitment. 

c. A minimum of one office hour for each three-credit course, or four hours for full-time faculty 
members, should be kept during each week of classes. 

d. Faculty members are expected to attend faculty meetings, department meetings, committee 

meetings, convocations, and commencement. 

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

 

2. Grades 
 

a. Grades are 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 

http://usnholpm.unh.edu/PSU/V.Pers/B.htm#4.8#4.8
http://usnholpm.unh.edu/PSU/V.Pers/B.htm#4.13.1#4.13.1
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advising.  They should be communicated off-campus only upon the request of the student 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 first-year students must be submitted each 

semester by the end of the 6
th
 week 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 day following 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 administered within the class schedule and only faculty members shall 
proctor exams or administer any other evaluation instrument.   

 [ passed by Faculty 11-7-84] 

c. Instructors are to use the time allotted for examinations, for tests, or other suitable end-of-
course activity. 

d. Excusing students from taking finals is not permitted. 

 

4. Advising 
 

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

 

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 in this Handbook (section 3.2). 
b. All cases of suspected academic dishonesty must be reported by procedures described in the 

Academic Catalog. 

[revised by Faculty 3-7-01] 

 

6. Administrative Assistants 
 

Faculty shall not request that departmental Administrative Assistants or other administrative staff  
perform academic functions.   

[ passed by Faculty 11-7-84] 

 

7. Fair Grading Policy 
 

Fair and equitable grading reflects values to which all members of the Plymouth State University 
community commit themselves.  Grades are used to assess the relative extent to which students 

achieve course objectives in all for-credit courses at Plymouth.  

 
Academic freedom allows instructors to (1) determine course objectives, within the bounds of 

established curricula, and the means by which a studentôs mastery of those objectives will be 

evaluated and to (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 under ñGrade 
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Appeals.ò Questions related to the policy or process of making assignments and determining the 

final grade are addressed by ñStandards for Fair Gradingò below. 
 

a. Grade Appeals 

 

Students who challenge a grade should begin by talking with the instructor 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 individualôs department.  The chair will attempt to resolve the matter either 
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 for Undergraduate 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 studentôs grade. If the Associate Vice President is not satisfied with 

the proceedings, the Associate Vice President can ask the Academic Standards Committee to 

hear the matter as described in c.1. and c.2. under Process for Challenging Grading Standards 
below.   

 

b. Standards for Fair Grading 
 

To achieve fair and equitable grading, 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 students during the 

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 disadvantage a student. The 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 limited to, the 

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 perform extra 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 where there are documented serious 

extenuating circumstances. 

 

c. Process for Challenging Grading Standards  

 

When a member of the Plymouth State University community believes that fair grading 
practices are not being followed in a particular course, they must raise the issue 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 the instructorôs department shall be consulted; if 

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 that a violation 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 considered 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 the problem 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 reached by the 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, final grades 
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 

semesterôs academic record for a period of two years from the end of the semester in 
question. After this period the college shall have no obligation to alter a student's academic 

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

transcript. 

 
[Fair Grading Policy passed by Faculty 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 completion of six years of full-time service at the institution.  Years of service 
shall count from the date of full-time appointment to the rank of Instructor or above or from the 

ending date of the previous sabbatical leave.  All leaves of absence (with or without pay) shall be 

excluded in determining years of service for this  
      purpose, as shall all years of less than full-time service. 

2. Criteria:   applications for sabbatical leave shall be judged on the quality of the proposal; the 

relation of the project to the discipline, the department and the University; 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  

      departmentôs 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 President for Academic Affairsô 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 on 12-month appointment:  up to six months at 
full salary or twelve months at half salary.  In exceptional cases shorter leaves at more frequent 

intervals (e.g., one semesterôs leave at half salary after three years) may be granted or even 

requested by the University to allow for greater flexibility than is attainable on a six-year 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 for Academic Affairs.  The faculty member may not 

undertake full-time 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 activities accomplished during the leave to the Department Chair, the Vice President 

for Academic Affairs, and the President. 

 

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

the leave. 

 
6. Benefits:   the salary used for the purpose of benefits calculation for a faculty member granted 

sabbatical leave will be the regular salary (base salary) at the time the leave begins. 

 
For extended leaves at half pay, the University 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 absence 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 President if (1) completion of formal 

advanced study will strongly promote the interests of the University, and (2) the individual has shown 

substantial progress toward completing such study while employed at the institution. 

 
Such leaves of absence for educational purposes will ordinarily be leaves without pay.  Terms and 

conditions of these leaves will be subject to University and University System policies. 

 

C. Other Leaves 
 

It may occasionally be in the best interests of the University and the faculty member to grant an 

individual a paid or unpaid leave to pursue a specific project, e.g., a short-term retraining leave, an 

unpaid leave to enable a faculty member to participate in an exchange program, etc.  Terms and 
conditions of these will be subject to University and University System policies.  (Section 2.15 

Leaves) 

 

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 departments are assigned 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 VPAAôs Office has forms to be used 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 at:  http://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 6-28-04] 

 

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 outside funding.  Note:  Any 

PSU employee who is responsible for the design, conduct, or reporting of activities funded or 

proposed for funding by external sources which are overseen by Plymouth State University falls 
under the ñFinancial Conflict of Interestò policy, included as Section 2.12 below. 

 

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 winner.  This individual receives a stipend of $1000. and a 

calligraphic scroll.  The award winnerôs photograph will be placed in the Distinguished Teacher 
Award Gallery in Lamson Library.  He/She serves as Faculty Marshall during the next academic year. 

 

 

2.12  Financial Conflict of Interest 
 
Note:  The following section specifies Plymouth State Universityôs policy regarding financial conflict of 
interest.  For USNH policy regarding conflict of interest, see section 2.13 Workload, B. Outside 

Employment/Consulting/Conflict of Interest, C. Professional Consulting Activities of Full-Time Faculty, 

and D. Professional Activities of Part-Time Faculty, below. 

 

A. Statement of Need and Purpose 
 

Grants and externally sponsored research are important aspects of Plymouth State Universityôs 

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. 

 

A conflict of interest exists when it can be reasonably determined that an investigatorôs personal 
financial concerns could influence and lead to abuses in the design, conduct, or reporting of 

sponsored research activities overseen by Plymouth State University.  Faculty and staff of Plymouth 

State University have an obligation to scrupulously maintain the objectivity of their projects and 
research, avoiding any actual, potential, or perceived conflict of interest. 

 

Plymouth State University has developed this policy to protect the integrity of these programs and to 
comply with federal regulations. It is the intent and policy of Plymouth State University, as an 

http://usnholpm.unh.edu/USY/V.Pers/A.9.htm
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institution of higher education in receipt of federal funds, to comply with present and future 

regulations.  To 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 PSU.  The main components are disclosure of employeesô significant financial 

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 pursuit and dissemination of knowledge. 
 

B. Applicability  
 

This policy becomes effective October 1, 1995 and applies to any employee of PSU who is 
responsible for the design, conduct, or reporting of activities funded or proposed for funding by 

external sources which are overseen by Plymouth State University. 

 
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 

Financial Disclosure Statement to the PSU 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 

research, 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 null financial 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 the Grants Process Committee (see section E. Review of Disclosures, below) has reviewed 

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 certification to the PSU 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. 
 

C. Financial Disclosure 
 

Any PSU employee responsible for the design, conduct, or reporting of research activities funded or 

proposed for funding by external sources overseen by Plymouth State University must reveal all 
significant financial interests that relate to the research.  In addition, such information must be 

disclosed for the employeeôs immediate family which is defined as his/her spouse or domestic partner 

and dependent children. 
 

Significant financial interest is defined as any current financial interest that could reasonably appear 

to be directly and significantly 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 equity interests, 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 does not include: 
 

a. Financial interests in business enterprises 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 remuneration from PSU; 
c. Income from seminars, lectures, or teaching arrangements sponsored by public or non-profit 

entities; 

d. Income from services on advisory committees or review panels for public or non-profit 
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 State University 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 description and documentation.   
 

Financial Disclosure Statements and any documentation should be submitted in a sealed envelope 

marked confidential to the Grants Accounting Office.  Submission of the necessary disclosures must 

be accomplished before a proposal for external funding will be endorsed and forwarded to a sponsor 
on behalf of PSU. 

 

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

must be submitted to the Grants Accounting Office within fifteen (15) days of a change in the 

circumstances surrounding the individualôs significant financial interests during the funded period of 

a project or while a proposal is pending. 
 

E. Review of Disclosures 
 

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

 

Before an award is accepted, the Vice President for Financial Affairs will review all disclosure 

statements that indicate the existence of relevant financial interests.  He will refer the statement to the 
Grants Process Committee as needed.  Members of the Committee are the Provost/Vice President for 

Academic Affairs, the Business Manager from the Provost/VPAAôs Office, the Associate Vice 

President for Graduate Studies and Community Outreach, the Senior Business Services Assistant and 
the Manager of the Grants Accounting 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 exists, i.e., whether the financial interest of the employee could reasonably 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 non-public information to the extent allowed by law.  The Committee may also solicit from 

investigators recommendations for conflict management plans. 

 

If an updated Financial Disclosure Statement is submitted during the funded period of a project, the 
Grants Process Committee will review 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.  Continued 
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 proposal is pending, PSU 

will defer acceptance of the award until the Grants Process Committee has reviewed and acted upon 

the new information. 

 

F. 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: 

 

1. Public disclosure of significant financial interests; 
2. Monitoring of the research by independent reviewers; 

3. Disqualification from participation in all or part of the project; 

4. Divestiture of significant financial interests; 
5. Severance of relationships creating conflict. 

 

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

 

G. Appeals 
 

Appeals of the Disclosure Review Committeeôs decision may be made to the University President, 
who will consult with the investigator and the Committee and make a final determination within thirty 

(30) days of the submission of the appeal. 

 

H. Compliance 
 
As part of the Financial Disclosure Statement, each employee must certify that if the Disclosure 

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. 

 

I. 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 at PSU. 
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Alleged violations 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, erroneous or misleading 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 sponsor and termination of award; formal admonition; a letter to 
the employeeôs personnel file; and suspension of the privilege to apply for external funding. 

 

J. Records 
 
The Grants Office will maintain records of all disclosures and associated activities securely and 

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 is an agency requirement, the agency 
submits a written request, or PSU is 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 associated information will not be released without notifying the investigator. 
 

 

2.13  Workload 
 

A. Academic 
 

Responsibility for scheduling faculty assignments for instruction, research, and service rests with the 
Department Chair, the Vice President for Academic Affairs, and the President.  Normal full-time 

teaching load is 12 credits per semester.  Four hours of office hours per week shall be held by faculty 

members.  Assignment to University committees may be made by appointment or election (depending 

on the committee). 
 

B. 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 at:  http://usnholpm.unh.edu/USY/V.Pers/D.7.htm  
 

In the words of the USNH policy, ñFaculty and staff are encouraged to participate in professional 

activities as a means of improving not only their own competence and prestige, but the prestige of the 
University System of New Hampshire as well.  While engaging in these activities, faculty and staff 

have an obligation to avoid ethical, legal, financial, and other conflicts of interest to insure that their 

outside activities and interests do not conflict with their primary employment responsibilities at the 
institution.ò  (USY.V.D.7.1) 

 

Also in the words of USNH policy, ñIn addition to the general reference to Conflict of Interest in this 

policy, it is any misuse of USNH facilities, equipment, or services as well as any employment or 
community service that interferes significantly with scheduled work.ò  (USY.V.D.7.1) 

 

ñFaculty and staff members must be sensitive to the potential for conflict of interest in professional 
activities.  The fact that the USNH is a public institution must always be kept in mind.ò  

(USY.V.D.7.2) 

 

http://usnholpm.unh.edu/USY/V.Pers/D.7.htm
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[revised 6-28-04 in accord with USNH policy] 

 

C. Professional Consulting Activities of Full-Time Faculty 
 

1. Purpose:  ñThis policy is intended to establish guidelines for faculty who receive compensation 

during the appointment period other than that paid by USNH for either teaching or a professional 

expertise in the areas of consulting, research, or service.ò  (USY.V.D.7.3) 
 

 ñIt is understood that faculty regularly engage in normally unpaid activities such as holding office 

in a scholarly or professional organization or editorial office, or duties for a learned journal, 
writing books or articles, attending professional meetings, colloquia, symposia, site visits and 

similar gatherings, and the ad hoc refereeing of manuscripts.  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 governed by this policy.ò  (USY.V.D.7.3.1) 

 

 ñTo the extent that compensated consulting activities involve faculty membersô professional 
expertise, further the status of their profession, and contribute to their own professional 

competence, these activities are also encouraged.  All such activities (including uncompensated 

ones), however, should meet the criteria of balance, appropriateness, and avoidance of conflict of 
interest.ò  (USY.V.D.7.3.2) 

 

2. Compensated Professional Activities for Faculty (see OLPM at USY.V.D.7.4):  Any full -time 

faculty member may engage in such compensated professional activities, and is encouraged to do 
so, subject to the following conditions: 

 

a. The activities should sustain or improve the faculty memberôs own professional prestige. 
b. The activities should be within the professional competence of the faculty member. 

c. On average, the total commitment to the activities should not exceed a time equivalent of one 

day during each five-day academic week on the average during the appointment period. 
d. The Vice President for Academic Affairs, through the Chair of the faculty memberôs 

department, should be informed of the activities.  Agreement between the Chair and the 

faculty member should be reached that the activities satisfy a-c above.  When required, the 

confidentiality of a client will be honored. 
e. Faculty members are primarily responsible for avoiding any potential conflict with both their 

campus obligations and USNH policies. 

 
If such activities are expected to require more time in a given situation, arrangement should be 

made with the Department Chair and/or the Vice President for Academic Affairs.  (see OLPM at 

USY.V.D.7.4.5) 

 
[revised 6-28-04 in accord with USNH policy] 

 

D. Professional Activities of Part-Time Faculty 
 
Either the Department Chair or the equivalent unit administrator must be informed of any change in 

the status of the following activities.  ñAt the time of and during employment in USNH, part-time 

faculty must not:  engage in activities that interfere with their USNH responsibilities, have conflict of 

interest with either USNH or campus policies, abuse the association with USNH for personal 
financial gain, or bring discredit on USNH.ò  (USY.V.D.7.6) 

 

[revised 6-28-04 in accord with USNH policy] 
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E. Use of University System Facilities, Supplies, Equipment, Services, 

Letterhead, or Name 
 

Faculty and staff members shall not use University System facilities, supplies, materials, equipment, 
or services for professional activities, without first obtaining approval of the appropriate 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 available to University System faculty and staff members upon the payment of an 

established 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 the faculty 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 
disclaimer should be used, such as:  ñThis report was written by ___________ in his/her private 

capacity.  No official support or endorsement by the University System of New Hampshire or (name 

of campus) is intended or should be inferred.ò  (see OLPM at USY.V.D.7.11.1) 
 

[revised 6-28-04 in accord with USNH policy]  

 

F. Goods or Services Personally Benefiting Faculty 
 
ñFaculty or staff members who would benefit financially from the supplying of goods or services to 

the University System by any prospective supplier may not participate in the decision process leading 

to the choice of supplier.ò  (USY.V.D.7.12) 
 

ñFaculty or staff members who have or who reasonably anticipate having either an ownership interest, 

a significant executive position in, or a consulting or other remunerative relationship with a 

prospective supplier may not participate in the recommendation of, drafting of specifications for, or 
the decision to purchase the goods or services involved.ò  (USY.V.D.7.12.1)  

 

ñFaculty or staff members who know that a member 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 in the process of the purchasing of 

goods and services.ò  (USY.V.D.7.12.2) 
 

ñFaculty or staff members whose sole ownership interest in a potential supplier is held by a fiduciary 

[such as TIAA/CREF, a blind trust or a mutual fund] that has the power to acquire or dispose of the 

interest without consultation with the faculty or staff member are not disqualified from participation 
in the purchase decision.ò  (USY.V.D.7.12.3; words in brackets not in policy)  

 

ñWhen a faculty or staff member is disqualified from participating in a procurement decision, 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 memberôs place under procedures established by the 

appropriate administrative official.ò  (USY.V.D.7.12.4) 
 

[revised 6-28-04 in accord with USNH policy] 

 

G. Appropriation of Institutional Service s or Business Opportunities 
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ñAs a part of its mission of public education, USNH becomes involved in activities that may be 

competitive in nature.  In 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.ò  (USY.V.D.7.13) 

 

ñAppropriation in this context means to 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 faculty or staff member or administrator, of those services or business opportunities that 

ordinarily would have been contracted or supplied by USNH, except in areas of business or service 
where no specific advantage is gained by virtue of oneôs employment duties or responsibilities.ò  

(USY.V.D.7.13.1) 

 
[revised 6-28-04 in accord with USNH policy] 

 

 

2.14  Working Conditions 
 

A. Academic Regalia 
 
The University Bookstore rents regalia for faculty members to wear for Commencement and 

Convocation exercises. 

 

B. Copyright Policy 
 
A complex U.S. copyright law went into effect on January 1, 1978.  One portion of the law 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 shown 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 advice on specific aspects 

of the law as they may apply to your area of responsibility, please call the Office of the General 
Counsel (868-1800) of the University System of New Hampshire. 

 

1. Photocopying 
 

Unrestricted Copying: anyone may reproduce without restriction (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 and without paying royalties when the circumstances amount to what 

the law calls ñfair use.ò  It is generally fair use for faculty members to copy supplementary items 

for such purposes as filling in missing information or bringing materials up to date; but fair use is 

a multi-faceted 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; and for 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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(4) a diagram or picture in any of those works. 

 
b. Multiple Copies: For one-time distribution 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 sheet or copies 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 if the copying 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 members should obtain permission to make copies for: 
 

a. repetitive copying or use of materials for successive terms;   

b. copying for profit;   

c. unpublished works;   
d. consumable works, including such items as workbooks and standardized tests. 

 

3. Videotape Copying 
 

Off-air and cable programs may be recorded without permission by non-profit educational 

institutions for instructional purpose under the following circumstances: 
 

a. that the recording is used only in the first 45 calendar days after its transmission; 

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

necessary for reinforcement; 

d. that recorded materials are not altered, combined or merged to create anthologies; 

e. 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. when necessary to replace purchased copies for an imminent performance; 

b. 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 entire work; and  
c. 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: 

 

a. when copies are to create or replace anthologies or collective works; 

b. to replace workbooks, exercises, or standard tests; 
c. to substitute for purchase of music; and 

d. when copies fail to include the copyright notice on the original copy. 
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C. Human Subjects Policy 
 
Federal regulations and University policy 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 by the Institutional Review Board.  [revised 10-4-05] 

 

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 
conspicuously and 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 may refuse to work with the 

substance. 
 

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

their rights under RSA 277-A Toxic Substances in the Workplace (also known as the ñWorkerôs 
Right to Know Actò).  Any employee who perceives that such action has been taken 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 care in their 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 1964.  Refer to USNH Online Policy Manual at USY.V.D.8: 
http://usnholpm.unh.edu/USY/V.Pers/D.8.htm  

 

1.  This policy is intended to express the Systemôs desire to facilitate free discussion of all points of 
view to the extent permitted by the Constitution of the United States and of the State of New 

Hampshire. 

2. The rights of assembly and freedom of speech within the University System of New Hampshire 

shall be limited only to the extent applied to other citizens for the purpose of preventing assembly 
for illegal purposes or the advocacy of overthrow of government by force.  Such rights shall be 

respected according to their meaning and application under law and within the function and 

program of the System. 
3. Reasonable use may be made of institutional facilities for political meetings and discussions.  

4. Outside speakers may be invited to address groups on the same basis as speakers invited to 

address student organizations. 
5. The University System does not accept responsibility for views expressed or entertained by either 

speakers or groups, except as stated in paragraph 1. 

6.   Participation of faculty members in political action is governed by Paragraph 1 (B) of the 1940 

Statement of Principles of the American Association of University Professors that reads:  ñThe 
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 

censorship 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 

http://usnholpm.unh.edu/USY/V.Pers/D.8.htm
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his profession and his institution by his utterances. Hence he should at all 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.ò 

 

[revised 6-28-04 in accord with USNH policy] 

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

 

G. Political Office 
 
The USNH Board of Trustees has the following policy in connection with holding political office 

(USY.V.D.8.8): 

 

ñThe Board of Trustees will not object to any member of the faculty or staff of the University running 
as a candidate for political 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 faculty or staff member is 

expected to spend on his/her University System position, he/she may be required to take a leave of 
absence or the terms and conditions of his/her employment may be amended.ò 

 

[revised 6-28-04 in accord with USNH policy] 
 

H. Alcoholic Service for University Events 
 

Any scheduled events at Plymouth State University that involve the sale, service, or presence of 

alcoholic beverages must occur with the proper alcoholic beverage licenses as required by New 
Hampshire state law.  Also, all Town of Plymouth ordinances which pertain to alcoholic beverage 

service and ñopen containerò of alcohol laws must be adhered to on University property.  (Individual 

living spaces are not covered by this policy, but, for students, are covered by Residential Life Policy.)  
Event scheduling and approval responsibilities lie with the Office of the Hartman Union that 

maintains the Universityôs liquor license.  The Hartman Union Staff or designees (e.g., trained servers 

such as the food services contractor) will be the only agents of the University allowed to serve 

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

[revised 6-28-04 in accord with PSU policy] 

 
For full details, refer to the PSU policy on alcohol service: 

http://usnholpm.unh.edu/PSU/III.Admin/B.htm  

 

I. Drug Free Workplace  [new heading 6-28-04 in accord with USNH policy] 

 
Using, possessing, or being under the influence of alcoholic beverages, or any controlled drugs as 

defined in RSA 318-B (Controlled Drug Act) during working hours by University System employees 

is prohibited.  Exceptions are the use of drugs in accordance with physician prescription or 
consumption of alcoholic beverages during Presidentially-endorsed University functions.  Safety 

considerations and concern for the image of the University require discretion in the use of alcoholic 

beverages either on or away from University System property. 
 

The University System of New Hampshire is fully committed to insuring a drug-free workplace.  To 

that end employees are prohibited from the unlawful manufacture, distribution, dispensing, 

possession, or use of any controlled substance in the workplace.  Violation of this prohibition may 
result in a variety of personnel actions, including but not limited to a warning, reprimand, suspension, 

or discharge.  In addition, said employees may be referred to counseling, rehabilitation, and employee 

http://usnholpm.unh.edu/PSU/III.Admin/B.htm
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assistance program or other treatment option.  As a condition of employment all USNH employees 

must abide by the terms of this procedure and must report to the 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 6-28-04 in accord with USNH policy] 
 

Guidelines for governing use of alcohol and drugs, as well as personal handling of alcoholism or drug 

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

 

J. Smoking 
 

For full USNH Non-Smoking 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 155:64-77, Indoor Smoking Law, strictly regulates smoking in enclosed 
places accessible to the public. 

 

In compliance with the law, smoking will be totally prohibited in all Plymouth State University 
buildings.  Additionally, smoking is prohibited in all University-owned vehicles. 

 

A person who smokes in a non-smoking 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.  

 

K. Communicable Diseases 
 

For the full USNH policy on Communicable Diseases, see the Online Policy Manual (OLPM) at 

USY.V.D.10, available online at:  http://usnholpm.unh.edu/USY/V.Pers/D.10.htm  

 

1. Definition  

 
The Department of Health and Human Services and the Centers for Disease Control define 

diseases considered communicable. Communicable diseases include, but are not limited to 

hepatitis, meningitis, mumps, HIV/AIDS, whooping cough, measles, diphtheria, chicken pox, 
tuberculosis, avian influenza, and any other disease that could result in a pandemic.  

 

2. Non-Discrimination  
 

The University System of New Hampshire and PSU will comply with the Americans with 

Disabilities Act (ADA), which requires that federal 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 PSU are committed 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 confidentially as 

required by the Health Insurance Portability & Accountability Act (HIPPA).  For the full USNH 

http://usnholpm.unh.edu/USY/V.Pers/D.2.htm
http://usnholpm.unh.edu/USY/V.Pers/D.4.htm
http://usnholpm.unh.edu/USY/V.Pers/D.10.htm
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policy on HIPPA, see the Online Policy Manual (OLPM) at USY V.C.15, available online at: 

http://usnholpm.unh.edu/USY/V.Pers/C.15.htm  
 

[revised 6-28-04 in accord with USNH policy; revised 11-28-07 by PSU Human Resources Office]  

 

 

2.15  Leaves 
 

For full and up-to-date information on the topics below, please refer to the USNH Online Policy Manual 

at:  http://usnholpm.unh.edu/ (particularly the ñUSYò manual of the USNH Administrative Board).  

Information on employee benefits may be found as a section within 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 Resources Office. (See USNH 
Online Policy Manual at USY.V.A.10, available online at:  

http://usnholpm.unh.edu/USY/V.Pers/A.10.htm) 

 

2. Sick 
 

Faculty accumulate personal sick leave at the rate of 1.25 days each month.  Faculty members use 
accumulated sick leave as part of the Interim Disability Plan (below).  A physicianôs statement 

may be required at any time to substantiate an absence or to indicate the ability of the individual 

to return to work following prolonged illness or injury.  The University System will hold open a 
non-probationary faculty or staff memberôs position for up to six months in cases where they are 

absent from work due to an illness or injury which is supported by the appropriate medical 

documentation.  (See USNH Online Policy Manual at USY.V.A.13, available online at:  

http://usnholpm.unh.edu/USY/V.Pers/A.13.htm ) 
 

3. Disability  
 
The University System provides payments for interim disability and long-term disability 

insurance to cover faculty in cases of serious illness or injury.  In the intervening six-month 

period from the date of disability to the date of commencement of long-term disability benefits 
coverage, the University 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 long-term disability, whichever is less.  Employees will not 
earn sick leave time while on interim disability nor have personal use of the tuition waiver.  

[revised 8-2-04 by Human Resources Office]   

 

(For interim disability information, see USNH Online Policy Manual at USY.V.A.14, online at:  
http://usnholpm.unh.edu/USY/V.Pers/A.14.htm; for information on long-term disability, see 

USY.V.A.15, available online at:  http://usnholpm.unh.edu/USY/V.Pers/A.15.htm ) 

 

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 continues throughout the period of active duty. 

http://usnholpm.unh.edu/USY/V.Pers/C.15.htm
http://usnholpm.unh.edu/USY/V.Pers/C.15.htm
http://usnholpm.unh.edu/
http://usnholpm.unh.edu/USY/V.Pers/A.htm
http://usnholpm.unh.edu/USY/V.Pers/A.10.htm
http://usnholpm.unh.edu/USY/V.Pers/A.13.htm
http://usnholpm.unh.edu/USY/V.Pers/A.14.htm
http://usnholpm.unh.edu/USY/V.Pers/A.15.htm
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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 Certificate 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 reemployment rights 
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 full-time employees by the appropriate 

administrative officer for not more than 22 days in any twelve-month 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 salaries and 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 at USY.V.A.20, available online at:  

http://usnholpm.unh.edu/USY/V.Pers/A.20.htm ) 

 

5. Jury  
 

A temporary leave of absence will  be granted to members of the faculty by the appropriate 
campus administrators so they can fulfill civic responsibility when summoned for jury duty.  

Faculty members must notify 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 moved 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 duty, USNH policy says, ñThe University System will pay the difference 

between the individualôs regular budgeted salary and jury duty pay or subpoenaed witness fee 

(not including reimbursement for expenses) during the period of service.  As an alternative, the 

individual serving may receive full pay for the period of service by remitting to the institution the 
compensation received from the court (not including reimbursement for expenses).ò 

 

(For the full USNH policy on Jury Duty and Witness Leave, see Online Policy Manual at 
USY.V.A.19, available online at:  http://usnholpm.unh.edu/USY/V.Pers/A.19.htm ) 

 

[revised 6-28-04 in accord with USNH policy; revised 8-2-04 by Human Resources Office]  

 

6. Bereavement 
 
Faculty are entitled to five days of bereavement leave (at full pay) for the death of an immediate 

family member and 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 

memberôs department.   
 

For definitions of ñimmediate familyò and ñother relativesò, see the full USNH policy on 

Bereavement Leave, in the Online Policy Manual at USY.V.A.18, available online at:  
http://usnholpm.unh.edu/USY/V.Pers/A.18.htm ) 

 

[revised 6-28-04] 
 

http://usnholpm.unh.edu/USY/V.Pers/A.20.htm
http://usnholpm.unh.edu/USY/V.Pers/A.19.htm
http://usnholpm.unh.edu/USY/V.Pers/A.18.htm
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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 defined as a "rolling" 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 is needed to 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, out of work 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 chair sign.  The department chair must apprise the Provost's office whenever a 

faculty member has invoked Family and Medical Leave.  Human Resources will work with the 
faculty member to facilitate the FMLA process and any questions regarding the leave. 

 

(See USNH Online Policy Manual at USY.V.A.17, available online at:  
http://usnholpm.unh.edu/USY/V.Pers/A.17.htm ; also see OLPM at USY.V.A.14, available 

online at:  http://usnholpm.unh.edu/USY/V.Pers/A.14.htm ) 

 

[revised 8-2-04 by Human Resources Office; FMLA section replaces sections on ñmaternityò and 
ñpaternity/adoptionò; second paragraph added 8-2-05 at request of VPAA]  

 

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 at:  http://usnholpm.unh.edu/USY/V.Pers/A.21.htm    

 

Leaves of absence without pay may 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 individual merits, 

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 not eligible for tuition 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 USNH will 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 approval of the 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 8-2-04 by Human Resources Office] 

 

 

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 are eligible to enroll for medical, dental, life and disability insurance benefit plans.  

http://usnholpm.unh.edu/USY/V.Pers/A.17.htm
http://usnholpm.unh.edu/USY/V.Pers/A.14.htm
http://usnholpm.unh.edu/USY/V.Pers/A.21.htm
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Faculty who are employed from 50 to 74% time in a status position are charged one-half of the premium 

rate for these insurance benefits.  Coverage for spouse or family is contributory.  Coverage and the cost to 
the employee may change annually. 

 

A. Mandatory Benefits: 
 

1. Health Insurance Continuation 
(See USNH policy in OLPM at USY.V.A.8:  http://usnholpm.unh.edu/USY/V.Pers/A.8.htm )  

 

2. Social Security 
 

3. Unemployment Compensation 
 

4. Workerôs Compensation 
 (See USNH policy in OLPM at USY.V.A.16:  http://usnholpm.unh.edu/USY/V.Pers/A.16.htm) 

 

B. Carri er Benefits: 
 

For information on current medical and dental benefits for USNH faculty and staff, see the following 

online link from the USNH Human Resources Office:  

http://www.usnhhr.unh.edu/benefits/2004.oe.materials/index.htm  
 

1. Health Plans 
 
In the words of USNH policy, ñBenefits will be effective the first day of the month following the 

date of appointment if enrollment is completed within 30 days.  If enrollment is completed 

between the 31st and 60th day, benefits are effective the first day of the month following 
completion of enrollment.ò  (See USY.V.A.4.1) 

 

Also in the words of USNH policy, ñWhen a faculty or staff member terminates, the last day of 

active service is considered the benefits termination date.ò  (See USY.V.A.4.3) 
 

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 the opportunity to choose between an out-of-

network plan and one Health Maintenance Organization (HMO). 
 

There are two dental plans available with Northeast Delta Dental which the faculty member can 

choose. 
 

[revised 6-28-04 in accord with USNH policy] 

 

2. Retirement 
 

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

 

The University System considers age 65 as the ñnormal retirement ageò in accordance with the 
retention of this age by the Social Security Administration as the age for retirement.  The 

http://usnholpm.unh.edu/USY/V.Pers/A.8.htm
http://usnholpm.unh.edu/USY/V.Pers/A.16.htm
http://www.usnhhr.unh.edu/benefits/2004.oe.materials/index.htm
http://usnholpm.unh.edu/USY/V.Pers/A.8.htm
http://usnholpm.unh.edu/USY/V.Pers/A.7.htm
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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 Teachers Insurance 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 System 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 annuity are 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 at:  http://usnholpm.unh.edu/USY/V.Pers/A.14.htm ; for full 
policy on Long-Term Disability, see OLPM at USY.V.A.15, available online at: 

http://usnholpm.unh.edu/USY/V.Pers/A.15.htm  

 
The University System provides long-term 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 and total 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 short-term 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 
ñAny trustee, officer, or employee of the University System or any of its component 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 duties, and (b) neither wanton nor reckless.ò (BOT.III.E.1.1) 

 

For the full USNH policy, see Online Policy Manual (OLPM) at BOT.III.E, available online at:  

http://usnholpm.unh.edu/BOT/III.Admin/E.htm  
 

[revised 7-23-04 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 ½ times, 3 
times, and 4 ½ times base salary rounded up to the next highest $1,000, if it is not already a 

multiple of $1,000.  Payroll deductions are required for the 3X and 4 ½ X salary.  Accidental 

death and dismemberment (AD&D) insurance is provided which covers certain losses as the 
result of an accident occurring 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, 

http://usnholpm.unh.edu/USY/V.Pers/A.14.htm
http://usnholpm.unh.edu/USY/V.Pers/A.15.htm
http://usnholpm.unh.edu/BOT/III.Admin/E.htm
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available online at:  http://usnholpm.unh.edu/USY/V.Pers/A.9.htm  

 

a. Eligibility  

 

In the words of the USNH policy, ñA faculty/staff member is eligible for the tuition waiver 

benefit following successful completion of the initial introductory 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 employment.ò  (See USY.V.A.9.2.2)  Eligibility for the tuition benefit will 
be determined by the employeeôs campus office responsible for faculty and/or staff personnel 

administration.  Enrollment in a course that is scheduled to meet during the staff memberôs 

normal work schedule is permissible only at the discretion and by approval of the employeeôs 
supervisor.  (See also Section 2.11 Faculty Development, E. Faculty Tuition Waiver.) 

 

b. Family Tuition Benefits 

 
According to USNH policy, ñA faculty or staff member must be employed in a benefits 

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 his/her spouse/dependents.ò  (USY.V.A.9.2.2) 
 

Spouse/domestic partner and dependent children of full -time status faculty/staff members 

may enroll in any of the regular credit courses offered by the University System of New 
Hampshire at one-half of the current in-state tuition rate.  The tuition waiver policy applies to 

official student exchange programs, in which 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) 
 

ñFor the purposes of this benefit, children are considered dependent if, at the time of class 

registration, they are unmarried, have not reached the age of 24, and are dependent on the 
faculty/staff member for more than half of their financial support.ò  (USY.V.A.9.3.2) 

 

ñThe tuition waiver is prorated for the spouse and dependent children of 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 one-half of the in-state tuition rate.ò  (USY.V.A.9.3.1.2)  

 
This benefit is not cumulative; that is, if both the employee and spouse/domestic partner are 

employed by the University System, dependent children are still required to pay one-half 

tuition.  (See USY.V.A.9.3.1.1) 
 

ñChildren of deceased faculty/staff members who, at time of death, were either a tenured 

faculty member or had been employed in a status position for at least five (5) years are 

entitled to the same educational benefit as indicated above.ò  (USY.V.A.9.4) 
 

[revised 6-28-04 in accord with USNH policy]   

 

c. Termination 

 

Employees terminating during the semester are responsible for payment of a pro-rated charge 
of the remaining amount of tuition which was previously granted for themselves, their 

spouses/domestic partners or dependents.  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. 

http://usnholpm.unh.edu/USY/V.Pers/A.9.htm
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NOTE:  Tuition waivers for all graduate courses 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 employeeôs pay. 

 

[revised 6-28-04 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 appointed for three-year 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 of this fund are as follows: 
 

a. Loans 

 
(1) Persons eligible for this loan must have served the University in 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 cumulative total 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 loan until the loan shall have been paid in full.  If the borrowerôs employment 

by the University is 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 to full-time 

service at the University, 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 amounts if 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 initially 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 upon the 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 such a request 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 State University. 
(3) Ordinarily the maximum grant will not exceed $500. 

 

3. Child Care 
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Child Development and Family Center on campus: no tuition benefit is provided, but priority is 

given to faculty and staff.  The Center is a teacher training facility for University 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. 

 

4. Parking 
 
Faculty are required to display a parking permit on their vehicle.  Permits can be obtained through 

procedures established by the University Police.  See the University Police Web site for 

information.  University Police will also provide a list of faculty parking areas and current 

parking regulations. 
 

Faculty may obtain temporary vehicle permits for a visitor at University Police. 

 
When planning programs or conferences for outside groups, University Police should be 

contacted early in the planning stages for parking arrangements. 

 
Faculty who receive parking violations may appeal online.  See the University Police Web site for 

information. 

 

5. Embrace Life Fully (ELF)  

 

The University system provides a health promotion program called Embrace Life Fully (ELF).  
Exercise activities and seminars are 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 Resources Office for details.  Also see the Web site for ELF 

programs at: http://www.usnhhr.unh.edu/wellness/elf.hlth.prom.programs.htm    
 

See USNH Online Policy Manual at USY.V.D.5.2, available online at: 

http://usnholpm.unh.edu/USY/V.Pers/D.5.htm  

 
 [revised 6-28-04 in accord with USNH policy]  

 

6. Visual Acuity Program 
 

Prior to the coverage of eye exams by employee health insurance, USNH developed a policy 

allowing for eye exams 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 exams.  Mention of the old policy 

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 11-27-04] 
 

7. Employee Assistance Program 

 
The Employee Assistance Program is a confidential counseling/referral service provided free-of-

charge to benefits eligible staff members and their eligible family members.  The program is 

http://www.usnhhr.unh.edu/wellness/elf.hlth.prom.programs.htm
http://usnholpm.unh.edu/USY/V.Pers/D.5.htm
http://usnholpm.unh.edu/USY/V.Pers/D.5.htm
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designed to offer a highly professional, confidential source of help for faculty and staff who need 

assistance with personal problems.  Contact the Human Resources Office. 
 

See USNH Online Policy Manual at USY.V.D.5.4: 

http://usnholpm.unh.edu/USY/V.Pers/D.5.htm   

 
[revised 6-28-04 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, VISA cards, federal student 
loans and other normal banking services and is located in Concord (phone: 1-800-639-4039, Web 

site at:  http://www.nhfcu.org/ ). 

 
 

2.17  Compensation Policies 
 

A. Payroll Period 
 

The University system pays its faculty on a biweekly basis.  Pay periods end every second Friday and 

checks are ready the same day.  Upon request, salary checks will be deposited to employeesô accounts 
in their local bank or credit union. 

 

USNH faculty shall normally be compensated during the payroll periods inclusive of their 

appointment beginning and ending dates.  Continuing staff 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 increases/decreases 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 faculty to 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 two-week period, will normally result in the faculty member being 
billed for appropriate deductions retroactive to the initial day of absence. 

 

 

2.18   Grievance Policy 
 

http://usnholpm.unh.edu/USY/V.Pers/D.5.htm
http://www.nhfcu.org/
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[October, 2004:  Certain revisions to this policy have been suggested by the PSU Office of Human 

Resources and considered by the Faculty Welfare Committee.  One pending suggestion is noted in green 
highlighted text below.  The Faculty Welfare Committee is considering this suggestion, and would bring 

any proposed change to the faculty for a vote.] 

 

The Faculty and Administration of Plymouth State 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 grievances may arise. It 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. The aggrieved will follow the orderly process hereinafter set forth, and 

these procedures shall be the final campus remedy used for their resolution. 
 

Any status faculty member ï including tenure-track faculty, faculty-in-residence, and contract faculty ï is 

eligible to use this grievance procedure.  [revised 12-30-04 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 institutional policy [revised 12-20-04 to use 

wording from USNH OLPM USY.V.D.12.3.1.1] 

2. abrogates or denies a faculty memberôs academic freedom; 
3. unfairly discriminates against a faculty member on the basis of sex, sexual orientation, race, age, 

religion, color, marital status, national origin, or handicap; 

4. violates accepted University procedure for renewal of contract, promotion and/or tenure; 
5. violates employment-related policies and procedures, excluding dismissal of tenured faculty (see 

Section 2.9 for conditions involving dismissal including tenured faculty); 

 

B. Grievance Resolution Committee 
 
Grievance Resolution Committee membership is established under Article XI. F. 11 of the Bylaws of 

the Plymouth State University Faculty. The Grievance Resolution Committee will strive to maintain 

confidentiality at all steps throughout the grievance procedure. Attendance at meetings of the Review 
Committee is by invitation only. 

 

In cases involving promotion or tenure, the Grievance Resolution Committee will not act to substitute 
for the judgment of a department promotion and tenure committee; but upon application of an 

aggrieved party will review the fairness of the application of the departmental committeeôs 

procedures. 

 
Any member of the Grievance Resolution Committee who 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 
the Grievance Resolution Committee 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 the Grievance Resolution Committee is challenged by a party 

of interest, the Chair of the Grievance Resolution Committee will make a determination as to whether 
or not a conflict of interest exists. If the currently sitting Chair of the Grievance Resolution   

Committee is to be removed because of an upheld challenge of impartiality, the new chair (as 
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prescribed in the following paragraph) will make the determination on challenges to any other 

members of the Grievance Resolution Committee. 
 

In either case, the Faculty Speaker will appoint a replacement who is acceptable to both parties to the 

grievance to serve as a replacement member on the hearing panel. If the Chair of the Grievance 

Resolution Committee is replaced, then the new constituted hearing panel shall elect a new chair for 
the impending hearing. 

 

C. Grievance Procedure 
 
Any faculty member eligible to use this grievance procedure who feels that he or she has been 

aggrieved must initiate the grievance process within 10 calendar days following the time when the 

faculty member could reasonably have been aware of the existence of the situation which is the basis 

of the grievance and within one year of its occurrence.  [revised 12-20-04 in accord with OLPM 
V.D.12.3.1.3] 

 

[Suggestion by HR Office:  ñDeadlines: Faculty members are encouraged to file a grievance according 
to the filing requirements of the process.  All grievances will be handled as expeditiously as possible 

adhering to the deadlines outlined.  However, the Chair of the Grievance Resolution Committee has 

discretionary authority at any time during the grievance procedure to extend a deadline to ensure a 
thorough and fair process.ò  The Faculty Welfare Committee (4-05) suggests the following wording of 

the last sentence:  ñHowever, the Grievance Resolution Committee has discretionary authority at any 

time during the grievance procedure to extend a deadline as necessary to ensure a thorough and fair 

process.ò  This has not yet been brought to the full faculty for a vote.]   
 

1. Informal Grievance Procedure 
 

Written notification of informal grievance shall be submitted to the Chair of the Grievance 

Resolution Committee with a copy to the Director of Human Resources who will be responsible 

for coordinating the stages of the informal grievance process. 
 

Prior to initiating 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 either involved in or 

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 made to reconcile differences through face-

to-face discussion and negotiation of the issues. The Grievance Resolution Committee will not be 

involved in these discussions directly, but will maintain contact with parties involved to help 
ensure that a good faith effort at 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, he or she may then file a formal grievance with the Chair of the Grievance 

Resolution Committee 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 the grievance at the 
informal stage. 

 

2. Formal Grievance Procedure 
 

Notification: The grievant shall file his/her grievance in writing with the Chair of the Grievance 

Resolution Committee. The grievance shall identify (1) the nature of the grievance, i.e. the 
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specific 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 have been violated and (4) the 

grievantôs perception of the appropriate remedy of the grievance.  Once the grievance has been 

filed, the Chair shall forward a copy of the grievance to the Respondent(s). The Committee shall 

meet to discuss the grievance among themselves 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 both a prehearing 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 PSU employee and shall not have a law degree. 
 

b. The Human Resources Office will make available to the Grievance Resolution Committee all 

necessary resources and will undertake the facilitation of both the prehearing and the formal 
hearing. 

 

c. The Prehearing 
 

The Grievance Resolution Committee shall hold a prehearing with the grievant, the 

respondent, and their advocates. The purpose of the prehearing shall be: 

 
(1) to establish the procedures to be followed in the formal hearing. 

(2) to determine witnesses for the formal hearing. To determine these witnesses, the grievant, 

respondent and the Committee will work together closely, using as criteria (1) witnesses 
with information relevant to the grievance, and (2) witnesses who can share new 

information in an effort 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 witnesses will testify. 
 

d. The Formal Hearing 

 
All documents and a summary of areas 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/her advocate, and the Grievance Resolution Committee. 

 

The Grievance Resolution Committee 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 hearing, and question the witnesses. The Grievance 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 
submit a written summary of their positions to the Grievance Resolution Committee. Within 

21 calendar days from receiving any written summaries the Grievance Resolution Committee 

shall report in writing to the parties involved and to the President its findings and 
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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 of the Grievance Resolution 

Committeeôs recommendation(s) is impossible or would cause grave harm to the University, 

he or she shall, within 21 calendar days, so inform in writing the Chair of the Grievance 
Resolution Committee, the grievant and the respondent, setting forth in detail the reasons 

underlying his or her determination. No grievance resolution shall be considered precedent-

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. Record-keeping 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 file shall be separate from the individualsô personnel 
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 of the Grievance Resolution Committee shall be made to 

the President, and shall be made within 21 calendar days of the report of the Grievance Resolution 

Committee. Appeals should clearly state all grounds for the appeal. The President shall decide whether 
the grounds for appeal have merit and may call for a rehearing of the case, if necessary.  

 

[revised by Faculty 4-5-00; name changed from Review Committee to Grievance Resolution Committee 
on 2-7-07]  

 

 

 

 

 

 

 

 

 



 70 

3.0 ACADEMIC POLICIES AND SERVICES OF INTEREST TO 

THE FACULTY  

 

3.1  Library Policies 
 
Lamson Library provides services that strengthen and enhance the quality of undergraduate and graduate 

education offered by the University.  Its collection supports faculty research to the extent possible with 

the understanding that the Libraryôs primary mission is to support the undergraduate curriculum and 
masterôs level graduate programs. 

 

A. The Collection 
 
Faculty members are welcome, and urged, to suggest titles in all media forms for Library purchases to 

build a high-quality collection, in accordance with the Libraryôs Collection Development Policy.  

Faculty members should send such purchase requests to the library faculty member serving as a 

liaison to their department. 
 

B. Library  Instruction  
 

Effective library use by students enhances their classroom performance and establishes a basis for 
developing independent research skills.  Faculty members are encouraged to work with library faculty 

on integrating library instruction into existing or new course offerings.  Requests or questions 

concerning library instruction may be directed to the Library Instruction Office at ext. 2960. 

 

C. Reserves 
 

Faculty members may place any library materials or personal copies of items on reserve for their 

classes.  Reserve materials may include books, articles, chapters, reports, scores, audio or video 
recordings, DVDôs, etc. in compliance with federal Copyright Laws.  You may designate a Reserve 

loan period for two hours, one day, or three days. 

 

Faculty may also request that reserve materials be made available to students electronically.  
Electronic reserves must also be in compliance with Copyright Laws.  The library will scan the 

materials and insert them for the faculty member into Blackboard. 

 
An electronic reserve request form is available from the Lamson Library Web site at:  

http://www.plymouth.edu/library/  Click on ñReservesò at the left.  Reserve materials are typically 

made available within three days after copyright compliance has been established. 
 

Detailed information 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 

questions to the Information Desk at 535-2832. 
 

D. Reference Service and Document Delivery (Interlibrary  Loan) Service 
 

Faculty members with research needs are encouraged to use the expertise of the Reference Librarians 
who can assist with online database searches, help find electronic full-text 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 

click on ñDocument Delivery (ILL)ò at the left under ñServicesò. 

http://www.plymouth.edu/library/
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3.2  Classroom Policies 
 

A. Academic Advisors 
 
Most members of the University faculty 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 carry out their 

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 students involves being available to assist students in a variety of their 
life activities while at Plymouth State University.  Recognizing that students differ in terms of the 

variety and urgency of their need for help, advisors should be particularly interested in the academic 

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 

University life; 

b. To assist the student in completing 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 

values of 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 may be integrated. 
 

2. Scholastic Achievement 
a. To coordinate this University and its offerings with the studentôs abilities, needs, and 

interests; 

b. To assist the student in the evaluation of scholastic strengths and weaknesses, and planning 

for improvement; 
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. To identify, prevent, or remedy the social maladjustment of the student through observations 

and conferences; 
d. To assist the student 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 detailed information can be found in the Plymouth State University Advisorsô Handbook  which 
is available online at:  http://www.plymouth.edu/academicadvising/pdfs/advisinghandbook.pdf .  

Other information about advising may be found at the Website of the Undergraduate Advising Center 

at:  http://www.plymouth.edu/academicadvising . 

 

B. Academic Integrity Policy 
 

Academic 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 is an affront 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 expected to 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 integrity, and not the reporting of it, that is dishonorable. 

 

1. Definitions 
 

Violation of academic integrity includes 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 community 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, notes or other sources of information during an 

examination. 

b. Submitting another personôs work as oneôs own, that is plagiarism.  This includes, for 
example, copying during examinations, purchasing papers or taking them from Internet 

resources; copying papers, reports, 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, 
allowing oneôs examination answers, reports, laboratory results, or computer work to be 

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 terminal, or on field 

placement. 

g. Stealing, copying, or destroying another personôs computer program or file, deliberately 

preventing or depriving anotherôs access to the University computer system or resources or 
impeding the systemôs performance. 

h. Stealing or removing 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. 

 

http://www.plymouth.edu/academicadvising/pdfs/advisinghandbook.pdf
http://www.plymouth.edu/academicadvising
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2. Panel on Academic Integrity  
 

The Panel on Academic Integrity will consist of: 

 

a. The Chair of the Faculty Academic Standards Committee, or his/her designee, who will chair 
the Panel. 

b. A Plymouth State University faculty member designated by the Chair of the Faculty 

Academic Standards Committee. 
c. The Associate Vice President for Undergraduate Studies. 

d. 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 probation and those 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 are 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 academic integrity 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 violation of 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 department. 

 

(b) In other cases, these people shall include whoever is making the complaint and 

whoever is in charge of the area of complaint. 
 

(c) In the case of stealing, removing, or mutilating library materials, in conjunction with 

a course, the library shall notify 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 violation 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 students, 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 a non-threatening 

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 steps to remedy 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 and/or re-administered by 

the department.  If both of these points ï that a specific student violated the Academic 

Integrity Policy and that evidence of the violation is substantial ï are 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, a copy of this 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 statement of recommendation, with explanation, 

may accompany the supporting evidence.  

 
(5) The complainant (or his/her representative) shall attend the Panel hearing. 

 

b. Actions by the student  

Students shall: 
 

(1) Honor any requests by complainants and/or department 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 notified otherwise. 
 

(3) Read the Academic Integrity Policy.  If the student has not received a current copy by the 

time of the Vice President for Academic Affairsô letter (see c.(1) below), it should be 

requested of the Vice Presidentôs office. 
 

(4)   If the student wishes 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 Presidentôs letter.  Any supporting evidence for the studentôs 

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 student fails to 
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 one week 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 the appeal hearing. 

 

(6)   If found guilty, the student must comply with all requirements of the Panel. 
 

c. Actions within the Office of the Vice President for Academic Affairs (VPAA)  

 
(1)   Upon receipt of the letter from the Department Chair (a. (4)), the VPAA 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 student, Panel members, 

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 prescribed time (see 5. Records, below). 

 

(4)   The VPAA shall hold an appeal hearing as soon as possible upon receiving a written 

appeal.  The VPAA may call upon any person involved when the appeal is considered.  
After the appeal, action referred to in Section 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 days, from the date of the second conviction to decide 

whether to expel the student from the University, to suspend the student for a period no 
less than one year, or to assign some other penalty as appropriate.  If the student has 

appealed the second or later conviction to the VPAA, 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: 

 

(a) an ñFò on an assignment, the instructor shall be responsible for implementing that 
sanction as part of his/her regular record keeping for the course.  The Chair of the 

Panel on Academic Integrity shall notify, in writing, the VPAA of the sanction. 

 
(b) an ñAFò for a course, or a suspension or an expulsion, the Chair of the Panel on 

Academic Integrity shall notify, in writing, the VPAA of the sanction.  The VPAA 

shall then be responsible for notifying the Vice President for Student Affairs, the 

Registrar, and the Director of Financial Aid, in writing, of the sanction.  For a grade 
of ñAFò, the Registrar shall enter this grade on the transcript.  If the sanction in 

question is a suspension, it shall be considered effective at the beginning of the next 

full semester.  A student shall have the right to petition 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 removal of the suspension.  

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 Panel member will, prior to the hearing, visit the 

VPAAôs office 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 of mitigating 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 consequences and inform the 

student about the right of appeal if found guilty 
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(3) The Chair of the Panel will inform the student in writing of the Panelôs action.  Copies of 
this letter will be sent to the VPAA and to the person making the complaint.  All 

documents shall be returned to the Office of the Vice President for Academic Affairs. 

 

(4) If the Panel is reconvened because of a studentôs second or later conviction, the Chair of 
the Panel will obtain from the Office of the VPAA the files from the Panel hearings.  The 

Panel will then decide what further penalty to assess (see 4. Penalties, 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 of the right 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 connection 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 for administrative 
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 from the University for 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 plagiarism where 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 

penalty, 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 (see 5. Records, below).  Here too, however, in cases where 

the offense is unusually serious, the panel may decide to suspend the student from the University 
for no more than one year.  A record of conviction is, at any rate, 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 AF will be posted on the transcript as the final grade for that course. 
 

If a violation of academic integrity involves damage to University property or otherwise violates 

the law, legal or disciplinary action may also be taken. 

 

5. Records 
 
If the student is found not guilty of violating academic integrity, all evidence will be retained by 

the Vice President for Academic Affairs (VPAA) for a period of three years.  The VPAA shall be 

the only person with access to these records.  After three years, all evidence shall be destroyed.  A 
record shall be retained of the action taken by the Panel, only accessible to the VPAA. 

 

Whenever students have been convicted of violating academic integrity, a record of the 
conviction shall be retained permanently by the VPAA.  The VPAA, all faculty and Principal 

Administrators with legitimate need to know, and the student in question shall have the privilege 



 77 

of access to the record.  The VPAA shall retain all evidence related to the case until three years 

after the student has left the University.  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 graduates or five years 

after the conviction. 

 
[Academic Integrity Policy most recently revised by the Faculty 10-3-01] 

 

C. Commencement and All-University Convocations 
 
Faculty members participate in the Commencement ceremony, the senior (spring) Convocation and 

other scheduled all-University convocations.  When during the year the University schedules special 

convocations, faculty and students are encouraged to attend. 

 

D. Confidentiality of Grades  
 

The Family Educational Rights and Privacy Act (FERPA) guarantees students the right to privacy.  

The following are suggestions for compliance: 
 

1. In posting grades, use a code to indicate the studentsô identities (the social security number may 

not be used). 

2. Do not leave student papers in a place that would allow other 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. 

 

E. Faculty Attendance 
 

Faculty members are expected to be present and on time for their obligations in meeting 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 can be made 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 
arrangements 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. 
 

F. Faculty Evaluation by Students 
 

All teaching faculty are to be evaluated by students in each class each semester, with the exceptions 

of practica and seminars, using a departmentally-approved form.  Library users shall, in a manner to 
be determined by library faculty, be afforded the opportunity to evaluate each library faculty member. 

[revised by Faculty 5-5-99] 

 
New faculty members are urged to contact their Department Chair for copies of the forms for student 

evaluation of individual faculty members.   

 

See sections 2.5-2.8 for use of evaluations by students. 
 

G. Faculty Office Hours 
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Each full-time University faculty 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 who teach on a part-time 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. 

 

H. 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 person in charge 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 of the 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 Affairs 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.  When individuals or groups are selected to represent the University on official 

trips (such as the varsity teams, music or dramatic groups, delegates to conventions, etc.), the 

University will pay the necessary costs.  When voluntary groups, clubs, etc., plan and carry out trips, 
it shall be at the expense of the individuals going or the group authorizing the trip as a group activity.  

If University vehicles are available for such trips and are authorized for use, the group shall be 

charged on a mileage basis for such use. 

 

I. Participation in University Activities 
 

Faculty members are encouraged to attend the various activities of the University such as dramatic 

performances, concerts, lectures, and athletic contests.  Because the University is seeking to develop 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 most University events, unless it is a special fund-raising benefit 
performance, is at a minimal cost or without charge.  Identification cards for family members may be 

secured from the Hartman Union. 

 

J. Student Attendance 
 
See ñAttendance, Classò in the Academic Catalog. 

 

 

3.3  Registrarôs Policies 
 

A. Course Adds, Drops, and Withdrawals 
 

Note: Dropping or withdrawing from a course may affect the studentôs progress toward degree.  In 

addition, if dropping or withdrawing from a course or courses will drop a student to below full-time 
status, the studentôs eligibility for financial aid, on-campus housing, intercollegiate athletics, 

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 discuss its impact with their advisors and/or representatives of the 

Bursarôs Office and the Financial Aid Office. 
 

1. Add/Drop Period 
 
Students may add or drop full-semester courses with the signature of the instructor until the 

second Friday after the first day 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 be added or dropped 

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 Department. 

 
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 withdraw from full-semester courses any time after the end of the drop period until 
the tenth Friday 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 grade of W.  A grade of W 
(withdrawal) will be recorded on the transcript.  Withdrawal (W) grades do not contribute to a 

studentôs grade point average. 

 

Late Withdrawal:  After the withdrawal period has ended, students may petition for withdrawal 
from a course only under 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. 

b. Documented medical circumstances arising after the withdrawal period has ended. 

c. Care of family during an emergency arising after the withdrawal period has ended. 

d. Military duty, where activation has occurred after the withdrawal period has ended. 
e. Jury duty. 

f. Transfer credit which is verified only after the withdrawal period has ended. 

 
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 signed by the instructor, indicating a grade of W is to be 
assigned. 

 

[passed by the Faculty 2-6-02] 

 

B. Early Evaluation System 
 

To provide early evaluation for first-semester, first-year students (those who have attempted fewer 

than 12 credits), at the end of the first six weeks of classes, instructors of full-semester courses submit 
grades on these studentsô performance. The students are urged to discuss these grades with their 

advisors and instructors. 
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C. Earning Credits by Examination 
 

See ñCredit by Examinationò in the Academic Catalog. 
 

D. Ending of Academic Year 
 

Because maximum class attendance is particularly desirable during the last month of the academic 

year, all off-campus 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 on Reading 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 

the Registrarôs Office.  The Registrar will mail grade reports to students as quickly as possible.  To 

facilitate this mailing, the Registrarôs Office will not provide grade information in answer to 
telephoned or personal inquiries. 

 

Deadline for grade submission by faculty will be four working days after 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 ñIncompletesò in the Academic Catalog. 

 

G. Independent Study 
 

See ñIndependent Studyò 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 catalog when 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 offered in the current 

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 enrollment comprises part of a faculty 

memberôs teaching load. 

 
Individual enrollment 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 Education per-credit tuition 

and fees for an Individual Enrollment and the instructor receives the normal Continuing Education 
stipend for a course with one enrollment. 

 

In the Fall and Spring semesters, a full-time matriculated student is charged a fee for an Individual 

Enrollment, over and above regular tuition, ONLY IF the enrollment 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 Enrollment fee.  The instructor receives the normal Continuing 

Education stipend for a course with one enrollment.  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, a part-time matriculated student is charged tuition for an Individual 
Enrollment equal to the regular per-credit tuition and fees for the course and the instructor receives 

the normal Continuing Education stipend for a course with one enrollment.  (Part-time non-

matriculated students should not be approved to take Individual Enrollments.) 

 
[above policy approved by the Council of Chairs on 4-22-92; above is version as of 7-1-92] 

 

I. Letter Grading System 
 
See ñGrading Systemò in the Academic Catalog. 

 

J. 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 VPAAôs representative). 

 
[passed by Faculty 11-6-96] 

 

K. Pass/No Pass Courses 
 

See ñPass/No Pass Coursesò in the Academic Catalog. 
 

L. Repeating Courses 
 

See ñCourses, Repeatingò in the Academic Catalog. 

 

M.  Student Record Entries 
 

Since a single letter grade does not tell the whole story of a semesterôs achievement, faculty members 

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 

encouraged.  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 studentôs record and may be used to help determine the degree of success in 

achieving the objectives of the University. 

 
 

3.4  Program Policies 
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A. Continuing Education Policies 
 
The Continuing Education Office within the Frost School of Continuing and Professional Studies is 

responsible for undergraduate Summer Session, Winterim, and translocated courses and programs 

offered in cooperation with USNHôs Granite State College (GSC).  Graduate courses are the 
responsibility of the College of Graduate Studies. 

 

[revised 9-6-04; 11-28-07]  

 

1. Summer and 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 have 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 normal PSU curricula 
b. Experimental courses 

 

Experimental courses 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 signature.  The 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 course outline.  The form is available in the Continuing 

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 

President for Academic Affairsô approval is not required.  No experimental course may be offered 
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 with this form 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 specified term 

(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 form to 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 off-campus at the request of various CLL Centers require the use of a 

Translocated Request Form.  The CLL Center originates the request form which requires the 
signatures of the appropriate Department Chair and the Associate Vice President for 

Undergraduate Studies (for undergraduate courses) or the Associate Vice President for 

Graduate Studies and Community Outreach (for graduate courses).  [revised 5-6-04] 
 

b. Pay Rates 

 

Off-campus course assignments are usually not considered part of an instructorôs normal 
load.  The instructor is reimbursed: 

 

(1) at PSU 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, faculty will not 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 off-campus sites in University-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 

regular preview by the Committee.  Instead, the Committee examines the course merits in a 

review upon the close of the course.  The procedure requires that the faculty 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 experimental course procedure offers the opportunity to explore whether a proposed course 

will work, without committing the faculty member, the department or the University to a 

permanent offering. 
 

2. Proposing Courses 

 
a. The Experimental Course Proposal Form 
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An Experimental Course Proposal 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  

 

b. 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.  Offerings of the 

Division of Continuing Education may require some adjustment in this schedule. 
 

c. Evaluation 

 
The faculty member is required to evaluate the experimental offering as a course rather than 

as a teaching performance, using instruments defined by the Curriculum 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. 

 

d. 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.  It is available online at:  

http://www.plymouth.edu/curcom/experimental_course_report.pdf   The form summarizes 

the evaluations of students and the Department Chair.  It is submitted to the Vice President 

for Academic Affairs.  A log of experimental courses and reports is maintained by the Vice 
President for Academic Affairs. 

 

3. Options Following Initial Offering  
 

Possible next steps after the initial offering of an Experimental Course: 

 
a. Continue the course through a second experimental offering, with 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.   
b. Convert the experimental course to a regular course.  This requires a New Course Proposal to 

the Curriculum Committee and copies of all previous experimental course reports. 

c. Conclude the experimental course.  After the submission of the experimental Course Report 

to the Vice President for Academic Affairs, no further action is required. 
 

4. 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 clearly states the graduate requirements must accompany the 

proposal.  Prior approval by the Department Chair and Graduate Coordinator is required. 

 

b. Experimental Course Report 

 

The instructor of an experimental course must submit an evaluation of the course, as soon as 
possible after its initial offering, to the Graduate Council.  The course report may be repeated 

http://www.plymouth.edu/curcom/experimental_course_proposal.pdf
http://www.plymouth.edu/curcom/experimental_course_report.pdf
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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 and objectives, courses, programs, and 

procedures.  The reasons for program review are: 

 
a. To ensure that the degrees and programs offered carry out the mission of the University and 

the department. 

b. To ensure the excellent quality of our General Education, degree, and program offerings. 
c. To ensure truth in advertising for our students- that courses and programs listed in the catalog 

are actually available during their University careers. 

d. To aid the Curriculum Committee in carrying out its charge to review periodically the entire 

University curriculum and make recommendations concerning revisions. (Faculty Bylaws, 
XI. F. 11. b. 6.) 

e. To aid the General Education Committee in carrying out its charge to ñregularly evaluate the 

program and make recommendations for improvementò. (Faculty Bylaws, XI. F. 16. b. 8.)   
f. To implement 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 PSU monitor ñacademic program expansion to ensure that the Universityôs limited 

resources are not diluted and that continuing programs are not made less effective.ò 

 

2. Who will do Program Review 
 

Program review will be done by academic departments and by extra-departmental councils which 
offer academic programs, such as the Humanities Council and the Medieval Studies Council.  In 

this document, ñdepartmentò is used for any entity which is responsible for an academic program. 

 

3. Timetable 
 

A full program review will be done every 6 years.   
 

4. Process 
 

a. Self-Study 

 
A department should prepare for a program review by completing a self-study which includes 

the following: 
 

(1) Department plan.  Included in the department plan should be a statement of how each 

degree/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 

departmentsô majors and minors, etc.) should be included.  All General Education courses 

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 enrollments in these courses over the 
last 6 years. 

(5) Number of faculty, full-time and part-time, for past 6 years.  Projected needs. 

(6) Resources (e.g., faculty, staff, equipment, supplies, space) needed to carry out 
departmental mission and goals. 

(7) Release time to do departmental selfïstudies will be provided as needed. 

 

b. Outside Consultants 

 

1. One or more outside 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 

Department will agree on the consultants to be employed and the length of the visit.  The 

Vice President for Academic Affairsô Office will be responsible for consultantsô fees and 
expenses. 

2. Before the consultantsô visit, the Vice President for Academic Affairs and the 

Department Chair will agree on a list of questions, answers to which will form the basis 
of the consultantsô written report.  Consultants will also receive copies of the department 

self-study. 

3. Consultants must have the opportunity to meet with all faculty members and with student 

representatives selected by the department. 
4. Copies of the consultantsô report will be given by the Vice President for Academic 

Affairs to the Department Chair and to the Curriculum Committee. 

 

c. Results of the Program Review 

 

The reviewersô comments will be shared with the department.  Discussions on improving 

courses and programs, building on strengths, and addressing weaknesses will be held between 
the Vice President for Academic Affairs and the department.  Departments will make 

proposals (e.g., for curriculum changes or budget alterations) through the usual University 

procedures.  Program review results will be forwarded to the Curriculum Committee and to 
the General Education Committee.  Results of each departmentôs review will vary.  In some 

cases, courses or degree programs or other department activities may be altered, augmented 

or phased out; in others only minor adjustments may occur.  In any 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 the department. 

 

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 courses on a 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.  (Exemptions are possible for special scheduling.) 
 

b. Program Enrollment 

 

Programs (e.g., degrees, options, minors) with a history of seriously declining enrollments 
should be considered for phasing out, unless they are central to the mission of PSU. (Note: 

this is programs, not departments) 

 

c. Guidelines for Degree Programs 

 

(1) During the program review process, departments shall review similar program and degree 
offerings from all institutions on the Board of Trustees-approved List of Comparative 

Institutions for PSU.  Programs at PSU should not normally exceed the size of programs 

(number of courses/credits) at Comparative Institutions.  Departments may justify 

exceptional program designs.  Program review results will be forwarded to the 
Curriculum Committee. 

(2) All System Academic Planning Council (SAPC) guidelines must be followed. 

(3) Every major is expected 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 part of the General Education program and will present an argument that the 

course still addresses the General Education component it represents 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 the General Education Handbook). 

(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 program review, 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 courses (as described in the General Education Handbook). 

 

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 Committee 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.] 

 

D. 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 than seven 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 must select 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 student to complete the degree before the seven year limit on that 

catalog expires.  If these two conditions donôt exist, the student must select a more recent catalog to 
determine graduation requirements. 

 

[passed by Faculty, May, 1990] 
 

E. Requirement of 15 Credit Hours of Free Electives 
 

1. All bachelorôs level undergraduate programs (that is major/option combinations) at Plymouth 

State University will contain a minimum of 15 credit hours of free, non-directed electives. 
Students may choose elective courses with the 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 credit hours of free, non-directed 

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 should be justified to the Curriculum Committee any time a program 
not in compliance is revised. 

  

 [passed by Faculty 3-5-03] 
 

 

3.5  Academic Support Services 
 

A. Information Technology Services 
 

The Mission of Information Technology Services (ITS) is stated as follows:  ñPromoting educational 

excellence through technology and service.ò  The main service areas of ITS are:  computer 
technology, instructional technology, WWW development, telecommunications, media services, 

cable TV, ResNET, and the PSU Computer Store.  Links to detailed information about each of these 

service areas is available online at:  http://www.plymouth.edu/infotech/service.htm.  Also see a 
variety of quick reference guides and online tutorials 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 information:  http://www.plymouth.edu/infotech/helpdesk.htm 

Walk-in assistance is also available at the Help Desk location at the Information Desk in Lamson 

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/media/equipreserve.html  
 

A wide variety of workshops are offered by ITS.  Check the ñWorkshopsò section of the ITS Web site 

at:  http://www.plymouth.edu/infotech/workshops.htm  

 

http://www.plymouth.edu/infotech/service.htm
http://www.plymouth.edu/infotech/references.htm
http://www.plymouth.edu/infotech/helpdesk.htm
http://www.plymouth.edu/infotech/media/equipreserve.html
http://www.plymouth.edu/infotech/workshops.htm


 89 

Finally, it is important that all PSU students, faculty, and staff be aware of the key policies governing 

appropriate use of computers at the University.  The key policy in this regard is titled ñAcceptable 
Use of Computing Resourcesò and is available online at:  

http://www.plymouth.edu/infotech/policy/accept.html.  There is an addendum to this policy, covering 

ñAppropriate Use of Electronic-Mailò, which is available online at:  

http://www.plymouth.edu/infotech/policy/Email.htm  

 

B. The Math Center 
 

The Math Center is a hub for extra-class activities involving mathematics.  Students, during operating 
hours, may use the center for completing assignments, 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 within the Mathematics 

Department in Hyde Hall, Room 351.  The phone number is ext 2819. 
 

The Center is open Monday through Thursday 9-5, Friday 9-12 as well as Monday and Wednesday 

evenings 7-9.  These hours begin the first Monday of the first full week of the semester. 
 

[revised 11-28-07 to change name to Math Center and revise hours] 

 

C. Plymouth Academic Support Services (PASS) 
 
PASS is a federally-funded program designed to provide individualized academic assistance to 

students enrolled at Plymouth.  Assistance is available for students in time 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 located on the Lower Level of Lamson Library and 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 535-2270. 

 

D. The Writing Center 
 

The Writing Center of Plymouth State University (on the Lower Level of Lamson Library, next to the 

PASS Office) provides help in reading and writing for all interested PSU students.  Specifically, the 

Center offers instruction in reading, provides additional support to English composition students, and 

gives general help in 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, an individual 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 tests to introductory classes and to provide 

each student in these classes with an individualized assessment. 

 
The Center supports the English Departmentôs Composition program as well.  Students are 

encouraged to come to the Center to discuss their current work on a walk in basis or they may come 

for weekly appointments.  Either way instructors are informed weekly of their studentsô progress.   

 
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 rather than doing 

it for them. 
 

The Center is staffed by a part-time director, two part-time reading and writing instructors all of 

whom have experience in teaching writing and/or reading.  Student tutors complete the staff. 

http://www.plymouth.edu/infotech/policy/accept.html
http://www.plymouth.edu/infotech/policy/Email.htm
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The Center is open Sunday 6-9 PM, Monday through Wednesday 9 AM ï 9 PM, Thursday and Friday 
9 AM ï 5 PM.  If you have any questions about the Center or if they can help in any way, please call 

ext. 2831. 

 

[revised 11-28-07 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 State University Bookstore is operated by Barnes and Noble, Inc. of New York.  The 

University has supervisory responsibility over the store, handles all official negotiations, and advises on 

operating policies. 
 

The bookstore provides all textbooks and materials for course requirements in accordance with the 

procedures outlined below.  It stocks University-related merchandise, supplies and gift items.  It will 
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 (non-books). 

 
All approved and supplemental book requisitions in the Bookstore and the Department  These forms are 

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 the fall semester ï by the end of the preceding academic year 

For use in the spring semester ï by the preceding November 1
st
 

For use in the summer session ï by 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 following 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. 

 
Recommended:  Supplementary or suggested readings, for some portions of which the student may be 

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 caps, gowns and hoods for academic convocation at the 

Bookstore. 
 

 

4.2  University Facility Use by Faculty and their Families 
 
Faculty and their families are eligible to use the University Library and Physical Education Center free of 

charge.  Users must have a family ID card.  To borrow materials at Lamson Library, users must have a 
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student, faculty, staff, or family ID card.  At the PE Center, children under the age of 18 must be 

accompanied by an adult ID card bearer. 
 

Faculty members are encouraged to make use of the facilities in the Hartman Union Building (HUB) and 

the Physical Education Center.  For information on the facilities and services available in the HUB, visit 

the HUBôs ñvirtual tourò site on the Web at:  http://www.plymouth.edu/hub/administration/virtual_tour/ 
The PE Center has a swimming pool, the 2,000-seat Foley Gymnasium, four indoor tennis courts, four 

racquetball courts, an indoor track, wrestling room, a newly-renovated strength and conditioning room 

(opening September 2004), athletic training and rehabilitation facilities, classrooms, and athletic 
department offices.  Outside there are 45 acres of playing and practice fields plus nine outdoor tennis 

courts.  Further information about PE Center facilities is available on the Web at:  

http://www.plymouth.edu/pecenter/facilities.html  Academic and athletic programs of the University have 
the first priority on the use of PE Center facilities.  For information about reserving PE Center facilities 

for faculty use, contact the Coordinator of the PE Center at extension 2772. 

 

The University camp, located at Loon Lake, is available by reservation only from June through October to 
administrators, faculty, staff, and student organizations. Official University functions and meetings take 

priority.  Reservations are made through the Physical Plant office during the spring sign-up period.  When 

all official University needs are met, the camp may be reserved by faculty or staff families for a period 
not to exceed one week.  To help defray the maintenance costs for the camp, a charge of $100 per week 

will be made.  Complete camp rules are available from the Physical Plant office. 

 
[revised 6-28-04]     

 

 

4.3  University Facility Use by the Community 
 

To book any space on campus for non-academic use, check the Web site of the Hartman Union Building 
(HUB).  Start with ñEvent Planning at Plymouth State Universityò, available online at: 

http://www.plymouth.edu/hub/administration/meetings_conferences_and_events.htm  This section of the 

HUB Web site will give basic information about reserving 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 Web site is information about ñReservations, Rates, and Event Planningò, available online at:  

http://www.plymouth.edu/hub/event_planning_resources.htm   Other links available from this section are:   
ñMeetings, Conferences, and Eventsò and ñHUB Room Rates for Non-PSU Usersò. 

 

Plymouth State University recognizes its obligation to provide educational and community services to the 
University community and to the residents of the state, to the extent that facilities and resources permit.  

Fulfilling this obligation must be coordinated with the normal functioning of the University. 

 

[revised 6-28-04] 
 

A. Priorities  
 

1. The first priority for the use of any University facility is the Universityôs regularly-scheduled 
educational programs and workshops.  The HUB may not be reserved for use as academic course 

space. 

2. Non-scheduled departmental activities (i.e., department meetings, special lectures, etc.).  This 

also applies to administration and committee meetings (i.e., Board of Trustees, etc.). 

http://www.plymouth.edu/hub/administration/virtual_tour/
http://www.plymouth.edu/pecenter/facilities.html
http://www.plymouth.edu/hub/administration/meetings_conferences_and_events.htm
http://www.plymouth.edu/hub/event_planning_resources.htm
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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 Activities Office (i.e., meetings, no-charge 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 the state, county, and local government (i.e., Cooperative Extension Service, Civil 
Service Commission, etc.). 

6. Area non-profit community services (i.e., Scout events, 4-H Club meetings, etc.) for non-charge 

programs. 
7. Area non-profit community services (i.e., Red Cross class for which a fee is charged, hospital 

bazaar, etc.). 

8. Service organizations which charge a fee for services or activities (i.e., Rotary or Lions dance, 
Methodist Menôs Conference, etc.). 

9. Profit-making organizations. 

 

After meeting this priority listing, facilities will be assigned primarily on a first-come, first-served 
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 consultation with the 

requesting party. 
 

[revised 6-28-04] 

 

B. Charges for Facility Use 
 
Rates vary based on a number of considerations.  Rates for rooms in the Hartman Union Building 

(HUB) are available online at:  http://www.plymouth.edu/hub/room_rates.htm  Information on rates 

for non-PSU 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 6-28-04] 

 

4.4  Copier Usage 
 

Copy machines may be used by all faculty members.  If the copying is for personal use, the cost is five 

cents per page (a double-sided sheet is two copies) which is to be deposited at the Business Office, Speare 
113, accompanied by a completed PSU Revenue Deposit form.  The departmental account which supplied 

the copier access code will be credited the amount of the deposit.  All such copying shall be performed by 

the faculty member benefiting from this service.   

 
If copying is for professional enhancement, the Department Chair may agree to absorb the cost through 

the regular chargeback to the departmental budget.  All departmental work will be charged to the 

department. 
 

[revised 9-30-04] 

 
 

4.5  Dining Accommodations 
 
The University dining rooms in Prospect and the HUB are open to faculty and their guests at regular a la 

carte rates.  Faculty having official guests and being required by the nature of their work to have a meal at 

http://www.plymouth.edu/hub/room_rates.htm
http://www.plymouth.edu/hub/administration/meetings_conferences_and_events.htm
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the dining hall with their guests instead of off-campus, may make arrangements to have these meals 

charged to their department through the Business Office, or be reimbursed through petty cash. 
 

For information about Dining Services, visit the PSU Dining Services Web site at: 

http://www.plymouth.edu/dining/  

 
 

4.6  Emergency Closing / Curtailed Operations 
 

Plymouth State University normally remains open through inclement weather.  Because most students 

live within minutes of the campus, every effort is made to avoid an official closing.  There may be times, 
however, when an emergency or extreme weather conditions necessitate a general closing of the 

University.  Guidelines for both official curtailed operations and inclement weather situations are detailed 

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, between campuses and to and from outside 
individuals and organization.  The use of these facilities for non-University related communications or for 

personal gain is not permitted. 

 
Faculty mail is delivered twice daily to those buildings in which faculty offices are located.  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 least daily as the use of these mailboxes will be the manner in which the 

administrative offices will contact faculty members regarding University business except in cases of 

emergency. 

 
Outgoing off-campus mail must reflect the department return address on the outside of 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 

given to the mail clerk or department member should do so in person or place it in the instructorôs office.  

Department secretaries will not be responsible for seeing that student coursework reaches a faculty 
member. 

 

 

4.8  Identification Cards 
 

Identification cards are provided to each faculty member at the time of hiring.  A ñFamily Ofò ID card 
(one only) is available to any benefited employee for use by their immediate family members 

(spouse/partner and children).  The employee must be present to obtain the ñFamily Ofò ID card. 

 
[revised 10-10-02] 

 

 

4.9  Lounge and Informal Conference Facilities 

http://www.plymouth.edu/dining/
http://www.plymouth.edu/personl/Policies/CurtailOps.htm
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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 reimbursed 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 the University 
 

Receipt of cash through the sale of University property, services or by-products 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 declared surplus.  Second 

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 detailing each callôs time, cost and number dialed.  International access is available upon 

request. 
 

Extensive personal use of office/department phones is not encouraged.  The University does not prohibit 

use of University telephones for personal business but does expect prompt 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 

available 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 department to the Telecommunications 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 of University Vehicles 
 

1. General Policies 
a. The use of University vehicles is granted solely to carry on University business and 

University-sponsored activities. 

b. Academics, athletics and recognized student organizations may use University vehicles for 
educational, cultural, and athletic events which have been approved by the appropriate 

department head or their designee. 

c. University vehicles should not be used when it is more economical or efficient to use 
commercial transportation. 

d. All vehicle operators shall possess a valid operatorôs license and a certificate of completion of 

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 a University vehicle is picked up. 

e. University vehicles shall not be taken home overnight without prior approval from Physical 

Plant. 
f. University vehicles shall not be operated in states other than New England or New York 

without prior approval of a Principal Administrator. 

g. Leaving University vehicles at airports is discouraged. 
h. No alcoholic beverages shall be transported or consumed in a University vehicle. 

i. Plymouth State University vehicles shall never be used in a manner that would cause 

embarrassment to Plymouth State University. 

 

2. Reservation and Use of University Vehicles 
 

See ñVehicle Reservation Systemò under Travel Office, on the PSU Web site. 

 

B. Use of Privately Owned Vehicles 
  

See ñPersonal Vehiclesò under Travel Office, on the PSU Web site. 
 

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 will indicate approval 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 President for Academic Affairs. 

 

 Owners of privately-owned vehicles used for University travel must maintain public liability and 
property damage insurance. 

 

D. Travel Reimbursement 
 
 Refer to latest policies of Travel Office on PSU Web site. 
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E. Cash Advances 
 

 Refer to ñRequest for Travel Advanceò under Travel Office on PSU Web site. 

 

F. Travel Arrangements and Tickets 
 

 Refer to latest policies of Travel Office on PSU Web site. 
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5.0 STUDENT AFFAIRS POLICIES OF INTEREST TO THE 

FACULTY  

 
NOTE:   Several sections below refer you to the PSU Student Handbook.  The PSU Student Handbook is 

published online by the Judicial Programs Office and is available online at the following URL:  
http://www.plymouth.edu/stulife/handbook/handbook.html .  A printed copy of the Annual Security 

Report section is available upon request in the Dean of Students/Judicial Programs Office.   

[revised 12-21-04] 

 
 

5.1  Rights Regarding Student Records 
 

See ñFERPA Rights Regarding Student Recordsò under the ñRights of Studentsò section in the Student 

Handbook.  
 

 

5.2  Student Rights and Responsibilities 
 

See ñRights of Studentsò section in the Student Handbook. 

 
 

5.3  Student Conduct Code 
 

See the ñPolicies and Expectationsò section in the Student  Handbook. 

 

 

5.4  Student Discipline Code 
 

See the ñJudicial Systemò section in the Student Handbook. 
  

 

5.5  Student Organization Directory 
 

A listing of all recognized student organizations may be seen on the Web site of the Hartman Union 

Building.  The direct link to this listing is:  http://www.plymouth.edu/hub/studentorgs/  
   

 

5.6  Faculty Advisors to Student Organizations 
 

As student membership in the various student organizations may 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 in the development of good citizenship and 

of other worthwhile values for the persons participating in it.  Many out-of-class activities are student 

activities, which are initiated in that they are determined and planned by the students with the 

http://www.plymouth.edu/stulife/handbook/handbook.html
http://www.plymouth.edu/hub/studentorgs/
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assistance of interested faculty members. All organizations and activities are supervised by the 

University and are subject to University control as to activities and budget.  As the President of the 
University is responsible for its administration, the President has the power to veto a proposal of any 

University organization. 

 

B. 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 recognition process.  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 Presidentôs Office indicating acceptance of the organizationôs choice.  

Advisors should attend all functions of their group free of charge.  [revised 10-10-02] 

 

C. 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 information 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, or that any 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 organization University policy and the regulations concerning lights, 

equipment, ñno smoking,ò etc., as they apply in specific buildings and rooms.  This information 

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 remains financially 

solvent and that it follows the uniform system of accounting used in the University.  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 exception of Greek-letter 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 status of the organization, as well as to counter-validate 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, agents, 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 regulations, residence hall hours, etc., refer to the Student 

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. 
 

D. Standards of Behavior  
 

 It is assumed that University students will maintain standards of behavior which are acceptable in the 
University and 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 expected.  If a student 

allegedly violates a University policy or expectation the advisor may contact the Judicial Programs 

Office to discuss possible options to hold the student accountable.  Any major departure from 
previous practice or program should be discussed with the President of the University before the 

organization takes definite action.  [revised 12-21-04] 
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E. Scheduling of Events by Student Organizations 
 
 Any officially-recognized University organization may schedule an activity at any time within 

reasonable University hours.  Reservations and charges 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 with an all-University event or 
scheduled classes, or with the reasonable activities of the University as 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 in the HUB.  Advance approval must be obtained 
for all University social events.  Reservation forms for events in University housing are available 

from the Director of Residential Life.  Reservations for events in all other University facilities are 

available from 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 scheduled through 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 
 

See the ñServicesò section in the Student Handbook. 

 
 

5.8  AIDS Policy and Procedures 
 

See ñAIDS Policy and Proceduresò under the ñServicesò section in the Student Handbook. 

 

 

5.9  Career Development 
 

See ñAcademic & Career Advising Centerò under the ñServicesò section in the Student Handbook. 

 

 

5.10  Services for Students with Disabilities 
 

See ñDisability Servicesò under the ñServicesò section in the Student Handbook. 
  

 

5.11  Conversion to Part-Time Status 
 

See ñClassification, Studentò in the Academic Catalog. 

 
 

5.12  Withdrawal from the University 
 

See ñWithdrawal from the Universityò in the Academic Catalog. 
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