CHAPTER 6
FACULTY RIGHTS
AND RESPONSIBILITIES

TOWSON UNIVERSITY STATEMENT OF RIGHTSAND RESPONSIBILITIES

MEMBERS OF THE TOWSON UNIVERSITY COMMUNITY HAVE THE RIGHTSAND
RESPONSIBILITIESOF ALL CITIZENS, ASWELL ASTHOSE OF THEIR PARTICULAR
ROLESWITHIN THE UNIVERSTY COMMUNITY. ALL MEMBERS SHARE IN THESE
RIGHTSAND HAVE A CONCOMITANT OBLIGATION TO RESPECT THE EXERCISE OF
THESE RIGHTSBY OTHERS:

THE FUNDAMENTAL RIGHTS OF CITIZENS,

THE RIGHTS OF MEMBERS BASED UPON THE NATURE OF THE
EDUCATIONAL PROCESS,

THE RIGHTS OF THE UNIVERSITY;

THE RIGHTS OF MEMBERS TO REPRESENTATION IN ESTABLISHING FAIR
AND EQUITABLE PROCEDURES FOR DETERMINING WHEN AND UPON
WHOM PENALTIES FOR VIOLATION OF CAMPUS RULES SHOULD BE
IMPOSED, AND IN IMPLEMENTING THESE POLICIES.

ASCITIZENS, MEMBERS OF THE CAMPUS ENJOY THE SAME BASIC RIGHTS
AND ARE BOUND BY THE SAME RESPONSIBILITIES FOR RESPECTING THE
RIGHTSOF OTHERSASARE ALL CITIZENS.

A. Among the badic rights are freedom of gpeech; freedom of press; freedom of
peaceful assembly and association; freedom of politica bdliefs, and freedom from
persond force and violence, thrests of violence, and persona abuse,

B. Freedom of press implies the right to freedom from censorship in campus
newspapers and other media and the concomitant obligation to adhere to the
canons of responsible journalism.

C. It should be made clear in writings or broadcasts that editoria opinions are not
necessaily those of the indtitution or its members.

D. The campusis not a sanctuary from the generd law.
E The campus does not stand in loco parentis for its members.

F. Each member of the campus has the right to organize his or her own persond life
and behavior, so long asit does not violate the law or agreements voluntarily
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entered into and does not interfere with the rights of others or the educationa
process.

G. Admisson to, employment by, and promotion and remuneration within the
campus shdl accord with the provisons againg discrimination in the generd law.

ALL MEMBERS OF THE CAMPUS HAVE RIGHTS AND RESPONSIBILITIES
BASED UPON THE NATURE OF THE EDUCATIONAL PROCESS AND THE
REQUIREMENTS OF THE SEARCH FOR KNOWLEDGE AND WISDOM AND ITS
FREE PRESENTATION. THESE RIGHTS AND RESPONSIBILITIES INCLUDE:

A. The freedom to teach, to learn, and to conduct research and publish
findings in the spirit of freeinquiry.

1 The spirit of freeinquiry is centra to an academic inditution and the
process of educetion; itisno less™... the touchstone of our character asa
people, the proved source of our nationa strength. Its defilement in any
area of our society is athreat to the entire body politic.” (AAUP Statement
of 1956)

2. Ingtitutiona censorship and individua or group censorship of the
expression of opinions of others are inconsigtent with this freedom. While
anindividua (or group) has the right to persuade any part of the
Universty community to his opinion, he may nat findly impose his views
onit.

3. Freedom to teach and to learn implies that the teacher hastheright to
determine the specific content of his course, within the established course
definition, and the respongbility to fulfill contractua obligations and not
to depart Sgnificantly from his area of competence or to divert sgnificant
time to materiad extraneous to the subject matter of his course.

4. The spirit of free inquiry implies that the professor respects the sudent's
a freedom of expresson and
b. right againgt improper academic evauation.

5. The spirit of freeinquiry implies that (except under conditions of nationd
emergency) no contracted research in which the results are intended to be
secret is to be conducted on the campus.

B. The concomitant obligation to maintain high standards of scholarship and of
professional dedication and performance.



TU Statement of Rights and Responsibilities 6-3

1. Members of the community should be aware of their respongbilities, as
expressad in the various handbooks for faculty, students, adminigiration,
and gaff, and including the AAUP Statement on Professiond Ethics of
1969, and the Report on Faculty Evaluation

2. A full-time appointment implies primary commitment to the respon:
ghilities of that pogition. Extramurd services by amember which results
in additiona burdensto his peers should be undertaken by mutua
agreement of the personsinvolved and should be a matter of record.

C. Obligation not to

1. interfere with the freedom of members of the campus to pursue norma
academic and adminidrative activities, including freedom of movement;

2. infringe upon the right of members of the campus to privacy in offices,
laboratories, and dormitory rooms and in the keeping of personal papers,
confidentia records, and effects, subject only to the generd law and to
conditions voluntarily entered into;

3. violate the right against improper disclosure of information. Campus
records on its members should contain only information which is
reasonably related to the educationa purposes or safety of the campus;

4, interfere with any member's freedom to hear and to study unpopular and
controversd views on intellectual and public issues.

D. Right to identify onesdf asamember of the campus and a concurrent obligeation
not to speek or act on behdf of the University without authorization. 1n cases of
being misrepresented by the press and others, the member of the University shall
not be held responsible.

E Right to hold public meetingsin which members participate, to post notices, and
to engage in peaceful, orderly demonsgtrations. Reasonable and impartialy
gpplied rules shdl be established regulating time, place, and manner of such
activities and dlocating the use of the facilities.

F. Right to recourse if another member of the campusis negligent or irrespongblein
performance of his responsbilities.

G. Right to recourse if another member of the campus represents the work of others
ashisor her own.



TU Statement of Rights and Responsibilities 6-4

Right to be heard, considered, and represented at appropriate levels of the
decision-making process about policy matters of direct concern.

Right to expect of members of the campus community who have continuing
association with the campus, and/or who have substantial authority and/or
Security, to maintain an environment conducive to respect for the rights of others
and fulfillment of academic responsibilities.

1 Tenured faculty should maintain the highest sandards in performance of
their academic responsihilities.

2. Adminigration and gaff should maintain the highest sandardsin
providing aphysicad environment which will enable the academic process
to flourish.

Right to expect that Trustees exercise their particular responsibility and protect
the integrity of the academic process from externa and internd attacks and
prevent the palitica or financid exploitation of the campus by any individud or

group.

THE UNIVERSITY (AND ANY DIVISION OR AGENCY WHICH EXERCISES

DIRECT OR DELEGATED AUTHORITY FOR THE UNIVERSITY, SUCH ASTHE
ADMINISTRATION, THE BOARD OF TRUSTEES, AND THE UNIVERSITY
SENATE AND ITSCOMMITTEES) HASRIGHTS AND RESPONSIBILITIESOF ITS
OWN. THESE INCLUDE:

A.

Right and obligation to provide an open forum for members of the campus and
guests to present and debate academic and public issues.

Right to prohibit

1 individuas and groups who are not members of the campus from using its
name, itsfinances, and its physical and operating facilities for commerciad
or paliticd activities.

Right and obligation impartidly

1 to provide for members of the campus the use of meeting rooms under the
rules of the campus, including use for political purposes such asthe
mesting of palitica clubs;

2. to prohibit use of its rooms by individua members on aregular or

prolonged basis as free headquarters for political campaigns,
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3. to prohibit use of its name, its finances, and its office equipment and
suppliesfor any political purpose a any time.

Right and obligation not to take a pogtion, as a universty, in eectora palitica or
on public issues, except on those issues which directly affect its autonomy, the
freedom of its members, its financid support, and its academic functions.

Right and obligation to protect

1 the members of the campus and visitorsto it from physica harm, threats
of harm, or abuse;

2. its property from damage and unauthorized use;

3. its academic and administrative processes from interruption.

Right to require that persons on the campus be willing to identify themsdves by
name and address and demonstrate what connection, if any, they have with the
Universty.

Right to deny pay and academic credit to members of the campus who are on

grike; and the concomitant obligation to accept legd strikes legaly conducted,
without recourse to dismissa of participants.

ALL MEMBERS OF THE CAMPUSHAVE A RIGHT TO REPRESENTATION IN
THE FORMULATION OF AND PROTECTION OF FAIR AND EQUITABLE
POLICIES AND PROCEDURES WHICH SHALL DETERMINE THE VALIDITY OF
CHARGES AND THE EXTENT OF PENALTIES.

A.

Campus rules and regulations and the range of pendties for any violation should
be clearly and publicly made known.

Procedures should be structured to
1 fecilitate a reliable determination of the truth or fasity of charges,
2. insure fairnessto dl parties,

3. insure condderation of charges without undue delay.
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Charges of minor infractions pendized by smal fines or reprimands which do not
become part of permanent records may be handled expeditioudy by the
appropriate structure. Persons pendized have the right of appedl.

In the case of charges of infractions which may lead to notation in permanent
records, or to more serious penalties, such as suspension or expulsion, members
of the campus have aright to due process, including the right of gpped.

Members of the campus charged or convicted of violations under generd law may
be subject to campus sanctions for the same conduct, in accord with campus
policies and procedures, when the conduct isin violation of a campus rule
essentia to the continuing protection of other members of the campus or to the
safeguarding of the educational process.

Approved by the Academic Council

5/24/71

Approved by the University Senate

9/7/82
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ABSENCES

Absence for Professional Purposes and for Personal Reasons may be alowed at the discretion
of the department chairperson. Arrangements for class coverage must be made and such

absences may not be for more than five days unless approved by the Provost and dean of the
college.

Absence for Religious Holidays and for Voting when the faculty member's teaching schedule
does not permit voting during the hours the polls are open is allowed, but the department
chairperson must be notified in advance and arrangements for class coverage must be made.

ACADEMIC FREEDOM

The University subscribes to the 1940 " Statement of Principles on Academic Freedom and
Tenure" and the 1970 "Interpretive Comments' of the American Association of University
Professors and has established policies and procedures to implement the satements. The AAUP
gatements may be found in the Red Book.
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11 - 2.50 - POLICY ON ACADEMIC ADVISING

(Approved by the Board of Regents, June 21, 1990)

Academic advising, the primary concerns of which are individua student growth and
development, and effective use of the ingtitution=s resources, shall be acknowledged as a
necessary part of the student=s education.

Each indtitution shall develop, maintain and publicize an academic advisng system which
provides accurate and timely advice for al students.

The Presdent of each indtitution or his designee shdl monitor the operation of the academic
advisng system to ensure its continued effectiveness and will determine the most gppropriate
way to recognize and reward superior academic advising.
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TOWSON UNIVERSTY POLICY ON
UNDERGRADUATE ACADEMIC ADVISING

Advisng is a process which asssts sudents in darifying their choicesand godsand in
developing educationd plansfor redizing these gods. It isa continuing processin which
advisors hep sudents make decisons. An important insrument in fulfilling the misson of the
University, advising insures that students are aware of the comprehensve educationd
opportunities offered, that they acquire a sound foundation in the liberd arts and sciences, and
that they acquire the knowledge and skills needed for their career choices. Recognizing that
education is not regtricted to traditiona classroom learning, the University offers comprehensive
individud advising designed to heighten the quality and effectiveness of al educationd
experiences of every student.

Advising a Towson University embraces three mgor components- -academic advising, career
guidance, and persond counsding--through anetwork of different but complementary services.
These sarvices are made available through shared responghbility by five segments of the
Universty: students, faculty, departments, colleges, and adminigtrative offices and committees.

Student Responsibilities

A successful advising program requires effective interaction between advisors and students.
While faculty and staff play key rolesin the program at Towson, sudents share respongbility for
making it work.

The Univerdty expects sudents to familiarize themsdves with the requirements and policies set
forth in the Undergraduate Catal og, to obtain appropriate advising, and to make decisons
accordingly. Students share responsibility for setting and keeping advising gppointments; for
preparing for gppointments by gathering information, formulating questions, and completing
forms when pertinent; for salecting courses and planning a program of study; and for keeping a
record of their academic progress.

Ultimately, sudents are wholly respongble for adhering to established procedures, meeting
departmenta and University deadlines, and fulfilling degree requirements. Frequent contact
with advisors will hep insure that they have correct information and that they are moving
satisfactorily toward their educationd goals.

It is the respongbility of students whose disabilities require accommodationsto officialy make
their disability known to the Office for Students with Disabilities as soon as possble. Students
should discuss with that office their needs for specific aids and/or services.
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Faculty Responsibilities

Because faculty have the most direct and frequent contact with students, each faculty member is
expected to play asgnificant role in student advising. Faculty advisors must be prepared to
asss sudentsin many waysincluding, but not limited to, devel oping the sudent's program
within acurricular mgor; charting progress in fulfilling the requirements of the mgor; selecting
elective courses; preparing for post-baccaaureste sudies, fulfilling General Education
Requirements; and counsdling about persona matters which are directly related to academic
progress. Each student should be treated on a case-by-case basis.

The University consders student advising to be an essentid part of faculty responshility.
Therefore, contributions to the area of advisng by each faculty member shal be consdered as
service to the University in the evauations for tenure, promotion, merit pay, and other forms of

compensation.

Faculty may not advise students from taking any course, set of courses or mgjor on the basis of
their condition of disability. Faculty advisors may inform students with disabilities that they

may experience difficulties as they proceed to complete requirements in some mgors.
Reasonable accommodations will be made on a case-by-case basis. Faculty who wish additiona
information about advising disabled students should cal the Office for Students with Disabilities
or the Office of Fair Practices.

Departmental Responsibilities

Each department (or program) is respongble for advisng itsmgors. When a sudent declares a
magor, the student is assgned to, or alowed to sdlect, an advisor in the department or program.
The student receives a packet describing the requirements for the mgjor and, if appropriate, a
sample program outlining the sequence in which mgor requirements should be fulfilled.

The department supports the advising activities of each faculty member. Some departments
designate faculty for specific student groups within the mgjor.

College Responsibilities

Each college in the Univerdaty has an Advisng Coordinator who is responsible for the
coordination of departmenta advising programs and for the development of college advising
programs. For example, this person may organize a"career day program’ to emphasize career
opportunities related to programs within its college.

The College of Liberd Arts, through its Associate Dean, coordinates a specid advising program
for students who have not declared a specific mgjor. Such students are assigned to faculty
members who provide advice intended to facilitate the devel opment of the student's academic
gods.
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Administr ative Responsibilities

Through its adminidrative offices and committees, the University providestimely, accurate
information aswell asavariety of support services to meet the academic advising, career
guidance, and persond counseling needs of students, faculty, and staff. Informationa sources
include the Under graduate Catal og, Course Schedule Booklet, Compass: The TU Sudent
Handbook, Academic Advising Manual, and other publications. Support services include those
offered through the University Academic Advising Center, which serves as the clearing house

for academic advisng, the University Undergraduate Studies Office, Tutorid Services Center,
Counseling Center, Career Center, Hedlth Center, Office of Diversity, Regigtrar's Office,
Admissions Office, Residence Department, Athletic Department, and the Office for Students

with Discbilities.

Approved by the University Senate
5/13/85

Revisad by the Universty Committee on Academic Advisng
4/18/91

Approved by the President
6/21/91
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SICK LEAVE

Il - 2.30 - POLICY ON ACCIDENT LEAVE AND CREDITABLE AND NON-CREDITABLE
SICK LEAVE FOR FACULTY MEMBERS

(Approved by the Board of Regents, November 30, 1989)

Objectives

A. To provide an informd system of colleague- subgtitution for short-term incapacity
of ingructiond faculty. This practice protects the interests of students by insuring
the supply of qudified substitutes who are familiar with the disabled teacher=s
educational objectives, methods, and standards.

B. To provide aregularized and equitable basis for determining the digibility of
faculty membersto receive sdary payments during extended periods of incapacity
for reasons of illness, injury, or childbirth.

C. To provide a regularized and equitable procedure for disability coverage by way
of disgbility retirement, regular retirement, or disgbility insurance, once the limits
of the extended |eave period have been reached and the hedlth prognosisis
unfavorable.

. Non-creditable Sick Leave: Collegialy Supported

A. It is the respongihility of the inditution to have an agreed-upon procedure for
continuing ingruction when faculty members are absent for any reason, including
illness, injury, or childbirth.

B. Once indruction is underway, it isimportant to have it continued with minimal
interruption to protect the interests of sudents. Thus, when a faculty member is
incapacitated for brief periods by illness, injury, or childbirth, the Acollegid @
method of accommodeating faculty disability is preferred. Thisisthe practice
whereby colleagues of the disabled faculty member--on a voluntary basis--take
over hisor her classes and other essentid functions, in addition to carrying on
their regular work.

C. This provison may be employed when practicable up to a maximum of twenty-
five (25) work days for each faculty member in onefisca year. After thet time,
creditable sick leave shdl be charged.

D. Collegidly supported sick leaveis not credited toward retirement and cannot be
carried over to a subsequent fisca year.
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E An digible faculty member, gppointed for at least a semester but lessthan an
academic year, may receive no more than haf of the collegia protection awarded
persons who are gppointed for an academic year. Faculty appointed for periods of
less than one semester may not receive collegid benefits.

F. The maximum collegidly supported |leave available to a faculty member during
the summer is one-seventh of the contract period. Thiswill beincluded as part of
the faculty member=syearly limit.

G. Collegidly supported leaves for an individua faculty member in two fiscd years
must be separated by active service of a least twenty-five (25) work days.

[1. Creditable Sick Leave

A. Accrua

1.

Sick leave for faculty isaccrued at the rate of 1.25 work days per month at
full sdlary. Accrud of sck leave for summer employment by academic-
year faculty is determined by the ingtitution. 1n no case may an individua
accrue more than fifteen (15) days of sick leave during any fisca year.

Part-time faculty members who are employed at least 50 percent time are
eligible for sick leave benefits proportionate to the percentage of their
employment.

Individuas dligible to earn sck leave credits will accrue such credit for
each caendar month in which they are on paid satus for fifteen (15) or
more days within that month. No sck |leave credit will be accrued for any
month during which the individua is on paid gatus for less than fifteen

days.

Sick leaveis accrued while the individud is on sabbaticd leave, but not
while on leave without pay.

A faculty member may be required to present gppropriate diagnostic or
medica evidence to support hisor her sck leave.

When dl accrued sick |eave has been expended, the individud will be
removed from sdaried Satus, except in unusud circumstances as
gpproved by the President. The indtitution will assigt the faculty member
in evauating the options of disability retirement, regular retirement, or
disability insuranceif the hedlth prognosisis unfavorable.
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V.

7.

If thereisabreak in an individual=s employment with the State of
Maryland of less than three years, asick leave baance will be restored. A
leave of absence without pay is consdered a break in employment. Sick
leave balances may be brought to the University System from another

State agency.

B. Sick Leave Creditable as a Retirement Benefit

1.

Reporting

A maximum of 130 sick leave days could be creditable as a retirement
benefit as of January 1, 1975. Sincethat date, there has been no limit on
accumulation of sck leave. For individuas employed in former Board of
Regents indtitutions, there may be additiond sick leave in reserve which
cannot be credited toward retirement.

A faculty member who is receiving Maryland State Retirement System
benefits does not accrue sick leave creditable as a retirement benefit.
Faculty members who are members of the optiond retirement plan
provided through TIAA do not accrue sick leave creditable as a retirement
benefit subsequent to the date of enrollment in the TIAA plan. Faculty
members who receive gpprovd for exemption from pogdtive time
reporting, as described in section 1V.A below, do not accrue sick leave
creditable as aretirement benefit.

For faculty members enrolled in the Maryland State retirement and
penson systems, at the time of retirement unused creditable sick leaveis
gpplied toward the individua=s retirement service credit. There will be no
cash payment for accumulated Sck leave at the termination of
employment, nor may unused sick leave be used for early retirement. In
the case of an individua who resigns after a leadt five years of
employment, and who leaves contributions with the Maryland State
retirement system, any unused creditable sick leave will be Avested@-that
is, it will be credited toward retirement benefits when the employee begins
to draw benefits.

A. Each faculty member, regardless of the source of funding or retirement syslemin
which he or sheis enrolled, who is employed at least 50 percent time, must
complete monthly positive time reports and sign the fiscal year summary record
unless an exemption has been requested by the individual and approved by the
Presdent. When an exemption is approved, the faculty member thereby waives
al damsfrom that date forward to credit any unused sick leave toward

6-14
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retirement benefits. With the approva of the President, the faculty member may
revoke his or her exemption, and unused sick leave earned from the time of
revocation forward will be credited toward retirement.

Each inditution shdl establish procedures for pogitive time reporting by faculty.
Theinditution shdl retain monthly time reports for each individud for five years,
and shdl retain summary records of these reports until the individud leaves
employment.

Accident Leave

A.

A faculty member who, in the actua performance of his or her duties, sustains an
accidenta persond injury that is otherwise compensable under the Maryland
Worker=s Compensation Law, shdl be granted accident leave with full pay if,
after medicd examination, a physcian certifies that the injury or accident disables
the employee. Accident leave is available only to those who are digible for sck
leave.

Accident leave shdl be granted from the date of the job-related injury until a
physician certifies that the individud is hedled and is phydcaly able to return to
work. The period of accident leave must be supported by avaid physician=s
certificate. In no event may accident leave be extended beyond one year from the
date the accidental persond injury occurred.

Accident leaveisnot Sck leave. An employee on accident leave status will
continue to earn Sck leave and annua leave credits. Holiday leave will be
reported for scheduled holidays occurring during the period of accident leave.

After the injured employee has used al available accident leave and does not dect
to receive temporary total benefits, he or she may use other leave with pay,
including sick leave, annud leave, compensatory leave, and holiday leave. If,

after usng dl leave with pay, the individua does not elect to receive temporary
total benefits, he or she may request the President to extend sick leave. After the
use of dl possble leave with pay, theindividud shdl be placed on leave of
absence without pay.

The injured employee shdl not receive temporary tota benefits under Worker=s
Compensation while receiving accident leave with full pay and shal not be paid
any other leave benefits while on accident leave.

Each ingtitution shdl establish procedures in accord with the System personnel
policies and the Worker=s Compensation law with regard to the: employee=s
notice of injury; physcian=s certification; responsible administrator=s report;



employee=s dam; required medica examinations, granting of leave; and
notification of the State Accident Fund.

Replacement for: BOR 111-11.00, 11.02 and BOT VII-G.4
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USM POLICY ON ACTSOF VIOLENCE AND EXTREMISM

VI -1.10- POLICY ON ACTS OF VIOLENCE AND EXTREMISM

(Approved by the Board of Regents on January 11, 1990)

The essentid nature of the University requires an amosphere of tolerance and understanding of
diverse groups, idess, and opinions.

Acts of degtruction or violence which areracidly, ethnicdly, religioudy, and/or otherwise
motivated againgt the person or property of others and which infringe on the rights and freedom
of otherswill not be tolerated at the University Systeme=s indtitutions or facilities.

Individuals committing such acts a any facility of the System are subject to campusjudicid and
personnd action, including sugpension, expulson or termination.

In addition, the Board of Regents encourages its ingtitutions to pursue crimina prosecution of
persons committing such acts under State and federd crimind laws.

Replacement for: BOR V1-36.00, and BOT Resolution 1984-14

6-17
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Il -2.40 - USM POLICY ON ANNUAL LEAVE FOR FACULTY

(Approved by the Board of Regents, January 11, 1990, Amended December 9, 1994)

A faculty member serving on a contract of less than ten monthsis not entitled to paid
annud leave.

A A full-time faculty member serving on a ten-month contract is entitled to fifteen
cdendar days of paid annud leave which shal be the last fifteen days of the ten
month contract period, unless otherwise designated at the time of appointment.
Such paid annud leave time may not become forward into the next fiscal year.

B. A part-time faculty member gppointed on at least a 50% of full-time bass and
serving on aten-month contract is entitled to annual leave on a prorata basis.
Such leave shall be taken asthefind days of the ten-month contract period,
unless otherwise designated at the time of appointment. Such paid annud time
may not be carried forward into the next fiscd year.

1. A A full-time faculty member serving on a twelve-month contract shal earn twenty-
two (22) days of paid annud leave and three (3) days of paid persond leave per
caendar year.

1 Paid annua leave shdl accumulate at the rate of 1.83 work days per month
beginning with the firg full month of employment (22 work days per
year).

2. The time taken as paid annud leave shdl have the concurrence of the
supervisor.

3. Annud leave may be accumulated, but only a maximum of forty-five (45)
work days may be carried into a new calendar year.

4, A twelve-month faculty member leaving employment in the University
System of Maryland may be paid for any earned but unused annud leave
to amaximum of forty-five (45) days.

5. For twelve-month faculty members who are paid in whole or in part from
contracts or grants, condtituent indtitutions may limit the number of days
of unused annud leave for which such employees may be paid upon
leaving employment in the Systlem. Any such limit shal be made a part of
the employee=s written employment contract.



USM/Annual Leave for Faculty 6-19

6. Unused paid persond leave days may not be carried forward into the next
calendar year and are not eigible for compensation upon termination.

B. A part-time faculty member gppointed on at least a 50% of full-time bass and
sarving on atwelve-month contract shal earn, use, accrue and be digible for
payment of annua and persond leave, on a prorata basis, on the same terms
avalable to full-time faculty members.



ATTENDANCE AT MEETINGS OF
SCHOLARLY AND PROFESSIONAL ORGANIZATIONS

Attendance a Mestings of Scholarly and Professiond Organizations is encouraged by the
Universty. Fundsfor travel are provided al departments and are assigned to faculty membersin

accordance with departmentd policy. Absence to attend meetingsis at the discretion of the
chairperson.
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TOWSON UNIVERSITY BOMB THREAT PROCEDURE

Once the University Police Department has been notified of abomb threset, the following
regponse action will be initiated:

1 The Police Communications Operator will immediately notify the shift supervisor who
will assgn apalice search team assisted by Facilities Management personnd.

2. The Police Communications Operator will notify the following personne in the order
listed below:

Operations Commander of the University Police

Chief of the University Police

Associate Vice President for Plant and Police Operations

Assgtant Director of the Facilities Management (to assign Facilities Management search
team personnel)

Director of Resdence (only if aresdence hdl isinvolved)

Vice Presdent for Adminigtration

Fire Safety Manager

Director of Universty Relaions

3. The search team will conduct athorough search of the building. The appropriate deans
should be contacted with the request that they have their department chairpersons make a
search of their respective department and personal aress.

4. Thebuildingwill NOT be evacuated unless the ranking officer determines the Stuation
cdlsfor it.

5. If necessary, the building will be evacuated through the use of the fire darm. Personnd
will make sure that the darm is sounding on al floors. In case of inclement westher,
occupants will be removed to anearby building for temporary shelter. People will not be
permitted to congregate at exit doors too close to the building (300 feet). In al cases
where evacuation isinitiated, the Police Communications Operator will notify the
Bdtimore County Fire Department.

6. Evacuation of resdence facilities will only beinitiated in accordance with the evacuation
plan outlined under #5 above. The evacuation of residence facilities will be coordinated
with the Residence staff who will assst in carrying out a prearranged systematic search
procedure. Police and Facilities Management personnel are not to enter or search private
residence rooms unless a pecific room or location has been given in the threat. Each
person should search their own persona areas. In dl cases, the ranking police officer on
the scene will coordinate dl search activities, making al necessary decisons.

Approved by the President’s Staff
4/18/94
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TOWSON UNIVERSITY TASK FORCE ON BOOK ORDER PROCEDURES REPORT

The task force recognizes a number of congtraints and operating principles which impinge upon
the Universty Store in its handling of book orders. Theseinclude

- limitations of gtaff, and thus a necessity for long lead time for orders,

- varying policies of publishers with regard to repurchase of unsold books,

- varying polides of publishers with regard to withdrawa of former editions when anew
edition is published,

- the desire to provide a"book buy back™ service to students, for those books that are
identifiably "resdabl€’ in the next semedter,

- the desire to minimize overhead cogts, including the cost of unsold books, since such
overhead must be passed back to the consumer (our students),

- the recognition that inevitably there will be cases each semester when (8) a section must
be canceled or (b) the faculty member assigned to a particular section will charge and
therefore the textbook(s) will change,

- lack of both storage space and capital to maintain inventories of books not currently
needed but which may be used in subsequent semesters.

The task force has explored the effects of these congtraints and principles upon the ordering and
returning of textbooks, and has concluded that a textbook cancellation/return rate of no more
than 10% per semester istolerable.

To maintain arate of no more than 10%, the task force mekes the following recommendetions:

1 That the Council of Deans work with chairpersons of al departments to establish a
rotation of upper divison courses, in order to minimize the necessity for cancellations.

2. That where appropriate, departments adopt uniform textbooks (or adopt alimited set of
acceptable aternatives) in multi-section courses. The task force appreciates the
amplification of ordering which such standardization can bring but aso recognizes that
there are many cases where such departmental standardization is not appropriate.

3. That the University Store change the order deadline to atwo-tier system--maintain the
earlier order deadline for lower divison courses, but permit alater deedline (especidly
the deadline for fal courses) for upper divison and graduate courses, especidly thosein
which ether the department is unsure the course will make or the faculty member is
unsure of higher choice of books. (For instance, the deadline for fall orders at upper
divison and graduate levels might be aslate asMay 1.) Thislater deadline would
decrease the number of sections for which books must be ordered and later canceled.

4, That chairpersons periodicdly remind al faculty both of order deadlines and of the
negetive consequences to students of change orders placed after the deadlines.
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5. That when atextbook change order is submitted by a faculty member after the textbook
ordering deadline for that semester (either an order to drop atext or an order to shift a
textbook from "required” to "recommended” status), the department chairperson must
approve the change before the University Store will honor the change order. The task
force believes that having to justify change orders to one's chairperson will in the long
run deter faculty from too lightly changing texts.

6. That the University Store keep records of dl change orders and periodicaly make
longitudina reports to chairpersons and deans, so that the chairpersons and deans can
look at ways to minimize the effects and can counsdl those faculty members who too
frequently change their minds about textbooks.

7. That on an annua bass the Universty Store notify al chairpersons of those publishers
which have particularly rigid prepayment/non-return policies, and that chairpersons make
this information known to dl faculty in their departments.

8. That the academic community and the University Store staff together take respongbility
for maintaining good communication among chairpersons, deans, and the University
Store, and that University Store personnd meet periodically (once ayear or once every
two years) with the Council of Chairs and with the Council of Deans to discuss issues of
maintaining and improving textbook service.

0. That these procedures be reviewed, by this or asmilar task force, in Fall 1994.
Approved by the Council of Deans

1/16/93
Resffirmed Fall 1994
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TOWSON UNIVERSTY POLICY FOR THE CARE AND USE
OF VERTEBRATE ANIMALS

A. Introduction

The care and use of dl vertebrate animals for research, testing and education at Towson
Univerdty (TU) is governed by the regulations set forth in the Anima Wefare Act (P.L.
89-544, as amended by P.L. 91-579 and P.L. 94-279), the Guide for Care and use of
Laboratory Animas, DHHS, NIH Pub. No. 85-23, 1985 or succeeding revised editions
(heresfter refereed to as the Guide) and State and local regulations where they apply. The
procedures used a TU to ensure that this policy is followed are based on those specified
by the PHS Policy on Humane Care and Use of Laboratory Animas by Awardee
Ingtitutions, 1985, (Revised 1986), as published in the NIH Guide for Grants and
Contracts and Chapter 1-43 of the DHHS Grants Adminigtration Manud.

B. The Inditutiond Anima Care and Use Program

1 All vertebrate animals used for research, testing, and education a TU will be
housed in facilities that are under the supervision of the Dean of the College of
Science and Mathematics (CSM) and the Dean of the College of Libera Arts
(CLA) with the assstance of a consulting veterinarian. All animd holding
facilities will meet the sandards st forth in the Anima Welfare Act and the
Guide. The housing, feeding and other non-medica care of the animas will be
directed by aveterinarian or scientist with experiencein the proper care of each
gpecies. Medicd care for the animas will be available and provided by a
qudified veterinarian.

2. The consuting veterinarian will be aDoctor of Veterinary Medicine with
experience in the care of laboratory animas. The veterinarian will report to the
Dean of CSM and will kegp and forward dl relevant communications to the Dean
of CLA. The TU Inditutiona Anima Care and Use Committee (IACUC)
(Section I11) will advise the veterinarian on matters related to the use of the
anima carefadilities

3. All protocols for research, testing, and education that involve the use of vertebrate
animaswill bereviewed by TU IACUC to be certain that the care and use of
animasisin compliance with the Anima Wdfare Act, the Guide, and State and
local regulations.

a All grant and contract proposals that involve the use of vertebrate animals
for research or testing will be reviewed by the TU IACUC to be certain
that the care and use of animdsisin compliance with the Anima Wefare
Act, the Guide, and State and local regulations.
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b. The use of vertebrate animals for education will be approved by the TU
IACUC. The useof animasfor education will be subject to the same
standards as gpplied to the use of animals for research and testing.

4, Significant changes in protocols for ongoing use of vertebrate animasin research,
testing, and education will be submitted to the TU IACUC for approval before
they areimplemented. Revised protocols must so meet the standards of the
Anima Wedfare Act, the Guide, and State and loca regulations.

5. TU will have ahedth program for personnel who work in the Anima Care
Facilities or who have frequent contact with vertebrate animals.

6. Instruction in the proper care and use of animas for research, testing and
education will be provided to dl anima care personnd. Consultation, ingtruction,
and assistance are available on request through the veterinarian.

The TU Ingitutiona Animd Care and Use Committee

The members of TU Inditutiond Anima Care and Use Committee will be gppointed by
the President of the Universty, with recommendations from the Dean of CSM and the
|ACUC Chairperson, to three-year staggered terms. The President will dso appoint two
dternates. Members may serve two terms. This Committee will have a least five
members and shdl include a Doctor of Veterinary Medicine, apracticing scientist,
individua whose primary concerns are in a non scientific areg, and an individud who is
not effiliated with TU. The Inditutionad members will be appointed to reflect the use of
vertebrate animals by members of relevant academic departments. The Chairperson of
the TU IACUC will be elected by the members of the IACUC.

The charges of the TU IACUC are;
1 To assg in the development of long-range plans for animd care.

2. To advise the veterinarian and the Dean of CSM asto operations and utilization in
the Anima Carefadilities.

3. To assg in the evaluaion of and mechanisms for gpace assgnments and
utilizetion in the Anima Care fadilities.

4, To assure compliance with federd guidelines for use of laboratory animas.

Additiona duties and responsibilities of the TU IACUC are outlined below.
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The Committee will review at least every Sx months the Inditution's program for
humane care and use of vertebrate animals.

The Committee will ingpect a least every Sx months dl of the Inditutiorisanima
fadilities

The Committee will report to the Dean of CSM (copy to Dean of CLA) dl of its
findings with regard to the Ingtitution's program for anima use and anima

holding facilities and make recommendations for any changes. The Committee
and the Dean of CSM will assst the Director of Research Adminigtration in
preparing the annua letter of Assurance to the Office for Protection from
Research Risks.

The Committee will review for gpprova those sections of al research and testing
protocols related to the care and use of vertebrate animasat TU. The Committee
will dso review for agpprova any sgnificant changes related to the care and use of
animasin dl ongoing activities. The standards for approva are based on the
Guide. The procedureisoutlined in Section V.

The Committee will review for gpprova the use of vertebrate animasin the
education of undergraduate and graduate students.

The Committee will review al ongoing research, testing and educationd activities
at least once ayear to assure adherence to the principlesin the Guide. The
procedure is outlined in Section V.

The Committee will have the authority to suspend at any time, any activity thet is
not being carried out within the principles of the Guide. Any deviation from the
Guide requires the approval of the Committee. The procedure for apped of a
Committee decison is outlined in Section V1.

Review of Applications and Proposals usng Vertebrate Animas for Research, Testing,
and Education

1.

It isthe responghility of the individud investigators and teachersto be familiar
with dl of the policiesin the Guide; to design the use of animals for research,
testing, and education, in asfar as possible, in accordance with these guiddines,
and to include dl pertinent details in their gpplications and proposals. Copies of
the pertinent sections of the new edition of the Guide, the PHS Policy statement
and the TU Policy and Procedures will be provided to al new members of the
faculty a the time of the appointment. Any subsequent revised editions of these
documents will be provided to dl members of the faculty. Copies of these
documents will be provided and any subsequent revisonswill be given to dll




TU/Care and Use of Vertebrate Animals 6-27

members of the TU IACUC. Copies of other pertinent documents (e.g., the
recommendations of the American Veterinary Medica Association Pand on
Euthanasia, J. Amer. Vet. Med. Assoc., 173: 59-72, 1978) will be available
through the Office of Research Adminigtration.

2. The TU IACUC will provide an Anima Care and Use Form to be completed by
al invedtigators and ingructors at the time of submission of proposds for
research, testing, or educationd activities involving the use of vertebrate animals.
Thisform will provide the TU Inditutiond Anima Care and Use Committee with
asummary of the proposed uses of vertebrate animals, procedures and techniques
to be followed, method of euthanasia, and other pertinent information. Thisform
(availadle from the Office of Research Adminigtration) will aso provide the
Supervisor of Anima Care facilities with an indication of projected animd care
needs, including both routine and specia requirements.

3. The TU IACUC will review al of the animal care and use sections of all
gpplications and proposals for research, testing and educationd activities (e.g., the
Methods and Vertebrate Animals sections of NIH grant proposals) to be certain
that al of the required details (PHS Policy, IV, D.1. & 2.) on animd use are
present. Thefalure by an investigator to provide al pertinent details about
anima care and use in the appropriate sections of gpplications, proposals and on
the Anima Care and Use Approva Form will result in withholding of approvd
by the TU IACUC until the required details are included in arevised proposal or
aoprova form.

4, The TU IACUC can disapprove any proposa for research, testing or education if
it feels the proposed use of vertebrate animas does not meet the requirements of
the Anima Welfare Act or the Guide. If afull committee review has been
requested, such decison will be made by a mgority vote of the quorum present.
Investigators and ingtructors who are members of the IACUC must be absent
during consideration of their own protocols.

5. The TU IACUC will provide written notification of its action to investigators and
indructors. The Committee will aso provide written notification of approva, or
of modifications required to obtain approvd of aproposd, to dl granting agencies
requiring such natification.

6. Disapproval of aproposed research, testing, or educationd activity by the TU
IACUC can be appeded by the investigator or instructor. The gpped procedureis
outlined in Section V1.

7. Protocols that have been approved by the TU IACUC may be subject to further
appropriate review and approva by officids of TU. However, these officids may
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not approve those sections of protocols related to the care and use of vertebrate
animdsif they have not been approved by the TU IACUC.
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F.

Periodic Review of Ongoing Anima Use

1.

The use of vertebrate animalsin ongoing research and testing activities will be
formally reviewed once ayear. Anima care and use materia will be submitted to
the TU IACUC for review using the same procedure as for initid submisson of
the proposal. The TU IACUC will have the authority to suspend ongoing
activities if the procedures are found to be in violation of the various
requirements. A decision by the TU IACUC to suspend an activity may be
appeded as specified in Section V1.

The use of vertebrate animas in teaching and training will be formally reviewed
onceayear. Thereview will be accomplished by requiring the instructor(s) for
any course usng animas to submit anew anima care and use satement for
gpprova by the TU IACUC.

Apped Procedures

1.

Failure to obtain approva of aproposa on procedura grounds can be corrected
by submitting arevised proposa or Anima Care and use Approva Form.

If approva of aproposa is denied because there are serious questions about the
care and use of animals, the principd investigator or course ingructor can request
an appearance before the TU IACUC to answer the questions raised by the
Committee.

If thefirst appeal to the TU IACUC does not resolve matters to everyone's
satisfaction, the investigator or ingtructor may, after consultation with the Dean of
CSM, request a second meeting with the TU IACUC. All appeals must be copied
to the Dean of CSM and the Dean of CLA. At this meeting the investigator or
instructor may present expert witnesses from TU or e sewhere to testify to the
adequacy or necessity of the anima care and use outlined in the proposd. The
decison of the TU IACUC following this meeting will be find.

Approved by the Presdent's Staff

7/9/91
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CHEATING AND PLAGIARISM

Chesting and Plagiarism Policies and pendties for violating them are set by faculty members
subject to any established departmental policy. Any established policy is best stated in writing
aong with any other classroom policiesthat are distributed at the beginning of the semester. A
statement on cheeting and plagiarism distributed to dl students may be found in Under graduate
Catalog. Since students aways have the right of apped, and should be aware of this, it is
important for faculty to record observations and actions taken. |f afaculty member wishesto
impose pendties, it is recommended that he or she first advise the students of the decision before
imposing afind pendty. Thisgivesthe student an opportunity to question the decison and to be
heard. If acheating incident should occur, faculty are urged to inform the sudentsinvolved in
writing of the penaty to be imposed, with a copy to the Office of Judicid Affairs. By this
method, it may be determined whether or not the student incident is an isolated one.

TOWSON UNIVERSITY POLICY ON CLASSATTENDANCE\ABSENCE

1 Students are expected to attend all classes. Consstent attendance offers the most
effective opportunity for sudents to understand concepts, materias, and expectations of
those courses in which they are enrolled.  Although some courses do not use attendance
asacriterion for grading, there are others where in-class participation is an integrd part
of the course. Examplesinclude, but are not limited to, seminars, practica, and courses
that require public speaking, laboratories, language learning, group discussions, or
student teaching. Frequent absences from these types of courses, whether excused or
unexcused, may affect the find earned grade.

Faculty who use absences as afactor in grading must explain in the course syllabus what
effect even an excused absence might have on the evauation of a student=s work.

2. Itispolicy of the Universty to excuse the absences of students for the following reasons:
C illness or injury when the student is unable to atend class,
C religious observance where the nature of the observance prevents the student from
attending class;

C participation in Univergty activities a the request of Universty authorities (eg.,
Intercollegiate Athletics, Forensics Team, Dance Company, etc.);
C compdling verifigble circumstances beyond the control of the student.

Students requested an excused absence must provide documentation to the instructor two
weeks prior to the scheduled absence when known in advance, and as soon as possible
when not known in advance.
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3. Absencesthat do not fal into any of the categories outlined in item number two are
unexcused. Faculty may set alimit on the number of unexcused absences.

4, Students who are absent from class are responsible for any missed work, assgnments, or
assessments (e.g., quizzes, tests, papers, etc.). Faculty members are required to alow
students with documented excused absences to make up missed work or assgnments
when thisisfeasible. When the nature of the assignment makes thisimpossible, the
faculty member should attempt to make a reasonable adjustment of the assgnment.

Approved by University Senate
10/6/97

Students who fail to attend the first two regularly scheduled class meetings for any course
without formaly notifying the indructor in atimely fashion will forfet their space in that course.
Students who fail to attend the first class meeting for any course that meets only once aweek
will dso forfeit their space in that course. When such action is taken, ingtructors should advise
the students to withdraw officialy from the courses through the Regigtrar's Office. The
Academic Standards Committee affirmsit is the sudent's repongibility to initiate formal
withdrawa procedures.

Approved by the University Senate
5/6/91
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COMMENCEMENTS, CONVOCATIONS,
AND FACULTY MEETINGS

Commencements and Convocations must be attended in appropriate academic costume by
faculty members who hold academic rank when requested to do so according to policies
developed by departments, colleges, in fulfillment of their reponsibility to participate in the life
and governance of the University.

CLASSROOM EXPRESSION

Classroom Expression by students includes responsible use of that right. A description of
student rights and resporsibilities relating to classroom expression may be found in "Towson
Universty Statement of Rights and Responghilities,” 11-A-4, and TU Undergraduate Catal og,
Appendix I, "Towson University Student Code of Conduct--Individua Rights and
Respongihilities-- Classroom Expression.”
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COLLECTIONSAND DONATIONS

The Univergty permits the solicitation of donations for externa organizations only for the
United Charities Campaign. This gpped is handled as an officid Universty function.
I1-121 USM POLICY ON COMPENSATION FOR FACULTY

Il - 1.21 - POLICY ON COMPENSATION FOR FACULTY

(Approved by the Board of Regents, December 10, 1993)
GENERAL POLICY The Universty System of Maryland seeks to provide salaries for
faculty thet are adequate to atract and retain individuas with the qudifications and leve

of performance necessary for the Univeraity System and each of its congtituent
inditutions to reach and to maintain the highest levels of excellence in education.

To thisend, the USM shdl seek increases in funding to attain and to maintain a faculty
sdary dructure for each of its condituent ingtitutions which is merit-based and in which
the average faculty sdary is at or above the 85th percentile of that inditution=s
classfication group.

The American Associaion of University Professors (AAUP) annua conducts and
publishes a nationd survey of sdariesfor Aindructiond faculty. @ The AAUP sAary
information shal congtitute the data base for implementation of this policy. However,
this policy shdl apply to al persons defined as faculty by the University Systemof
Maryland, whether or not they satisfy the AAUP definition of Aingtructiond faculty. @

With the exception of the University of Batimore Law School and the professiond
schools a UMAB each indtitution=s classfication group shdl be the set of dl public
colleges and universtiesincluded in its Carnegie classfication. Placement of USM
indtitutions within a Carnegie category shdl be made annudly by the Chancellor based
on the gpplication of Carnegie classfication criteria to the most recent available dataon
eech inditution.

Comparisons for the University of Batimore Law School and the professond schools at
UMAB shdl be based on rdevant nationa data for each of the respective schoals.

Sdary increases for current faculty shall be based on merit, and shal be determined on
the basis of exceptiondly effective teaching, scholarship and public service. Equity
congderations may be taken into account in awarding salary increases.
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IMPLEMENTATION The Chancdlor, in consultation with the presidents, shdll
devel op implementation guideines for this policy which shal be based on evauation of
faculty merit usng gppropriate measures of faculty productivity. Condggtent with this
policy, these guiddines shdl include a common formet for an annua report by each
indtitution to the Regents accounting for its use of merit funds for salary increases and
may include sdary ranges.

REPLACEMENT FOR Sections|l B and C of USM BOR V11-4.01, BOR 111-14.00,

BOT VII-K
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TOWSON UNIVERSITY POLICY STATEMENT ON CONTRACT GRADING

Although the Academic Standards Committee has a carefully articulated grading system based
on the qudity of work (see Undergraduate Catalog), it is aware that severa faculty members
employ various forms of contract grading based primarily on the quantity of work. After
reviewing syllabi of courses employing contract grading which might inhibit this eternative
method of student assessment, the Committee would set guidelines and procedures to insure that
dl sysems are academicaly sound. It, therefore, proposes the following:

1.

An ingructor using any form of contract grading must first submit the syllabus and
contract to the departmental curriculum committee.

The departmental committee must approve the contract and send a copy with approva to
the Academic Standards Committee.

The Committeg's gpprova shdl sgnify that:
a) Contract grading is appropriate for the particular course.
b) The proposed system of contract grading is clear and fair.

) The contract bases at |east fifty percent of the grade on the quality of work as
opposed to the quantity.

The Academic Standards Committee will monitor contract grading by reviewing the
college committee's reports.

Approved by the Academic Standards Committee
10/24/89



CONTRACT GRADING APPROVAL FORM

TOWSON UNIVERSITY
OFFICE OF THE REGISTRAR

CONTRACT GRADING APPROVAL

TO: Mr. William J. Reuling, Secretary
Academic Standards Committee

FROM:
SUBJECT:  Course Approva for Contract Grading

The Curriculum Committee in the College of has
approved course and section numbers , entitled
, for contract grading. This approva sgnifiesthat the
Committee considers contract grading appropriate for this course, that the system of contract
grading is clear and fair, and that the contract bases at least fifty percent of the grade on
quality as opposed to quantity. A copy of the syllabus and contract isincluded for review by
the Academic Standards Committee.
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DISRUPTIVE STUDENT ENROLLED IN A CLASS

A disruptive student enrolled in a class may be asked to leave and re-entrance may be forbidden.
For further information, consult the Office of the Vice Presdent for Student Life (x2055).
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TOWSON UNIVERSITY POLICY ON DOUBLE SECTIONS
Double-sectioning may be permitted by the dean of the college on alimited bass

Towson University traditiondly has had asits primary god the provison of high quality
education for al students. The University has placed mgor emphasis upon excelencein
teaching as the most important determinant of quality education. It has been generdly fet by
both faculty and adminigtration that excdlence in instruction is aided considerably by alow
faculty-student ratio. Accordingly, classes of small to moderate Sze have predominated in the
Universty.

However, for avariety of reasons--the specid needs of students, the nature of the subject matter
content being taught, and difficulties in scheduling, for example--multiple sections have been
permitted in afew courses. In this arrangement, as many as four sections of students meet asa
group one or two times aweek for alarge group presentation, generdly alecture. An additiond
three hours weekly for each section beyond the first is scheduled by the ingtructor for small
group recitation and discussion and/or for conferences with individud students. While multiple
section courses reduce the number of weekly lecture hours required of the ingtructor, the hours
"saved" through this arrangement are used by the ingtructor to meet with small groups and
individuals so thet the persondization of indruction which istraditiond at Towson University

may be preserved.

Multiple sections--with their mix of lecture and discussion, of large-group, smdl-group, and
individud interaction, and of forma and informa student instructor contact--generaly have been
well received by sudents. If thisingtructiona arrangement is to continue to be successful,
however, it isimportant that its objectives be accomplished and that sudents derive the benefits
intended. In order to insure these outcomes, specific expectations for such courses have been
developed.

Faculty wishing to present a multiple section course must specify the steps they will take to
insure that each expectation listed below will be met in the course. For double section coursesto
be offered in Fall 1990, or for the first double-sectioning of a particular course by a particular
faculty member thereafter, the faculty member must submit the judtification in writing to the
department chairperson, who will review and gpprove it before forwarding it to the dean of the
school or college, whose recommendation for gpproval or non-gpprovd, in consultation with the
Provog, isfina. For subsequent double-sectioning of a course for which the judtification was
filed as described above, so long asit isthe same course, taught by the same faculty member,
and dl the provisons contained in the judtification document remain unchanged, it will not be
necessary to resubmit the justification document; instead, the attached form should be used.
However, if any changes are to be made to the judtification, or if the faculty member proposesto
double-section a course he/she has not previoudy been approved to double-section (whether or
not other members of the department may aready be gpproved to double-section that course),
then the full judtification must be submitted as described above.



Double Sections 6-38

The specific expectations for multiple section courses are asfollows:

1 Innovative teaching methods and techniques appropriate to the course are to be
implemented, particularly those which are not typicaly available to sudents.

2. A variety of experiences, including, where gppropriate, field experience and on-Ste
observations, for example, will be made available to sudents in the multiple section
Course.

3. Ample opportunity for writing and research experiences shdl be provided to students;
and assgnments in the multiple section course should exceed those generdly required in
the angle-section course.

4, The sudents will have sufficient opportunities to meet with the ingructor in individud
and samd| group Stuations. Student conferences, moreover, will be hed regularly in
order to provide ample opportunity for students to ask questions and express concerns. In
thisregard, it is not sufficient for the faculty member smply to list more than the
minimum three hours aweek of office hours.

5. Multiple section courses will be scheduled for s sufficient number of class periodsto
accommodate both the large-group presentations and smdll-group recitations and
discussons. In most cases, extra periods will be required to permit sufficiently smdll
groups of students within the large class to meet separately with the ingtructor for
recitation and discussion.

Faculty members whose request to offer amultiple section is gpproved must understand thet, if
pre-registration envollments do not justify multiple sectioning (as arule of thumb,
pre-regigration enrollment of at least the class limit of one section for a double-section course),
the chairperson and dean in consultation may decide to split the double section, whichin most
cases will mean that the "new” section will be scheduled in nontprime time.

Approved by the Council of Deans
3/13/90



DOUBLE SECTION APPROVAL REQUEST

TOWSON UNIVERSITY

College of

DOUBLE SECTION APPROVAL REQUEST

FACULTY MEMBER=S REQUEST:

Course:

Faculty member:

Semester to be offered:

Date of initid approva of double-sectioning of this course by this ingructor:

Instructor=s sgnature Date

CHAIRPERSON=S APPROVAL:
Double section: approved disapproved

Chairperson=s sgnature Dae

DEAN=S APPROVAL.:
Double section: approved disapproved

Dean=s sgnature Date:

Comments,

After dl sgnatures have been obtained, the dean will retain origina, and will send copiesto
faculty member and chairperson.
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TOWSON UNIVERSITY E-MAIL POLICY
PURPOSES

The purpose of this palicy isto set forth guidelines rdating to the permissible use of the
Univergity's Electronic Mall System (E-Mail); to delineste the University's right of accessto
E-Mail; and, to establish rules relating to the retention and destruction of E-Mail. ThisPolicy
may be amended as required by law or other gpplicable Towson University or Universty System
of Maryland regulations.

PERMISSIBLE USES OF E-MAIL

The Universty providesits faculty and saff E-Mail to perform University related duties and
responghbilities. E-Mail made or received usng University facilities is presumed to be made
and/or received in the course of University employment and is subject to rules, regulations and
laws pertaining to University records including the Maryland Public Information Act.

UNIVERSITY ACCESSTO E-MAIL

Because University E-mail is Universty property, the University has aright of accessto such
E-mail for Univerdty rdated purposes, which may include, but are not limited to, the following:

1. To maintain sysem integrity, including, but not limited to, tracking viruses and
performing ordinary system repair, maintenance and enhancement.

2. To comply with legal requests and demands including, requests under the Maryland
Public Information Act, subpoenas, discovery requedts, legidative audits, and other
requests for information to which the University is required to respond under law or
pursuant to University System regulations.

3. To perform required internd investigations, including, but not limited to, investigations
requested by the President, the Univerdity's attorneys, its auditors or its police.

4, To obtain information: (8) related to the defense of any action brought againgt the
Universty or any of itsfaculty and staff; (b) reated to any action brought on behdf of
the Universty or any of its faculty and gtaff; or () reated to any matter in which the
Univergty has an interest.

5. To obtain information for any other University related purpose upon the written approval
of the Presdent. The Presdent may delegate this authority to the Universty's attorneys
and/or its auditors.
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INTELLECTUAL PROPERTY

Independent scholarly or artistic work in which afaculty or staff member has a property interest,
as provided in Universty System of Maryland regulations, and which is communicated through
E-Mail, shal be the property of the faculty or staff member. In the event thereis adispute
regarding this work, the Univeraity shdl have the right, upon written notification to the faculty or
gtaff member, to obtain access to the work for the purpose of determining whether the University
has an interest. The President, however, must approve any such access in writing.

RETENTION AND DISPOSAL

Employee E-mail may be a public record subject to disclosure under the Maryland Public
Information Act and, to the extent dlowed by existing E-malil retention capability, E-mail may
be subject to the record retention schedules established by Maryland law and regulations.

At thistime, the University's Office of Computing and Network Services retains backup files for
six weeks before tapes are re-used. The University's Office of Computing and Network Services
may retain backup filesfor 5 years. If employees wish to retain E-mall beyond these respective
backup periods, they must transfer the information to disk. Such disks, and the information they
contain, condtitute University property. A disposa policy will be developed to conform with the
policies and procedures set forth by the State's Archivigt.

MISUSE OF E-MAIL

Misuse of E-mail may subject the user to adminidrative disciplinary actions or to any other
action alowed by law or regulation.

SEPARATION FROM EMPLOYMENT
Upon separation from employment, the employee's E-mail account shal be terminated and the

Univergty shdl have the right to any E-mail made or recaived by the employee using University
E-mail facilities or which is otherwise made or received in the course of employment.

Approved by President=s Staff
2/9/96
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USM POLICY ON EMERGENCY CONDITIONS: CANCELLATION OF CLASSES
AND RELEASE OF EMPLOYEES

VI-12.00- POLICY ON EMERGENCY CONDITIONS: CANCELLATION OF CLASSES
AND RELEASE OF EMPLOYEES

(Approved by the Board of Regents, May 1, 1992)

Purpose and Applicability

This policy governswork and the use of leave in the event of an emergency condition.
This policy appliesto dl Universty System of Maryland employees.

Il. Cancdlation of Classes

Each employee of the University is expected to report to work as scheduled, even if
classes are cancded, unless the employee has been natified through established campus
procedures not to report.

1. Closng Fadilities

A. Before the Start of Work. When any facility is closed prior to the start of norma
work hours or shifts, non-essentiad employees, except those on previoudy
approved leave, are to be considered to be on Administrative Leave.

The gtatus of contractud employeeswill be determined by the terms of their
contracts.

B. After the Start of Work. When, as aresult of emergency conditions any facility is
closed after the start of norma work hours or shifts non-essentid employees are
to be placed on Adminidtrative Leave. Non-essentid employees who have not
reported to work and are not only previoudy approved paid leave must be given
the option to use appropriate accrued paid leave, or be placed in ano-pay Satus.

The status of contractud employeeswill be determined by the terms of their
contracts.

IV. Essentid Employess

Employees who are required to perform duties after an emergency condition has been
declared shall be compensated with compensatory leave or cash payment equivalent to
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the Adminidrative L eave granted to non-essentia employees who are released from the
same fadlity.

Only extenuating circumstances of amost serious nature will warrant the exemption of an
essentid employee from the requirement to report for duty in atimey manner.
V. Liberd Leave

A Chief Executive Officer (CEO) or designee may declare apalicy of Liberd Leavein
which case non-essential employees who fail to report to work, or who report late, or
choose to leave early, because of dangerous traffic or highway conditions, hazardous
wegther, civil disorder or other circumstances not yet declared as an emergency shdl be
excused. Such excused absence must be charged to appropriate paid or unpaid leave.

V1. BEvacuaion of an Inditution Facility

In the interest of persond safety, nothing in this policy precludes the necessary,
immediate evacuation of a campus facility by the person in charge or hisher designee.

DEFINITIONS:

AEmergency Conditions@- Those conditions which are determined by each campus CEO or
designee to be serious enough to warrant the cancellation of classes or the release of employees.
Such conditions may arise because of inclement wesether, fire, power failure, civil disorders or
other unusud circumstances which may endanger students and/or employees.

AEssentid Employee@ An employee of afacility who has been designated as vitd to the
operation of the facility, whose presenceis required regardless of the existence of an emergency
condition, and whose absence from duty could endanger the safety and well being of the campus
population and/or physica plant. Examples of such employees are police, stationary engineers
or other heeting plant and maintenance personnel, snow remova employees, food service staff,
hospital staff, etc.

IMPLEMENTATION PROCEDURES:

Each Chief Executive Officer shdl develop procedures as necessary to implement this policy and
submit a copy to the Chancdllor.
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TOWSONUNIVERSITY FACULTY AND STUDENT PROCEDURES REGARDING

EMERGENCY ABSENCE OR LATENESS OF FACULTY DURING FINAL
EXAMINATIONS

Student Procedure When Faculty Member is Late/Absent for the Find Examination If,
because of an emergency, the faculty member islate, the absence of the faculty member
should be reported to the department chairperson or designate immediately. Unless
dismissed by the department chairperson or designate and instructed about makeup
examination procedures, sudents should wait for thirty minutes after the beginning of the
examination period. After waiting for thislength of time, dl sudents should Sign an
attendance list and include their telephone numbers. Students should designate two
students as class representatives to take the attendance ligt to the department
chairperson/office. If the department office is closed, the class representatives should
take the attendance list to the University Police Office and ask to have it forwarded to the
appropriate department chairperson.

Faculty Member Procedure When Absent from a Find Examination Because of
Emergency

1 The faculty member, when possible, must arrange for another day and timeto
givethefind examination.

2. The faculty member may exempt students from taking the find examination if the
students agree to receive the grade earned up to that time.

Faculty Member Procedure When Late for a Find Examination Because of an
Emergency

1 The faculty member must adjust the grade vaue for parts of the examination to
dlow for the time missad as aresult of the lateness, or

2. The faculty member must permit the students additiona time to complete the
examination and make alowances for those students who cannot take advantage
of the additiond time.

Approved by the University Senate

4/7/86



TOWSON UNIVERSITY POLICY ON ETHICAL COMPUTER USE

Every faculty member is éigible for computing privileges a no cogt. In the fredy-accessible
system provided by Information Resources Academic Computing, user responsibility isthe
keystone of successful operation. All computing accounts are non-transferable, and faculty are
relied upon to safeguard their persona accounts and to monitor their student accountsto assist in
preventing misuse. The laws provide severe pendties for computer abuses, and University-
owned copyrighted proprietary software must not be used in any way prohibited by law. Inthe
find andysis, faculty respongbility and prudence are the best guarantee of ethica computer use.
Additiond information may be found in the Academic Computing User's Manud, available on
request.

Approved by the University Senate
5/5/86
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ETHICSAND PROFESSIONAL COMMITMENT

The Universty subscribes to the " Statement on Professiona Ethics' approved in 1966 by the
American Asociaion of University Professors. The statement may be found in Red Book.
Faculty members are subject to the Maryland Public Ethics Law, which defines conflict of
interest. For an explanation of the law, see Personnel Manual, I-E, "The Public Ethics Law."



EXTENDED FACULTY ABSENCE REQUEST FORM

(for absences of 5 but no more than 10 working days)

NAME

DEPARTMENT
DATE OF ABSENCE: from to

REASON FOR ABSENCE:

PLAN FOR SUBSTITUTE TEACHER OR ALTERNATIVE ACTIVITIES:

SIGNATURE DATE
CHAIRPERSON APPROVAL DATE
DEAN'SAPPROVAL DATE

PROVOST'SAPPROVAL DATE




TU/Externa Use of the University=s Name 6-48

TOWSON UNIVERSTY POLICY ON
EXTERNAL USE OF THE UNIVERSITY'SNAME

Scope

This policy applies to courses, workshops, conferences, ingtitutes, and non- credit programming
operated through the Divison of Academic Affairs of Towson Universty and includes
procedures for fair advertisng, qudity assurance, and fiscal accountability.

Purpose

This policy isintended to assure that:

1 the consumers and potential consumers of the University's programs and services receive
al pertinent information about the program from which they can make an informed
decison;

2. advertisng will specify procedures congstent with accepted accounting procedures,
including cash receipts, cancdlation and refund policies, and other matters;

3. presenters, lecturers, ingructors, and facilitators of noncredit courses, workshops,
seminars, and related programs are fully identified in terms of thair reationship to the
Universty;

4, al Univergty policies and procedures regarding publications are met, such asthose for
the placement of EEO/AA notices, and

5. the role and channdls of communication between the Divison of Academic Affairsand
the Event and Conference Services Office will be darified so that programming which is
inconggtent or competitive with the Divison of Academic Affairss programswill be
avoided.

Quality Assurance

1 Procedures must be in place within each college to ensure programs have the dean's and
department's support, aswell as the support of any other councils, committees, or related
groups within the college, as deemed appropriate by the dean.

2. Instructors/presenters must have an acceptable combination of education and experience
in aprogram's topic area, as deemed appropriate by the department/dean.

3. Programs longer than three contact hours should entail completion of evauation forms by
participants.
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4, Audiovisua ads, when used, should be appropriate for the audience.

5. Participant feedback and input should be solicited, formally or informaly, during the
conduct of programs extending over severa weeks so that enhancements may be
included, as appropriate.

6. All Continuing Educeation Units (CEU) activities must be coordinated with the College of
Graduate and Extended Education in accordance with University procedures and nationa

guiddines.

7. Centers and ingtitutes will prepare an annua report to the Provost following established
guiddines.

Financial

1 Co-sponsored programs can be operated under a non-financia agreement, ajoint venture

agreement, a services procurement contract, or an employer-employee payroll
arangement. Regardless, the rdationship should be defined clearly in writing.
Whenever afinancid rdaionship exids, existing Universty or Towson University
Foundation procedures must be followed.

2. Appropriate accounting controls must be in place. Centers and ingtitutes should consult
with the Bursar's Office to establish necessary procedures.

3. Co-sponsors must have theright to ingpect or review dl financid recordsin which they
have an interest.

4, An acceptable procedure for handling cash receipts must be in place. This should be
arranged in consultation with the Bursar's Office.

5. To prevent audit exceptions arisng from commingling State and Foundation funds, a
program can be run either as a University program or as a Foundation program, but not as
both. If aprogram isto be operated as a Foundation program, it must clearly be
advertised as a Foundation program, not as a University program.

Advertisng and Related Topics

1 Advertiang of dl programs offered through the Divison of Academic Affars of the
University shal include the affiliation and title of any ingtructors or presenters who are
not members of the University's faculty or staff. Instructors and presenters who are
members of the University's faculty should aso be designated by department and college
dfiliation.
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Program advertising should refer to Towson University prominently and dso state the
sponsoring college, department, or center/ingtitute. Precedence may vary based onthe
design of an advertising piece; however, al sponsors should be acknowledged.

If aUniversty program is co-sponsored with an externd party, advertisng or promotion
produced by that party must be reviewed by the accountable administrator from the
Univergty before release to the public. Full University editorid rights should be made
part of any co-gponsorship agreement.

If agroup wishes to ffiliate with the University solely for the purpose of space
procurement, it should be referred to the Event and Conference Services Office, and its
request will be handled asarentd of space. If the University has a more substantia
academic interest and takes a more active role, the program could be administered
through the Divison of Academic Affairs. Subgtantia interest should be determined on a
case-by-case basis. Factors used to determine a substantia interest may include but are
not necessaily limited to the degree to which the University has input on curriculum and
selection/approva of ingructors, whether the accountability for gpprova by aregulatory
body (such as the Insurance Commission) rests with the University, whether program
evauation is conducted by the University, whether participants register through the
Universty or through the other party, and the distribution of fiscal operations between the
Universty and the other party.

If the Event and Conference Services Office is approached by a party seeking to rent
gpace and the purpose for which they are renting space fals within an area of expertise of
one of the Univerdty's academic departments or offices, it is expected that a
representative from that Office will contact the appropriate academic department or
office before findizing arenta agreement. Thiswill provide the opportunity for co-
sponsorship, if the department so desires, will dlow a department to veto an activity
which may conflict or compete with exigting or planned activities offered by the
department, and will alow the department to veto an activity that could be inferred by the
public as a department or department - sanctioned activity when in fact it is not.

Any advertisng materids that originate from a co-sponsorship that carriesthe
University's name must follow publication policies as established by the Design and
Publications Office and the University Post Office. Thisincludes placement of logo,
format of the mailing and return addresses, use of postage permit numbers, and the
correct form of the affirmative action/equal employment opportunity statement.

For accounting and auditing reasons, any advertisng must specify exactly what is
covered by tuition or registration fees beyond actual admission to the program. This
would include but would not be limited to food and beverage service, transportation
costs, participant manuals, books, and other cost items.
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All advertisng which includes aregigtration form must specify al conditions and
procedures for refunds in the event a participant withdraws.

Advertisng mugt include a contact person's or office's telephone number. Offices which
may receive telephone inquiries about a specific program should be derted so thet calers
can be routed to the correct number.

Approved by the Council of Deans

5/7/91

Approved by the President’s Staff

7/8/91
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FACULTY MEMBERSMUST MEET CLASSES

Faculty members must meet classes as scheduled unlessillness or absence arranged according to
Universty policies prevents. If afaculty member is absent dueto illness, the department
chairperson must be notified so that arrangements for class coverage, announcements of assigned
work, and dismissa may be made. Students should be told that unless dismissed by the
department chairperson they should wait for 20 minutes after the beginning of the class period
for an absent faculty member before leaving the classroom.



UNIVERSITY SYSTEM OF MARYLAND POLICY ON FACULTY, STUDENT, AND
INSTITUTIONAL RIGHTSAND RESPONSIBILITIESFOR ACADEMIC INTEGRITY

I -1.00 - POLICY ON FACULTY, STUDENT AND INSTITUTIONAL RIGHTSAND
RESPONSIBILITIES FOR ACADEMIC INTEGRITY

(Approved by the Board of Regents, November 30, 1989)

The academic enterprise is characterized by reasoned discussion between student and teacher, a
mutua respect for the learning and teaching process, and intellectua honesty in the pursuit of
new knowledge. By tradition, students and teachers have certain rights and responsibilities
which they bring to the academic community. While the following statements do not imply a
contract between the teacher or the ingtitution and the student, they are nevertheless conventions
which should be centra to the learning and teaching process.

FACULTY RIGHTS AND RESPONSIBILITIES

A. Faculty members shdl share with students and adminigtrators the respongbility
for academic integrity.

B. Faculty members shdl enjoy freedom in the dlassroom to discuss al subject
matter reasonably related to the course. In turn, they have the responsibility to
encourage free and honest inquiry and expression on the part of students.

C. Faculty members, congstent with the principles of academic freedom, have the
responsibility to present courses that are congistent with their descriptionsin the
cadog of the indtitution. In addition, faculty member have the obligation to
make sudents aware of the expectationsin the course, the evauation procedures,
and the grading policy.

D. Faculty members are obligated to evauate students fairly, equitably, and in a
manner appropriate to the course and its objectives. Grades must be assigned
without prejudice or bias.

E Faculty members shall make dl reasonable efforts to prevent the occurrence of
academic dishonesty through appropriate design and administration of
assignments and examinations, careful safeguarding of course materials and
examinations, and regular reassessment of eva uation procedures.

F. When instances of academic dishonesty are suspected, faculty members shdll
have the respongbility to see that gppropriate action is taken in accordance with
inditutiond regulaions.



USM/Faculty, Student & Institutional Rights 6-54

STUDENT RIGHTS AND RESPONSIBILITIES

A.

Students share with faculty members and the adminisirators the responsibility for
academic integrity.

Students have the right of free and honest inquiry and expression in their courses.
In addition, sudents have the right to know the requirements of their courses and
to know the manner in which they will be evauated and graded.

Students have the obligation to complete the requirements of their coursesin the
time and manner prescribed and to submit their work for evauation.

Students have the right to be evauated fairly, equitably, and in atimely manner
appropriate to the course and its objectives.

Students shdl not submit as their own work any work which has been prepared by
others. Outside assistance in the preparation of thiswork, such aslibrarian
assistance, tutoriad assistance, typing assstance, or such specia assstance as may
be specified or gpproved by the appropriate faculty member, is alowed.

Students shal make dl reasonable efforts to prevent the occurrence of academic
dishonesty. They shdl by their own example encourage academic integrity and
shdl themsalves refrain from acts of cheating and plagiarism or other acts of
academic dishonesty.

When instances of academic dishonesty are suspected, students shdl have the
right and respongihility to bring this to the attention of the faculty or other
appropriate authority.

INSTITUTIONAL RESPONSIBILITIES

A.

Condtituent indtitutions of the University System of Maryland shdl take
appropriate measures to foster academic integrity in the classroom.

Each indtitution shal take steps to define acts of academic dishonesty, to ensure
procedures for due process for students accused or suspected of acts of academic
dishonesty, and to impose appropriate sanctions on students found to be guilty of
acts of academic dishonesty.

Students expelled or suspended for reasons of academic dishonesty by an
inditution in the University System of Maryland shdl not be admissble to any
other System indtitution if expelled, or during any period of suspension.

Replacement for: BOR 1-9.00
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Il - 2.31- POLICY ON FAMILY AND MEDICAL LEAVE FOR FACULTY

(Approved by the Board of Regents, October 6, 1995)

Purpose and Applicability

The purpose of this policy isto implement the Family and Medicd Leave Act of 1993
(FMLA), P.L.P.L. 103-3. Thispalicy appliesto dl digible faculty of the Universty
System of Maryland (USM) who are covered by the provisons of USM BOR Policy |1 -
1.00 on Appointment, Rank and Tenure of Faculty. Under certain circumstancesiit isthe
policy of the USM to provide afaculty member with up to a maximum of twelve (12)
weeks of unpaid leave during atwelve (12) month period for certain serious hedlth
condition reasons.

Tearms and Definitions

The following terms and definitions shal gpply for purposes of this policy:

A.

B.

Accrued L eave: Earned and unused annual, holiday, sick and persond leave.

Alternative Position: A postion to which afaculty member may be temporarily
reassigned during a period of intermittent F&M leave and/or reduced schedule.
The dternative position shal have the same benefits and pay as the position from
which the faculty member was reassgned.

Care: Ato take care of @or Ato carefor@ Theterm careisintended to be read
broadly to include both physical and psychologicd care. The language appliesto
the period of inpatient care and home care as well.

Child: A person who is the son or daughter of afaculty member and who is under
eighteen (18) years of age; or, eighteen (18) years of age or older and incapable of
sdf care because of amentd or physica disability during the period of the serious
illness. The son(s) and/or daughter(s) may be the biological, adopted, step or
foster child(ren) of the faculty member. A child isdso someonewho isthelegd
ward of the faculty member or someone for whom the faculty member has
provided sufficient, notarized affidavit(s) and proof of financia dependence that
he/sheis standing in loco parentis.

Faculty Member: An employee who is covered under the provisions of USM
BOR Palicy II - 1.00 on gppointment, rank, and tenure of faculty and (1) whose
date of hireis 12 months prior to the date of the requested leave, and (2) whose
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employment during the twelve months preceding the leave request was at least 50
percent or greater for purposes of this policy, faculty member shdl refer to
Adighble@faculty member USM Bylaws, Policies and Procedures of the Board of
Regents of full time under a9.5-month or longer contract, or who has been
employed for at least twelve months (which need not be consecutive) and has
worked at least 1,040 hours during the twelve months preceding the leave request.

F. Equivalent Pogtion: A postion a the inditution to which afaculty member shdl
be restored upon the completion of the F&M leave. The equivaent position shdl
have the same benefits, pay, and other terms and conditions of employment asthe
pasition from which the faculty member took |leave.

G. Health Care Providers: Are doctors of medicine or osteopathy, podiatrists,
dentigts, clinical psychologists, optometrists, chiropractors (limited to trestment
conssting of manua manipulation of the soine to correct a subluxation as
demondtrated by x-ray to exist), nurse practitioners and nurse midwives, as
authorized to practice by the State of Maryland; and Chrigtian Science
Practitioners listed with the First Church of Chrigt Scientist in Boston.

H. Immediate Family Member: Isthe faculty member=s parent(s), spouse, or
child(ren), or legd wards.

In Loco Parentis. Aln the place of a parent; instead of a parent; charged,
factitioudy, with a parent=srights, duties and responghilities.@ Any digible
faculty member claming an in loco parentis relationship with a child, or any
igible faculty member claiming to be the child of an in loco parentis relationship
may be requested to provide documentation of such relationship.

J. I ngtitution: Isthe employing USM inditutionCthe USM indtitution from which
the faculty member istaking leave.

K. Parent: Isthe faculty member=s biological, adoptive, step or foster mother or
father, or someone who stood in loco parentis to the faculty member when the
faculty member was a child.

L. Restoration: Asused within the FMLA and used within this policy, restoration is
an inditutiona guarantee that a the concluson of the F&M leave the faculty
member will be resumed either to the same position from which he/she took
leave, or to an equivaent faculty pogtion.

M. Serious Health Condition: Isanillness, injury, impairment, or physica or
menta condition that involves patient care in ahospitd, hospice, or resdentid
medica care facility, or home care, or continuing trestment by a hedlth care
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provider. A serious hedlth condition is aso intended to cover conditions or
illnesses that affect the faculty member=s hedlth or the hedlth of the faculty
member=s immediate family to the extent that the family member isin the

hospitd or other hedth care facility or at home and unable to care for hisher own
basic hygienic or nutritiona needs or safety such that the faculty member must be
absent from work on aregular and recurring basis for more USM Bylaws Policies
and Procedures of the Board of Regents than afew days for treatment or recovery.
With respect to the faculty member, a serious health condition means that the
faculty member must be incapacitated from performing the essentia functions of
his’her pogtion.

Examples of serious hedth conditions applicable to the faculty member or the
faculty member=simmediate family member include, but are not limited to: heart
conditions requiring heart bypass or valve operations, most types of cancer; back
conditions requiring extensive therapy or surgica procedures; severe respiratory
conditions; appendicitis, emphysema; spind injuries; pneumonia; severe arthritis,
severe nervous disorders; injuries caused by serious accidents; ongoing
pregnancy, miscarriages complications or illnesses related to pregnancy, such as
severe morning sickness, the need for prenatd care, childbirth, and recovery from
childbirth. Additiond examples are afaculty member or immediate family
member whose daily living activities are impaired by such conditions as
Alzhemer=s disease, stroke, or clinical depresson, who is recovering from mgjor
surgery, or who isin the find stages of atermind illness,

Spouse: The person to whom the faculty member islegaly married - a husband
or wife.

. Reasonsfor L eave

A.

A faculty member is entitled to take F& M leave for the following reasons:

1. the birth of the faculty member=s child,

2. the placement of a child with the faculty member for adoption or foster
care,

3. the need to take care of the faculty member=s child within atwelve (12)
month period from birth or placement,

4, the need to take care of the faculty member=simmediate family member
who has a serious health condition, and

5. the serious health condition of the faculty member.

F&M leaveis not intended to cover minor illnessesthat last only afew days and
short-term medica and/or surgical procedures that typicaly do not involve
hospitalization and require only a brief recovery period such asthese that are

6-57
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normally handled through nontcreditable and earned sick leave (see USM BORI|
- 2.30).

Additiondly, requedts for leave to take care of the employee=s school-age child
under the age of fourteen (14) during school vacations may be granted to the
extent that the leave does not create a hardship with respect to the operational
needs and work schedules of the gpplicable inditutiond unit.

F& M L eave Entitlement

A.

A faculty member is entitled to a maximum of twelve (12) workweeks (60 days)
of F&M leave within a cdendar year. F&M leave can be taken continuoudy or,
under certain circumstances, on areduced F&M leave schedule, or intermittently
over the course of acdendar year. F&M leave entitlement shal not be carried
over from caendar year to calendar year.

The actud F&M leave entitlement shal be integrated with the amount of other
leave taken for F& M-related reasons during the caendar year within which the
F&M leaveisto begin.

A faculty member who regularly works full timeis entitled to a maximum of
twelve (12) workweeks (60 days) of F&M leave per cdendar year. A faculty
member who works less than full timeis entitled to a prorata share of the twelve
(12) week/sixty (60) day maximum.

The spouse of afaculty member employed by the USM shdl be entitled to a
separate, individua, maximum family and medicd leave digibility anount. The
amount of leave for which one spouse may be digible, or the amount of leave
used by one spouse shdl not limit or enhance the leave amount or the leave usage
of the other spouse. Spouses shdl be entitled to take leave smultaneoudy or in
succession and in any portion of their respective individua maximum for reasons
of aserious hedlth condition of the faculty member and for the serious hedth
condition of the faculty member=simmediate family members. Requests for
amultaneous F& M leave by spouses employed by the same indtitutiond unit may
be granted for reasons of childbirth, placement with the faculty member of a child
for adoption or foster care, or care for a newborn child, to the extent that
smultaneous leaves do not subgtantidly disrupt the academic program or unit of
which the faculty members are a part.

Integration of Other Leave Taken with F& M L eave Entitlement

Actud F&M leave entitlement shdl be based on the faculty member=s use of other leave
during the caendar year within which the F& M leave begins. The faculty member=s use
of the following types of leave shdl be deducted from the actud F&M leave entitlement:
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VI.

VII.

A. any prior F&M leave taken within the gpplicable year, including accrued paid
leave and non-creditable leave subgtituted for F&M leave,

B. accident leave used within the applicable year,

C. any type of unpaid leave for reasons related to family and medical circumstances
taken within the applicable year.

Compensation Leave During L eave

F&M leaveisunpad leave. However, based upon ether the eection of the faculty
member of the requirement of the Chief Executive Officer or designee and in accordance
with USM=s and the indtitution=s existing leave procedures, accrued paid leave and non
creditable leave used for purposes that quaify under FMLA shall be substituted for al or
any part of the F&M leave.

Status of Benefits While on Family and Medical L eave

A. A faculty member who is granted an approved F&M leave under this policy shdl
continue to be digible for al employment benefits that he/she enjoyed
immediately prior to the F&M leave.

B. A faculty member on F&M leave for reasons noted in Section 111.A. may eect to
continue employer-subsidized hedth care benefits during the period of leave. The
Chief Executive Officer or designee shdl provide advance written notice to the
faculty member of the terms and conditions under which the premium payments
are to be made by the faculty member. The subsidy shdl ceaseif afaculty
member gives notice that he/she no longer wishesto return to work. The
indtitution shdl recover its share of hedth premiums during unpaid F&M leave if
the faculty member fails to return to work, or returns to work but fails to stay
thirty (30) cendar days, unless the reason for not returning or staying is due to
the continuation, recurrence or onset of a serious health condition or other

circumstances beyond the faculty member=s contral.

C. Except as noted in Section X, Job Protection, upon return from leave a faculty
member shall be restored with al the rights, benefits and privileges enjoyed prior
to the leave.

D. While on any unpad portion of an F&M leave, afaculty member shall not earn or
accrue any additiond leave.

E A faculty member may eect to purchase service credit at the time of retirement
for prior leaves without pay that are qudified by the Maryland State Retirement
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VIII.

and Pension Systems. Upon approva of aleave without pay, afaculty member
shdl follow the indtitution procedure to assure that this option may be exercised.

Notice of F& M Leave

Regardless of the reason for the F&M leave, afaculty member shal give at least thirty
(30) calendar days notice and provide the appropriate medica certification of adoption or
foster child placement, before taking a F&M leave. When the need for leaveis not
foreseeable, afaculty member shdl give notice as soon as practicable but no less than
two (2) working days of learning of the need for leave. If thisisnot possble dueto a
medica emergency, then the faculty member or the faculty member=s designee shdl give
written notice and provide the appropriate certification as soon as practicable.

Job Protection

A. A tenure-track faculty member whose leave under the sick leave or FMLA leave
policiestotas at least one semester or Six continuous months may request through
his or her department chair or appropriate gppointing authority that the mandatory
tenure review be postponed. The request shdl be forwarded through the faculty
member=s dean, for recommendation, to the chief academic officer of the
inditution for decison.

B. Except asprovided in 1X. C., D., and E., and F., afaculty member returning to
work at the concluson of an F&M leave shdl be restored to hisher former
position with the pay, benefits and terms and conditions of employment thet
he/she enjoyed immediately prior to the F&M leave.

C. A faculty member is not entitled to restoration if the Chief Executive Officer or
designee determines that the faculty member had been hired for a specific term or
only to perform work on a specific project defined in writing and the term or
project is over and the indtitution would not otherwise have continued to employ
the faculty member.

D. If a any point prior to or during the F&M leave the Chief Executive Officer or
designee determines that the faculty member=s former position cannot be held
available for the duration of the leave, the Chief Executive Officer or designee, a
the conclusion of the leave, shdl restore the faculty member to an equivaent
position.

E If there are reductions in the work force while the faculty member ison F&M
leave and he/she would have lost hisher position under the ingtitution=s
retrenchment policy(ies) had he/she not been on leave, there is no obligation to
restore the faculty member to hisher former or equivaent postion
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F.

A faculty member shdl be restored consistent with current, applicable,
appropriate pay, benefits and other terms and conditions of employment.

X. Medical Certification

A.

For leaves rdated to serious hedlth conditions and to childbirth, the faculty
member shdl provide medicd certification(s) from the faculty member=s or
family member=s hedth care provider. The faculty member shal have fifteen
(15) cadendar days to obtain the medica certification unless not practicable to do

S0 despite the faculty member=s diligent good faith efforts. Such certification
shdl include but not be limited to:

1 agatement of medica facts meeting the criteriafor Aserious hedlth
condiition; @

2. date condition commenced;

3. regimen of trestment to be prescribed,

4. the duration of absence from work;

5. in the case of the faculty member=s serious hedlth condition, certification
that the faculty member is unable to perform the essentid functions of
his’lher position and prognosis of the faculty member=s ability to return to
hisher postion;

6. in the case of the faculty member=s need to care for aserioudy ill family

member, certification of the necessity for and duration of the faculty
member=s presence, of the requirements of inpatient care, and assistance
for basic needs, safety and transportation;

7. titte and origind sgnature of an accredited, licensed or certified provider.

The Chief Executive Officer or designee may require a second medical opinion at
the inditution=s expense. In the case of conflicting opinions, the opinion of a
third hedlth care provider, agreed upon by both faculty member and the Chief
Executive Officer or designee and obtained at the indtitution=s expense, shdl be
find. The second and third opinions shal not be provided by individuas who are
employed on aregular basis by the inditution.

The Chief Executive Officer or designee may require reasonable recertification as
the F&M leave continues, and may require a faculty member to provide periodic
progress reports as to the serious hedth condition for which he/she istaking leave
and the facuty member=s ability to return to work at the end of the leave.
Recertification shal not be requested more often then every thirty (30) caendar
days unless the faculty member requests an extension of F&M leave, changed
circumstances occur during theillness or injury, or the indtitution receives
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XI.

XII.

XI11.

information that casts doubt upon the continuing vaidity of the most recent
certification.

Consgtent with FMLA and other gpplicable laws, al medica-related
documentation will be kept confidentid and maintained in afile separate from the
faculty member officid inditution personnd file,

I nter mittent or Reduced L eave

A.

In the case of a documented medical necessity, afaculty member shdl be entitled
to intermittent leave and/or areduced schedule that reduces regular hours per
workday or workweek for purposes of the faculty member=s or theimmediate
family member=s serious hedlth condition. The faculty member shal atempt to
schedule intermittent leave or leave on areduced schedule so as not to
subgtantialy disrupt the academic program or unit of which the faculty member is
apart.

A faculty member may be granted |leave that reduces regular hours per workday
or workweek for reasons of childbirth, placement with the faculty member of a
child for adoption or foster care, or care for a newborn child to the extent that the
intermittent or reduced |leave does not represent an undue hardship on the
academic program or unit of which the faculty member is a part.

The Chief Executive Officer or designee may temporarily resssgn afaculty
member on intermittent or reduced F& M leave to an dternative postion that
better accommodates reduced or intermittent periods of leave.

Scheduling of Treatment in Instances of Serious Health Conditions

A.

In instances of the serious hedlth condition of afamily member or of the faculty
member himsalf or hersdf, and in kegping with the requirements of the
appropriate hedth care provider, the faculty member shall make reasonable
efforts to schedule any medica trestments so as not to substantiadly disrupt the
academic program or unit of which the faculty member is a part.

During the course of the treetment and as the Chief Executive Officer or designee
deem appropriate, the faculty member may be requested to provide certification
from the gppropriate hedth care provider of the unavailability of trestment during
non-work time, or at timesthat are less disruptive to the academic program or unit
of which the faculty member isa part.

Providing Information About F& M L eave
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XIV.

XV.

XVI.

XVII.

Regardiess of the reason for the leave, afaculty member shal provide complete, accurate
and timely information related to a request for, continuation of, modification(s) to, and
return from an F&M leave.

Early Return from Leave

A faculty member interested in returning to work from an F&M leave prior to the agreed
upon end of the leave date shdl provide the Chief Executive Officer or designee with a
written request at least seven (7) cadendar days prior to the date on which the faculty
member isinterested in returning. The Chief Executive Officer or desgnee shal make a
good faith effort to retore the faculty member to his’her former or an equivadent position
as soon as possible but no later than thirty (30) calendar days after receipt of the request.

Extensions of L eave

A faculty member may extend the date of return from an F&M leave to the extent that
they have F&M leave entitlement available. A request for an extenson of F&M leave
shall be consdered under this policy asif it was an initid request.

Failureto Return from Leave

A. A faculty member who will not be resuming to the ingtitution at the conclusion of
aleave shdl so natify the Chief Executive Officer or designee in writing as soon
aspossble. The Chief Executive Officer or designee may request certification of
reasons for the faculty member=sfailure to return to work. In the absence of
written notification, failure to return from leave shdl be interpreted asa
resignation.

B. If gpplicable, any benefit entitlement based upon length of service shdl be
cdculated as of the faculty member=slast paid day.

C. Employer cogs of any payments made to maintain the faculty member=s benefit
coverage when on unpaid F&M leave shdl be recovered if afaculty member fails
to return to work as described in Section V11.B.

Abuse of F& M Leave

The Chief Executive Officer or designee shdl review, investigate and resolve suspected
cases of bad faith, fraud or abuse of the F&M leave program. Cases of bad faith,
fagfication of documents, or fraudulent informetion related to the F&M leave provided
to the indtitution, or other abuses of the F&M leave program, may result in but are not
limited to: revocation of the leave, refusd to restore, recovery of ingitutiona costs for
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XVIII.

paid-time leave and insurance benefits premiums, and disciplinary action up to and
induding termination.

I mplementation Procedures

Each Chief Executive Officer shall identify hisher designe(s), if appropriate, for this
policy; shall develop procedures as necessary, for the posting, record-keeping and
implementation of this policy; shal communicate this policy and gpplicable procedures
to faculty members of hisher USM indtitution; and shdl forward a copy of such
designations and implementation procedures to the Chancellor.



Definitiong/Field Trips

FIELD TRIPS
DEFINITIONS OF FIELD TRIPSAND TRAVEL STUDY
UNIVERSITY-SPONSORED FIELD TRIPS

A fied trip is defined as a group experience related to:

- adlass,

- aUnivergty-recognized organization; or

- aDepartment- gponsored activity outside of the University setting under the direct
supervison of a University representative.

Faculty and staff who conduct University-sponsored field trips must follow the guiddines as
liged in the Faculty Handbook. This definition of afield trip excdludesindividud activitiessuch
as.

clinica experiences,

internships,

student teaching;

individua student assgnments outside of a classroom setting; and
travel study courses.

TRAVEL STUDY

Trave study isdefined as:
- agroup experience involving congderable trave to alocation or locations avay from the
campus either in the United States or abroad.

Such experiences may be whole or in part of pre-established travel study credit courses or they
may be drictly non-credit experiences. In any case, Travel Study is a University-sanctioned
activity and requires completion of the TU-approved "Travel Study Forms' as outlined in the
TU/CGEE Travel Study Guiddines. Contact the Associate DearVCGEE for a Travel Study
packet. Such trips may be organized or directed by TU faculty, staff, or administrators.

OTHER

Trips organized by TU faculty, staff or administrators that do not meet either definition above are
not TU-sponsored events, and:

- must NOT imply, in any way, a TU dfiliation;

- must NOT indicate theindividud'stitle or association with TU;

- must NOT use a TU phone number in any announcement;

- mugt NOT involve the expenditure of any TU generd or specid funds,

- must NOT involve the use of any TU fadilities or vehicles

Approved by the Council of Deans
3/15/94
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TOWSON UNIVERSITY GUIDELINESFOR FACULTY/STAFF
WHO CONDUCT UNIVERSITY-SPONSORED FIELD TRIPS

In response to a number of concerns regarding University-sponsored field trips, the Council of
Deans formed a committee consisting of one representative from each college to examine
relevant field trip issues, and to recommend field trip guiddines for Universty faculty/staff. In
preparing its recommendations, the committee defined afield trip as "a group experience related
to aclass, a University-recognized organization, or a department-sponsored activity outside of
the University setting under the direct supervison of a University representative” This
definition of afidd trip excdludes: 1) individua activities such as clinica experiences,

internships, student teaching, and individua student assgnments outside of a classroom setting;
and 2) travel/study courses.

Thefollowing are the committee's recommended guiddlines for field trips:

Academic Issues

1 The academic content of afield trip required as a part of or offered in association
with a credit bearing course shal be the respongibility of the sponsoring

department.

2. Faculty members whose courses require participation in field trips must date this
requirement at the beginning of the semester (preferably in the course syllabus).
Faculty members should attempt to schedule required field trips so that they
impact on attendance in classes as little as possible. If a planned field trip causes
a student to miss classes other than in the course in which the fidd trip occurs, the
faculty member cannot require the student(s) to attend the field trip and missthe
other classes or the field trip must be the decision of the student. The faculty
member in the course in which the fid trip occurs can require an dternatively
activity, such asaproject or paper, involving gpproximatdy the same time
commitment.

Ligbility Isues

l. The State SdIf Insurance Trust Fund provides insurance coverage for faculty/staff
who are acting in the scope of their employment (in the State of Maryland) who
may be sued for injuries that occur on field trips. The obligation of faculty/staff
who supervisefidd trips is to exercise reasonable care in light of foreseesble risks
to sudents. Faculty/staff have no duty to insure the "hedlth, safety, and welfare”
of sudents. Faculty/staff, however, are obligated to disclose risks to students
prior to afield trip, and to exercise reasonable care during afied trip.
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Faculty/staff are only legally responsible for risks for which they have knowledge
or direct control. The State Torts Claims Act covers faculty/staff in instances
where thereis no mdice or gross negligence. Willful acts are not covered by this
Act.

Thereisno "insurance," per se, on Sate vehicles. Fleet coverage on State
vehiclesis provided by the State Saf Insurance Trust Fund. The State Treasurer
has purchased insurance to cover University employees who operate State
vehicles out of state. The State requires that faculty/staff who rent cars or vans
for field trips must purchase the insurance provided by the vehicle renta

company.

All students who participate in afield trip should sign both aliability waver
("releass") and a hedlth statement prior to thefield trip. The lidbility waiver must
be signed by the parent or guardian of any student who is under 18 years of age.
A liability waiver and hedth statement has been prepared by the University
Counsdl and is attached. Neither of these documents needs to be notarized.

Transportation |ssues

1.

The Universty vehidles are avalable for fied trip use on afirst-come, first-served
bass. Vehicles must be reserved in advance by contacting Vehicle Reservations
in the General Services Building, Room 106 (x2485), and by completing a
Transportation Request Form. The form should be submitted (in duplicete) to the
Trangportation Department at least 10 days prior to the field trip.

Univergty vehicles are for use within a 175 mile radius of the campus. Beyond
that distance, commercia trangportation must be used. It is recommended that
faculty/staff who wish to rent vehicles do so through the Transportation
Department. The Transportation Request Form now requires that faculty/staff
indicate thelr interest in renting vehicles if Univergty vehicles are not available.

Univergity vehicles may not be used for persona business during the course of the
fidd trip.

Everyone who signs out a University vehicle must be "cleared.”" Clearance forms
are provided to each department through the Transportation Department. The
clearance forms cannot be requested or submitted by an individud. The form
requesting clearance should be approved and submitted by the individua's
department chairperson (or other faculty/staff member who is authorized to "sign”
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for the department). Students (other than the President of Student Government
Association) are not permitted to Sgn out avehicle.

Although the University does not have a minimum age requirement for use of

Univergty vehicles, it does require that dl drivers be State employees. Students

must be employed by the department and must be on the payrall &t the time of the

trip. That is, they must be paid to drive. It is recommended that the job

descriptions of student employee drivers ate that they may be required to drive
Univergty vehicles on occason. Student employees are indigible to drive Univeraty
vehiclesfor class-rdated field trips if they are enrdlled inthe class. NOTE: The
University's current contract with aloca vehicle rental company requires that driversbe a
minimum of 21 years of age.

In the event of a vehicular accident, faculty/staff should follow the procedure
outlined in the forms provided in the' folder" with the vehicle. If theforms are
missing, or rented vehicles are being used, the faculty/staff member should: 1)
contact the local police; 2) seek assistance for any passenger who may require
medica treatment; 3) get the name of the police officer who responds to the
accident, aswdll as the "blotter number" assigned to the accident; and 4) complete
the two accident report forms (MARS Report Form 30 and FS-1) immediately
upon return to the University. Faculty/staff may dso cdl the University Police
(x2133) for assstance. NOTE: MARS Report Form 30 and FS-1 mugt dso be
completed for faculty/staff who are involved in an accident with arented vehicle.

In the event of amechanicd problem with a University vehicle, faculty/staff have
the authority to spend up to $100 using the credit cards provided in the folder with
the vehicle. If repair costs are estimated to be over $100, faculty/staff should
contact the University Police (x2133). The Police will contact the Trangportation
Manager, who must gpprove the repair. Faculty/staff who encounter mechanical
problems with a rented vehicle should follow the instructions provided by the
vehiclerental company.

Faculty/staff who use University vehicles for field trips should remove all
persond articles and trash from the vehicles before returning them to the
Trangportation Department. The Trangportation Department aso requests that
faculty/staff return University vehicles to the Transportation Department with a
full tank of gas. NOTE: It is more economical to return arented vehicle with a
full tank of gas than to have the vehidle renta company fill up the tank.

Faculty/staff who wish to use their own vehicle for afield trip need to contact the
Trangportation Office for a"blue dip" (the faculty/staff member cannot be
reimbursed without thisform). If University transportation is available, and the
faculty/staff member ill choosesto use hisher vehicle for thefidd trip,



10.

Guidelines/University-Sponsored Field Trips

relmbursement will be made a one-hdf the current mileagerate. Full
reimbursement of the current mileege rate will be made to the faculty/staff
member when University transportation is not available.

Use of student vehiclesfor fied tripsis not recommended. Students cannot be
reimbursed for mileage associated with afied trip.
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Other Issues

1 Faculty/staff who conduct overnight field trips should notify students of where
they will be staying (including a telephone number). Although faculty/daff are
not required to prepare an itinerary for afield trip, per sg, it is recommended that
they leave information with ether thar department and/or the University Police

for emergency notification purposes.

2. Faculty/staff who depart for afidd trip from aUniversaty parking lot should be
surethat dl vehicles parked on the lot have an appropriate parking sticker or
make special arrangements with either Parking Services and/or the University
Police for unauthorized vehicles. It isaso agood ideato notify the Universty
Policeif agroup of vehicles areto beleft in aparking lot overnight (particularly
during the weekend nights).

3. It is recommended that students provide either proof of accident/hedlth insurance
or purchase insurance through a University group plan. For informeation regarding
the Univerdty group insurance plan, contact the Student Life office (x2055).

4, The Universty has entered into an agreement with the American Express Trave
Reated Services Company, Inc. to provide employees who travel frequently with
an American Express Corporate Card. The sole purpose of the credit card isto
charge University-related business travel expenses. For information regarding
this program, contact the Finance and Systems Management Office (x2154).

Approved by the Council of Deans
7/2/91

Approved by the President's Staff
7/8/91
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TOWSON UNIVERSITY
Liability Waiver
In congderation for participation in

"fidd trip"), | hereby agree that:

(@D} | shal comply with al rules, regulations, and standards of conduct fixed by the Universty, its
agents and employees, regarding participation in the field trip.

(hereafter referred to asthe

2 | warrant that | am in good hedlth, and may travel as required, and am free from any physica or
menta allment or disability requiring medical, surgicd, or other care treetment which might endanger
the hedlth or safety of mysdlf of those with whom | may comein contact.

©)) | have been fully advised of the activities planned and voluntarily assume al the risks associated
with such activities.

4 | agree that it is my sole respongihility to be familiar with the physicd and/or mental demands
associated with the activities planned. | have no physical or menta condition which, to my knowledge,
would endanger mysdf or othersif | participate in these activities or would interfere with my ability to

participate.

) | understand and agree that Stuations may arise during this event which may be beyond the

control of the Universty and its agents and employees. | THEREFORE RELEASE, FOREVER
DISCHARGE AND AGREE NOT TO SUE TOWSON UNIVERSITY, ITSAGENTS, OFFICERS,
AND EMPLOYEES AND HEREBY WAIVE ALL SUCH CLAIMSWHICH | HAVE NOW OR MAY
HEREAFTER HAVE AGAINST THE University, ITSAGENTS, SERVANTS, AND EMPLOYEES,
HOWEVER CAUSED.

(6) | have been advised by the Universty that it isin my best interest to obtain medica insurance,
and | have been informed that such insurance is available for purchase through a University group plan.

| agree for mysalf and my successors that the above representations and agreements are
contractudly binding and are not mere recitals. This agreement may not be modified except for another
agreament in writing signed by the University.

8 | have carefully read thisform and fully understand its contents. | am aware that thisis arelease

of ligbility form and awaiver of clams, an agreement not to sue, and a contract between myself and
Towson Univergty, and | Sgn it of my own free will.

Participant=s Signature Date

Parent or guardian of aminor: |, as parent or guardian of
, hereby give my permisson for my child to participate in the above named event and further agree
individudly and on behdf of my child to the terms of the above.

Parent's or Guardian's Signeture Date
if Participant is Under 18
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TOWSON UNIVERSITY
Hedth Statement

In case of an emergency, and | [we] cannot be reached immediatdly, | [we] do hereby grant
permisson for to authorize necessary
medical trestment and/or medication for .

| [we] do further agree to release Towson University and its agents, servants, and emd;)I oyess,
from any liabilities which may result from authorizing necessary medica trestment and/or
medication for the above- named participant.

Participant=s Signature Date

Parent=s or Guardian=s Signature If Date
Participant is Under 18

1 Participant information:

Participant
Address

Phone

Date of Birth

Socia Security Number
Blood Type (it known)

2. Do you have any known reactions to:

M edications?
Food?

Insect Bites?
Plants?

3. Arethere any other hedlth conditions that the field trip leader should be aware of ? If yes,
please indicate actions and/or heglth conditions.

4, If you will be taking any medica during the field trip, indicate the nature of the
medication and the reason for medication.
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5.

Please list the name, address, and telephone number of at least two personsto be
contacted in case of any emergency.
Primary Contact Person

Name
Relationship
Address

Phone (Home)
Phone (Business)

Other Contact Person

Name
Relationship
Address

Phone (Home)
Phone (Business)

Other Contact Person

Name
Relationship
Address

Phone (Home)
Phone (Business)
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TOWSON UNIVERSITY POLICY ON FINAL EXAMINATIONS

The Univerdity shdl provide for find examinations a the end of each semester. When giving
examinaions (either find or termind) faculty members must adhere to the specific days and
times published in the Schedule of Courses Booklet. 1n courses that do not lend themsdavesto
final examinations (such as seminars and colloquia) faculty members must meet their classes
during the time scheduled for the examination.

Find examinations may or may not be included as part of the course, a the option of the
ingructor. However, the department and the students have specid interests in the instructor's
decison which should be consdered; therefore, the following quaifications are established:

1. Multiple Section Courses

Where a mgority of the departmentd faculty agree, in multiple section courses the
department may establish a standardized find examination. However, the individua
indructor retains the right to employ hisher own find examination in lieu of the
sandardized examination.

Where amgority of the departmenta faculty agree, in multiple section courses the
department may require that afinal examination of some nature be given.

2. Students Exemptions From Final Examinations

Faculty may give condderaion to exempting oecific sudents from find examinations
by providing valid dternatives or by congdering the student's prior achievement.

Faculty are urged to involve their classesin making decisons regarding specid
examination policies and options. Students should be urged to bring recommendations to
faculty regarding examination options.

Approved by the Academic Council
10/9/78

Approved by the University Senate
917182
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TOWSON UNIVERSTY POLICY ON THE
RETENTION OF FINAL EXAMINATIONS AND GRADE BOOKS

Faculty members are required to retain written final examinations for afull calendar year unless
the examinations have been returned to the sudents. In the case of non-written examinations,
faculty members also must retain al pertinent evidence (detailed notes of students performances,
recordings, photographs, etc.) for afull calendar year. Faculty members who will be away from
the University for any reason (leave of absence, sabbatica, resgnation, etc.) must give the find
examinations and grade books to the department chairperson. In either case, during the period of
retention, students are permitted to review their find examinations. Faculty members and
chairpersons may provide students with a copy of the find examination, but are not obligated to
do so.

Approved by the Universty Senate
4/7/86
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FINAL GRADES

A Final Grade Roster isdistributed in advance of the examination period and isthe only roster
on which grades may be submitted to the Regigtrar's Office. The University's grading policies
are sent with aletter of ingtruction accompanying the Final Grade Rogter.

Final Grades ar e Due within 48 hours after the time of the find examinetion.

| ncompletes may be granted only for verified medica reasons or for documented circumstances
beyond the control of the sudent. The grade of | automaticaly becomes a grade of F & the end
of the firg full semester following the granting of an | unless changed to ancther letter grade.

The grade of | may be extended by afaculty member for a period not to exceed an additiona
regular semester if the conditions for granting the original Incomplete il verifiably exis. To
grant this extension, the Change of Grade/lncomplete Form for changing an | to an | must be
used. Although not part of the forma incomplete grading option, as approved by the Academic
Standards Committee, Incomplete Grade Agreement Forms may be used by faculty membersto
edtablish a specific time by which a student must complete the work for a particular course. This
form may be used to supplement the issuance of the incomplete grade on the Final Grade Rogter.
It allows afaculty member to designate atime prior to the end of the semester of study to require
the course work to be completed. These forms are available from the department’s secretary and
are to be retained by the faculty member with a copy being issued to the student. Faculty
members using the Incomplete Grade Agreement Form should dso note in the comments column
on the Final Grade Roster the actud date by which the work is due (e.g., work due by July 1).

Changing Grades and Incompletes. Grade changes made subsequent to the submission of
grade rosters must be submitted on a Change of Grade/Incomplete Form available from the
office of the dean of the college. Faculty member error or verified medical reasons or
documented circumstances beyond the control of the student are the only acceptable reasons for
achange of grade other than the change of | to aletter grade.
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TOWSON UNIVERSTY POLICY ON
FUND-RAISING, GIFTS, VOLUNTARY SUPPORT, AND GRANTS

All fund-raising efforts by adminigrative and academic departments, by student organizations,
and by faculty members when using an affiliation with the Univerdty are coordinated through
the Office of Inditutiona Advancement. All gifts and grants to the University, except Research
Adminigration Grants, are received and administered by this Office.

Departments or individuals wishing to recaive gifts of any kind for the Universty must arrange
for their receipt through this Office.

The Towson University Foundation, Inc. isanon-profit corporation registered with the State of
Maryland and established for the sole purpose of enhancing the opportunity for excellence of the
Universty. It does so by inviting, receiving, holding, investing as appropriate, and administering
gifts, grants, and loans to support legitimate activities of the Universty.

The Foundation is administered by a Board of Directors composed of distinguished professond,
indugtrial and educationd leaders and includes among its membership the President of the
Universty and the Vice President for Inditutional Advancement, who serves as an ex officio
member of the Foundation.

Under the direction of the Vice Presdent for Ingtitutional Advancement, the Office of
Development is responsible for cresting and carrying out a comprehensive long-range program
for expanding voluntary support for the University. Support from individuas, corporations and
private foundationsis solicited for the purpose of providing scholarships, fellowships, grants,
equipment, specia programs, specia facilities and buildings, collections, and other resources.

Proposals for grants sponsored by external organizationsin support of projects, and new
programs to be administered by the Univergity, other than Research Administration Projects,
must be reviewed by the Office of Development before submission to a sponsoring organization.

Approved by the Vice Presdent for Indtitutional Advancement
4/30/92
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GAMBLING

Gambling on State property is permitted only in accordance with State and local laws. The
gudent organizations affiliated with the Towson University Student Government Association

and other community and campus groups are permitted to hold raffles and gaming on the campus
but must adhere to the redtrictions listed in the Towson University Gambling and Reffle Policy
which is printed in the Events and Conference Services Guide for Student Organizations.
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Honorary Degree Committee

The Towson University Honorary Degree Commiittee is a Presidentia ad hoc committee. The
Committee shdl include one faculty member from each college gppointed by the Presdent in
consultation with the Provost. Faculty gppointments shal be for a period of two years. One
member of the Presdent=s Staff and the Provost or designee shall serve as co-chairs of the
Committee. Its purpose shal be to solicit and receive names from faculty, deans, and vice
presidents of candidates to recelve an honorary degree.

Towson University Procedures on the Awar ding of Honorary Degrees

The Towson University Honorary Degree Committee shall select from the list of nominated candidates
from faculty, deans, and vice presidents and makes a recommendation to the President. It is expected that
prospective recipients of honorary degrees shall be:

1 distinguished individuals who have risen to a position of eminence in their chosen field
or who have acquired a nationa or international reputation in a selected field of
endeavor; or

2. individuals who have compiled a record of distinguished public service to the state, or
nation; or

3. individuals who have performed a nationally recognized feat of heroism (astronauts,

military leaders, foreign ambassadors).

Nominations shall be considered by the Committee no later than the first week of April prior to the fdll
commencement exercises and no later than the first week of September prior to the spring commencement
exercises. If nominations have not been received, the Honorary Degree Committee may propose names
to the President for consideration. The co-chairs shall contact prospective nominees forwarded by the
President to determine their acceptability and availability. When the nominees confirm their interest in
receiving the degree, the President shall submit the recommendation for the Honorary Degree(s) to the
Chancellor three months prior to the awarding of the degree. The written recommendation shal include
the following information:

1 type of honorary degree(s) to be awarded;

2. biographica sketch of the proposed recipient(s);
3. justification for awarding the degree; and

4. date of award.

The Chancellor submits the request to the Board of Regents for consideration and informs the President of
the Board's decision.

Approved by the President
7/29/96
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TOWSON UNIVERSITY POLICY STATEMENT
ON INSTRUCTIONAL SPACE

All ingtructiona space (classrooms, lecture hdls, seminar rooms, studios, laboratories, galeria,
auditoria, etc.,) isowned by the Univergity and is assigned by the Registrar to academic
departments for scheduling and registration. These rooms are not owned by the departments and
may be reassigned as necessary.

Instructional space designated for specid use, for example, geneticslab, TV/radio studios,
photography Iab, etc., though are usudly assigned to particular departments because of thelr
gpecid limited use. Even 0, this space may aso occasionally be reassigned.

Assgnment of indructiona space is dependent upon student enrollment, faculty course loads,
the scope of the department's academic program, and the changing needs of individua
departments. Any dteration or redesignation of ingructiona space will be the result of prior
consultation with the Dean and the Regidtrar.

Departments must schedule courses during the established day/time matrix. Requests for
exceptions for the day/time matrix must be referred to the Registrar's Office for gpproval.

Twenty percent of al course offerings (excluding evening sections) must be scheduled at non

primetimes. Norprime times are defined as 8:00 am. or earlier and 3:00 p.m. to 5:55 p.m.

Approved by the Council of Deans
7/16/91
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UNIVERSITY SYSTEM OF MARYLAND POLICY ON JURY SERVICE
FOR FACULTY MEMBERS

Il - 2.50 - POLICY ON JURY SERVICE FOR FACULTY MEMBERS

(Approved by the Board of Regents, May 7, 1993)

The purpose of this policy isto establish for faculty members at USM indtitutions aleave
category caled Jury Service which permits absence from duty without loss of any pay or charge
to persond or accrued annud leave.

A faculty member who is sdlected for jury duty shdl notify the gppropriate academic
adminigtrator of this sdlection without delay. The faculty member shdl be permitted to be absent
without loss of pay or charge to any leave for the day(s) of jury service. Upon request, the
employee shadl be responsible for providing documentation which verifies attendance. If, after
reporting for jury duty, it is determined that the individua=s services are not required and the
individud s dismissed for the day, then the individud, time permitting, is required to return to

the job.
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TOWSON UNIVERSITY POLICY ON JURY SERVICE FOR FACULTY MEMBERS

The purpose of this palicy isto establish for faculty members a Towson University aleave
category caled Jury Service which permits absence of duty without loss of any pay or chargeto
personal or accrued annua leave.

A faculty member who is sdlected for jury duty shal notify his or her dean and department
chairperson of this sdlection without delay. The faculty member shdl be permitted to be absent
without loss of pay or charge to any leave for the day(s) of jury service. The employee shdl be
responsible for providing documentation which verifies attendance. If, after reporting for jury
duty, it is determined that the individud's services are not required and the individud is
dismissed for the day, then theindividud, time permitting, is required to return to the job. When
the public interest requires that this faculty member should not be absent, the Associate Vice
Presdent for Academic Affairs may request that the faculty member be excused.

During the period of absence for jury duty, the faculty member is responsible for making
arrangements for hisor her classes. All plans are to receive prior gpprova of the department
chairperson.

Approved by the Council of Deans
1/28/92
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UNIVERSITY SYSTEM OF MARYLAND POLICY ON LEAVE WITHOUT PAY
FOR FACULTY

Il -2.20 - POLICY ON LEAVE WITHOUT PAY FOR FACULTY

(Approved by the Board of Regents, November 30, 1989)

Under certain conditions the President or designee may grant a faculty member leave of absence
without pay. A primary consderaion in award of leave without pay isthat it shal not
subgtantialy disrupt the academic program or unit of which the faculty member is part. Leave of
absence without pay ordinarily shal be granted if the purpose of the leave isto advance the
inditution=s mission of teaching, research, and service or to enhance the ability of the individua
to support that misson. Leave without pay may also be granted for persond or hedlth reasons.
In no case shdl aleave without pay extend beyond the termination of the individua=s term of
employment.

Thefollowing conditions apply to leave without pay:

1 To be digible for leave of absence without pay, a faculty member must be employed on a
continuing or term contract and must normally have been employed for at least two
semesters or twelve months prior to the beginning of the proposed leave. Continuation of
employment of the individua upon termination of the leave without pay must be the
expectation.

2. A leave without pay is ordinarily granted for no more than one full yeer.

3. Unless the President or designee stipulates otherwise, the period of leave without pay
shall not be counted as service toward the faculty member=s digibility for sabbatica
leave.

4, A faculty member on leave without pay may continue to participate in retirement,
medicd and hedlth programs, and other benefit programs only to the extent and under
such conditions as are permitted by each such program. Unless the President or designee
dipulates otherwise, any costs of such participation in benefits during aleave without pay
shdl be borne by the faculty member.

Each inditution shal develop procedures and guidelines for the implementation of this policy;
such procedures and guidelines shdl be filed with the office of the Chancellor.

Replacement for: BOR 111-10.00, 10.01, 10.02; AND BOT VII-G.2
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TOWSON UNIVERSTY POLICY ON LEAVE OF ABSENCE WITHOUT PAY

Policy

Under certain conditions the President or designee may grant afaculty member leave of absence
without pay. A primary congderation in award of leave without pay isthet it shal not
subgtantiadly disrupt the academic program or unit of which the faculty member ispart. Leave of
absence without pay ordinarily shal be granted if the purpose of the leave isto advance the
indtitution's mission of teaching, research, and service or to enhance the ability of the individud

to support that misson. Leave without pay may aso be granted for persond or health reasons.
In no case shdl aleave without pay extend beyond the termination of the individud's term of
employment.

The following conditions apply to leave without pay:

1 To bedigiblefor leave of aasence without pay, afaculty member must be employed on a
continuing or term contract and must normally have been employed for & least two
semesters or twelve months prior to the beginning of the proposed leave. Continuation of
employment of the individud upon termination of the leave without pay must be the
expectation.

2. A leave without pay is ordinarily granted for no more than one full year.

3. Unless the President or designee stipul ates otherwise, the period of |eave without pay
shdl not be counted as service toward the faculty member's digibility for sabbatica
leave.

4, A faculty member on leave without pay may continue to participate in retirement,
medicd, and hedth programs, and other benefit programs only to the extent and under
such conditions as are permitted by each such program. Unless the President or designee
dipulates otherwise, al costs of such participation in benefits during aleave without pay
shdl be borne by the faculty member.

Procedures

A faculty member applying for aleave of absence without pay must submit arequest to the
department chairperson six months in advance of the start of the proposed leave. Exception for
less than six months may be made a the discretion of the President. The request must state
clearly the reason for the proposed leave. The department chairperson forwards the request with
arecommendation to the dean of the college who forwards it to the Provost who makes afind
recommendation. The request, if gpproved, is forwarded to the President for approval.
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The Maryland State Retirement/Penson System grants members on a qualifying leave of
absence the death benefit and other benefits afforded to active members without cost. Leaves of
absence for persond illness, maternity (including adoption), and study and service that is
government sponsored and/or subsidized are the only types of leave gpproved as qudifying. The
member must complete an " Application to be Placed on a Qudifying Approved Leave of
Absence’ form, available in the Office of Human Resources. A member who does not return to
active membership within one year from the expiration of such leave shal abandon al rightsfor
claming membership service credit. Members of the Retirement System may purchase
membership service credit for the term of the approved qudified leave of absence at any time
provided they have completed an " Application to be Placed on a Qualifying Approved L eave of
Absence' form prior to the leave.

Members of the Penson System on a qudified approved leave of absence will continue to earn
eligibility and creditable service based on the norma and standard hours reported prior to the
leave. If annud sdary exceeds the socia security taxable wage base during the leave period, a
deficiency will be placed in the member's account for the contribution not received. This
deficiency can be diminated by written request to the Pension System and payment of the
required 5% of annua sdary above the socid security wage base plusinterest compounded at
5% per annum.

Prior to going on leave, the faculty member must contact the Office of Human Resourcesto
arange continued participation in retirement, medical and hedlth programs, and other benefit
programs to the extent they are permitted.

Privileges, benefits, and opportunities of afaculty member on leave of absence without pay,
including the credit of the time to the accrua requirements for tenure or sabbatica leave, shal be
granted only upon prior approva of the President.

A faculty member on leave of absence who wishes to resgn must notify the Provost in writing
prior to May 15 unless the faculty member's contract provides otherwise.

Approved by the President
6/19/92
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MODEL LETTERS CONCERNING STUDENT BEHAVIOR

Name
and
Address

Dear ,

Y our behavior (cite specifics) is unacceptable. 1 am imposing the following
sanction:

(cite sanction)

If you fed that this action is an aoridgment of your rights, you may take your gpped to the
Chairperson of this Department, (name) , and thento (name) , the Dean
of the College. Y our find gpped is through the Office of Judicid Affarsto the Screening
Committee for possible review by the University Adjudication Committee.

Sincerdy,

FACULTY MEMBER

cc: Office of dudicid Affars
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Name
and
Address

Dear ,

Y our behavior (cite specifics) is unacceptable and aviolation of the Towson
Universty Judicid Code. | am referring this matter to the Office of Judicid Affarsfor possble
further adminidtrative action.

You will be notified of the details regarding the convening of ahearing to investigate these
charges.

Sincerdly,

FACULTY MEMBER

CC: Office of Judicid Affars

Approved by the Vice President for Student Life
8/15/83
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TOWSON UNIVERSITY POLICY ON NON-CREDIT ACTIVITIES
Introduction

Any non-credit activity sponsored by a unit of the Divison of Academic Affairs of Towson
Univergty shal conform to the mission of Towson University and shal be an appropriate
educationa outreach for the sponsoring unit. Specificaly, anon-credit activity should provide
an opportunity for individuas and groups to gain knowledge, skills, and/or gppreciation for
lifdong learning. Non-credit activities should assist individuds in understanding their
relationship to the nature of an ever-changing world more broadly.

Towson University, as a comprehengve inditution of the University System of Maryland, bears
amgor responghility for continuing education outreach to its communities. This document
outlines academic, adminigtrative, and fiscal respongbilities for al non-credit activities

sponsored by a school/college, academic department, center, indtitute, or other unit of the
Divison of Academic Affairs of the Universty. Policies and procedures governing the conduct
of these activities are set forth. Exceptions to the policies and procedures presented must be
approved in advance by the Provost. References to non-credit activity policies and procedures
pertain only to the Division of Academic Affairs of the Universty.

In this report, "sponsor” designates the college, academic department, center, indtitute, or other
unit of the Univerdity assuming respongbility for the event's content, organization, marketing,
adminigration, and/or academic qudity. The sponsorship must be clearly indicated on the
event's promotiond literature and publications. Events may be conducted in cooperation with or
may be supported by ingde (within the University) units or by outside (externd to the
University) agencies. An gppropriate University staff member or sponsor shdl be designated as
the Universty's representative in adl matters related to the organization and adminigration of al
non-credit activities conducted by outside agencies.

Classification of Non-Credit Activities

1 Type A--Universty Service
Type A activities anticipate that the University or its personnd will be the primary
recipients of benefits accruing from the offering of these programs. These activitiesare
sponsored by the University and
a are presented for University personnd,

b. are presented for University personnd and persons invited to the campus to assist
the Univergty in aprogram,
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C. are held to expedite the dissemination of information by University departments
or related units as specified by legidation or directive, or

d. areamed a fulfilling adirect obligation as an indtitution of the Universty
System of Maryland.

Type B--Public Service

Type B activities anticipate thet the community or generd public will be the

primary recipients of benefits accruing from the offering of these programs. This
category appliesto programs which are not adirect University obligation, but are
sponsored by a school/college, academic department, center, indtitute, or other

unit of the University, and conducted by University personnd for persons or groups with
whom they wish to cooperate, such as

a public interest and governmental groups,

b. non-commercid and nortprofit groups,
C. professona and scientific societies whose interests relate to the University's

educational or research programs, or

d. annua conferences of State, regiond, and nationd societies of interest to the
Universty.

Type C--Individud Service

Type C activities anticipate that an individua or the organi zation represented will
be the primary recipients of the benefits accruing from the offering of these
programs. This category appliesto programs, not classified as Type A or Type B,
sponsored by a college, academic department, center, ingtitute, or other unit of the
Univergity, and conducted by Universty personnd for individuals or
representatives of organizations, such as

a business and industrid companies,

b. gpecid interest associations, or

C. other groups mainly concerned with the promotion of saf interests.

Type D--Specid Arrangement Mestings
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Type D activities anticipete that the Universty, the public, the individud, the
organi zation represented, or dl of these may be the primary recipients of the
benefits accruing from the offering of these programs. This category includes all
other programs sponsored by colleges, academic departments, centers, inditutes,
or other units of the University, and are

a activities conducted by groups or organizations utilizing the University's unique
physica facilities for conducting their own education programs, or

b. activities which, because of their unusual nature, may not be classfied as Type A,
TypeB, or Type C.

This classfication sysem relates to dl non-credit activities as defined herein and sponsored by
the Divison of Academic Affars of Towson University. All non-credit activities, regardless of
type, shdl be appropriate to the missons of Towson University and the sponsoring
organization(s).

Organization and Administration

Sponsors shdl be charged with the academic organization, administration, marketing, and
management of any non-credit activity initiated.

Sponsors shal be responsible for preparing and overseeing budgets, collecting fees, scheduling
facilities, and serving asliaisonsin al adminidrative matters connected with the operation and
conduct of the activity.

When an activity isto be sponsored by more than one unit of the University, then the
respongibilities for the activity shdl be negotiated by dl sponsoring units. When an activity is
co-sponsored or supported by an outside agency, the Univeraty unit shdl mantain control of
content and assume responsibility for academic quaity. (See " Towson University Policy on
Externd Use of the University's Name.")

Center and indtitute directors shall produce reports of the activities of the center, including al
non-credit activities for which revenue is generated. The report shdl be submitted to the dean on
aperiodic basis, to be determined by the dean and center director, but at least annudly. The
report shdl include alist of dl non-credit activities, by type (A, B, C, or D) in order to convey a
sense of the type of audiences served, aswell as the focug/direction of the center.

Procedures
The position of Assstant Vice President for Academic Development was created by the Provos,

in part to assist sponsors of non-credit activity. This officeis charged with the review of al non
credit activity proposals by University centers and ingtitutes. 1t provides budget review and

6-90



TU/Non-Credit Activities 6-91

assigtance, aswdl as oversight of types of offerings (Types A, B, C, and D) in an effort to
prevent unnecessary duplication. Additionaly, this office ensures that proposed activities are
congstent with the mission of the University and supportive of the externa image that the
inditution is gtriving to promote within the larger metropolitan community.
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Centers and ingtitutes will complete a™ Specid NonCredit Program Proposal” for each norn+
credit activity under consideration for ponsorship. The proposal requests pertinent program
information and includes a budget plan to be completed by the sponsoring unit. The "Specia
NontCredit Program Proposa™ must be signed by the proposer, the department chairperson or
unit head, and the gppropriate dean. If Continuing Education Units (CEU) are requested, the
proposa must be signed by the Dean of the College of Graduate and Extended Education. The
Assgant Vice Presdent for Academic Development will determine the diposition of the
proposed non-credit activity and will provide the sgnature for the Divison of Academic Affairs.

The Assigtant Vice President for Academic Development will send the College of Graduate and
Extended Education a copy of the "Specia Non-Credit Program Proposal.” If the proposing
center or indtitute (or other unit) and the College of Graduate and Extended Education should
deem that it is mutualy beneficia to work together on the proposed non-credit activity, specia
arrangements will be made by the two entities to distribute responghilities, including the
planning, marketing, and administering of the program, as well as costs and revenue.

The College of Graduate and Extended Education sponsors non-credit activities on a year-round
basis, serving business and industry, professond and government organizations, and community
groups. The College of Graduate and Extended Education runs many noncredit activitiesasa
sole-sponsor and aso works closely with academic departments and centers in co- §ponsoring
selected activities. Any such agreement between a sponsoring unit and the College of Graduate
and Extended Educetion is optiond.

Fiscd Operations

The financia operations of any sponsoring unit must be consstent with the policies of the
Universty System of Maryland and Towson University or the Towson University Foundation

In some instances, it may be deemed desirable, gppropriate, and/or necessary for the revenue
collected by a sponsor for its non-credit activities to use the State system for the establishment of
an account and payment of bills. All fiscal procedures must be consstent with State policies and
guiddines. (See Adminidration and Finance Manud.)

In other ingtances, it may be deemed desirable, appropriate, and/or necessary to usethe
Foundation for the establishment of an account and payment of bills. All fisca procedures
utilized must be congstent with Foundetion policies and guiddines. (See Towson University
Foundation, Inc. Policies and Procedures.)

Directors of the sponsoring unit shdl identify the type of non-credit activity (Type A, B, C, or D)
and make a determination regarding the gppropriate location of the account based upon the
following congderations.
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a source of income;
b. intended audience (Type A, B, C, or D);

C. Co-gponsorship condraints; and
d. anticipated revenue/over- attainment.

While it may be the ultimate god of a sponsor to become sdlf-sufficient, the primary purpose of
non-credit programs is to serve the needs of campus and outreach communities. However,
centers and indtitutes should gtrive to be salf-sufficient by the end of the first year of operation or
a period designated as appropriate by the dean, the Council of Deans, and/or the Provost.
Centers and ingtitutes should seek externd funding, to the extent possible, in order to operate as
Hf-supportive or semi-slf-supportive entities.

Ownership Rights

The University's policies and procedures covering the ownership of patents, copyrights, and
other rightsin inventions and in written and recorded materia shall govern the production and
digtribution of conference-related speeches, proceedings, recorded materids, and other
publications.

Approved by the Provost
12/21/90
Approved by the President's Staff
7/8/91
TEACHING LOAD
The faculty teaching load a Towson Universty reflects the centrdity of ingruction while

acknowledging the essentid role of researchy/scholarship/cregtive activity in facilitating learning.
The teaching load is congstent with the USM Faculty Workload and Responsibilities policy.
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TOWSON UNIVERSITY POLICY ON NOTICE TO STUDENTS
ON USE OF ANIMALSIN INSTRUCTION

In accordance with federd laws and regulaions, Towson Universty, through its Ingtitutiond
Anima Care and Use Committee, reviews the use of animas in teaching to assure compliance
with the standards established by the United States Department of Agriculture and the Nationd
Ingtitutes of Hedlth for the humane trestment of animas. The Universty makes every effort to
minimize the use of animas and seeks aternatives whenever gppropriate. While Towson
Univergity recognizes that some students may believe that use of anima's as teeching toolsis
inhumane, certain curricula require the use of animals as a necessary part of ingtruction.
Accordingly, where the use of animasin class demongrations or experimentsis a requirement
for successful completion of any course, as determined by the department, the student will be
obliged to comply with those requirements as et forth by the instructor in the course syllabus.
The Univergity shdl not provide optionad procedures for students who do not comply with course
requiremerts.

If acourse requires the use of animas in class demondrations or experiments, the syllabus shall
specificdly state that animaswill be used in class demondrations or experiments and that such
useisarequirement for successful completion of the course. Notice of this requirement shal be
made a part of the course description and shdl be placed in the University catalog.

Approved by the Council of Deans
4/20/92
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TOWSON UNIVERSITY POLICY ON
OFF-LOAD TEACHING AND OUTSIDE EMPLOYMENT
BY FULL-TIME FACULTY

Off-load Teaching

Consgtent with University System of Maryland policy, Towson Universty faculty may teach a
maximum of two off-load courses at Towson University or at other public or private inditutions
during the academic year (excluding summer and minimester). Teaching both off-load courses
in the same semester may be done only with the express written permission of the dean of the
college.

No off-load teaching, at the University or elsewhere, is permitted to afaculty member on
sabbatica unless such teaching is specificaly included in the faculty member's gpproved
sabbatical plan.

Outside Employment

Conggent with University System of Maryland policy on full-time faculty members
respongibilities to the Univergity, Towson Universty policy requires that a faculty member
engaging in consulting, private practice, or other outside employment during the regular
semedters receive explicit written permission from the dean of hisher college, acting asthe
Presdent's designee, at least annually in order to engage in such activities. For that purpose,
each full-time faculty member must submit to his’her college dean no later than September 30
each year a completed and sgned "Faculty Off-load and Outsde Employment” form. If during
the course of the academic year afaculty member wishes to undertake any additiona
compensated activity or increase the number of hoursin any activity dready reported, he/she
must submit a new and complete "Faculty Off-1oad and Outside Employment” form for hisher
dean's gpprovd before making such a change.

All full-time faculty members must submit an initid "Faculty Off-load and Outside

Employment” form each September, whether or not they intend to engage in outside or off-load
compensated activities. Deans offices will distribute the forms at the beginning of each fdll
semester; for those faculty members whose outside or off-1oad activities require specific written
permission of the dean, deans will provide by October 15 each year individua written
confirmation that they have approved or disapproved the activities projected by each faculty
member in that college.

Note: No faculty member will be authorized to engage in consulting, private practice, or other
compensated employment in a semester in which he/she teaches off-1oad.

Approved by the Council of Deans
7/6/89

Approved by the President
4/20/92
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TOWSON UNIVERSITY GUIDELINES ON USE OF
PRAYER OR OTHER RELIGIOUSACTIVITIES

Towson University reaffirms the freedom of students, faculty, and staff to exercise rdigious
choice; therefore, the University does not legidate nor bind with policy its support for this most
necessary freedom. Towson Univerdty aso reaffirms that students, faculty, and staff served
have the right to have their religious needs met. The campus ministries exist & Towson asa
sarvice to the entire campus community. Therefore, minidries are self-determined by their own
credtivity and the needs of their condtituencies. Space for religious servicesis obtained through
normd channds.

Towson University does not encourage official use of prayer or other religious practices at
University-sponsored events. Questions regarding the appropriateness of a prayer or religious
practice, or the wording of a particular prayer, may be referred to the Fair Practices Officer.

Approved by the President
4/21/93
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TOWSON UNIVERSITY POLICY ON THE PRESERVATION
OF ITEMSOF HISTORICAL INTEREST

All adminidrative officers of the Univergty, including officers of ingtruction of whaose regular or
occasiond performance of adminigtrative duties puts them in possession of files, records, or
documents pertaining to their officid duties, shal observe the following regulations:

1 The archives of Towson University shdl include the manuscripts and printed materid
produced by the operations of the University, meaning (1) files of letters sent and
received, (2) recordsin book form such as minutes, memorandum books, ledgers,
journas, cashbooks, vouchers, (3) mimeographed and offset materia, (4) photographs
and architectural drawings and blueprints, and (5) matter printed for officiad uses.

2. The archives of the officd activities of Universty officers and offices, including
departments of ingtruction and specia programs, shdl be the property of the University.

3. Such property shal not be destroyed without the approva of the University Archivigt and
the officer in charge of the office where it accumulates.

4, The Univeraty Archivig shdl advise archives-creating offices on the preservation of
records, on the disposal of usdess materid in their custody, and on the orderly transfer of
records to the Universty Archives

5. The officer in charge of each office shdl be the judge asto how long it is convenient to
hold archival materid in that office under direct control.

6. All archiva materid, when no longer wanted in the office to which it pertains, shdl be
transferred to the University Archives.

7. The officer who authorizes transfer of materid to the University Archives and the
Universty Archivigt shal determine the conditions of access to the materid onceit is
located in the Archives, except as otherwise determined by the President.

8. The Univeraty Archivig shdl protect archiva materid deposited in the Univeraity
Archives from mutilation and destruction and shdl keep it in such arrangement thet it is
accessible to authorized persons when the Archives in open for use.

9. Should any difference arise between any of the foregoing items and Title 10, Subtitle 6 of
the volume of the Annotated Code of Maryland entitled " State Government,” the
provisions of the Annotated Code shall take precedence.

Approved by the President
7/2/91
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UNIVERSITY SYSTEM OF MARYLAND POLICY ON
PROFESSIONAL COMMITMENT OF FACULTY

Il - 3.10 - POLICY ON PROFESSIONAL COMMITMENT OF FACULTY

(Approved by the Board of Regents, November 30, 1989)

COMMITMENT TO THE INSTITUTION

With the acceptance of a full-time faculty gopointment in the Universty System of
Maryland, one makes amgor professona commitment to the misson and gods of the
inditution and its students with the misson and gods of the ingtitution and its sudents
with the essentid components of ingtruction; student direction and advisement; research,
professond, public and ingtitutiona service; and adminigtration. These vary in ther
relative distribution of time according to the particular taents and interests of the faculty
member and the needs of the academic unit as determined by the department chair or
other responsible administrator.

Consulting or professond services rendered within the condituent inditution during an
appointment period may not carry a stipend except with the advance approva of the
President or designee’

. EXTERNAL COMMITMENTS

Professona consulting and other externd professona activities, whether income-
producing or not, may be undertaken only when it is assured that dl responsbilities
associated with the individua=s pogtion are fully satisfied and will continue to be met.
Ordinarily, these activities shal be undertaken only when their performance gives
promise of enhancing professiond standing of the individua or contributing to the
fulfillment of the misson of the inditution.

! For purposes of this policy, unless otherwise stipulated, in the case of afaculty appointment
that isjointly held in more than one indtitution Athe President @means the chief executive officer
of the indtitution in which the mgority of the gppointment resides.
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The following standards (A and B, below) apply to dl faculty members of the University
System of Maryland, whether the gppointment is full-time or part-time.
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A. Professona Conaulting

1. Consulting or professona services which carry astipend and are rendered
to another indtitution in the University System or another State agency in
Maryland require the advance gpprova of the Presdent or designee of the
faculty member=sinditution.

2. A faculty member may not make substantid use of the physical resources
of hisor her inditution in connection with consulting activities unless the
inditution is reimbursed in accordance with prior arrangements, or unless
such reimbursement is waived by the President or designee of the affected
indtitution.

3. A faculty member shdl not convey endorsement by the inditution or the
Universty System of the recommendations or results from his or her
conaulting activities.

4, No individud shdl enter into any agreement in the pursuit of consulting
services which conflicts with the University System policy on intellectud
property without the written waiver or consent of the Chancellor or
designee.

B. Conflict of Interest and/or Commitment

Although externd activities enhance the inditution and the University System of
Maryland, they aso bring with them the potentia for conflicts of interest and
conflicts of commitment. A conflict of interest arises when the faculty member
influences, or isin apostion to influence, the inditution=s decisons for persona
financid gain or benefit. A conflict of commitment Stuation arises when outsde
activities subgtantialy interfere with the person=s obligation to students,
colleagues, or the inditution.

1 It is recognized that some Situations carry the potentid for conflict, while
not manifesting an actud conflict because of careful atention to ethicson
the part of the faculty member and the indtitution. In instances where a
conflict or gppearance of conflict of interest may arise in the context of the
State Ethics Law, an advisory opinion should be obtained from the State
Ethics Commission.?

The Maryland Public Ethics Law (Article 40A of the Maryland Annotated Code) provides
that a State officia or employee cannot be employed by, or have afinancid interest in, any entity
which is negotiating or has entered into a contract with the State agency or indtitution where he
or sheisemployed. (Section 3-103(8)(2)(i).) The Maryland Public Ethics Law similarly barsa
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State officid or employee from holding any other employment relationship which would impair
the impartidity and the independence of judgment of an officid or employee. (Section 3-
103(a)(1)(ii).) The Public Ethics Law defines Afinancid interests@es:

1) ownership of any interest as aresult of which the owner has received, over the
past three years, or is presently receiving, or in the future is entitled to receive,
more than $1,000 per year, or

2 ownership, or the ownership of securities of any kind representing or convertible
into ownership, of more than 3% of abusiness entity. (Section 1-201(m).)
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2. In Stuations which have the gppearance of conflict, afaculty member
must inform the department chair or other gppropriate administrator,
according to indtitutional procedures.

1. APPLICATION

A. Nothing contained in this policy shal be construed as imposing any obligations
on faculty members to the indtitution or to the Universty System beyond those
required by law or contract, nor as adding any grounds for termination of afaculty
gppointment beyond those stipulated in the policies governing faculty
appointments, ranks, and tenure, as approved by the Board of Regents.

B. Each inditution of the University System of Maryland shdl develop and publish
procedures to implement this policy. Such procedures shdl include provisions for
regular reporting by faculty membersto the indtitution on dl outsde professond
consulting and externa professiond services.

Replacement for: BOR 111-2.30, 14.40, 14.41; V1-20.02; and BOT VII-H, VII-K.5,, VII-K.6



Reproduction of Copyrighted Material for Classroom Use 6-103

TOWSON UNIVERSITY POLICY ON PUBLICATIONSAND PUBLIC RELATIONS

All mgor Univergity publications directed to an external audience are vetted by the Office of
University Rdations. All news releases, publicity, and media contacts must be arranged through
thisoffice. The Director of the Office of University Relations has been designated by the
Presdent asthe officia spokesperson for the University. Universty Relations staff members are
available for consultation with administrative and academic departments, student organizations,
and faculty members regarding public rdations, and publicity.

The Office of Desgn and Publications is responsible for University publications prepared for
off-campus use or for wide on-campus digtribution. The Office of Desgn and Publicationsis
aso designated as the on-campus clearinghouse for the State Book Depository. Twenty-five
copies of dl publicationsintended for students, parents or any off-campus distribution must be
forwarded to the Office of Design and Publications in accordance with State regul ations.

The Office of Design and Publications produces camera-ready graphic art for University-
approved publications that are appropriate for the University in terms of quality, effectiveness,
and budget.

The Office of Design and Publicationsis responsible for the standards regarding use of Towson

Univerdty'slogo and its nondiscrimination compliance satement,
which must be printed in dl '% S publications prepared for off-campus use
or for wide on-campus digtribution as shown below.

TOWSON

UHIVERSITY

Towson Universty isin compliance with federal and State regulations regarding
nondiscrimination on the basis of race, color, nationa origin, religion, sex, marital satus, age,
politica affiliation, veteran status, condition of handicap, or other prohibited reason. For further
information, contact the TU Office of Fair Practices or S. Guckert, 504 Officer, (410) 830-2000.
The University does not discriminate on the basis of sexud orientation.

Approved by the Vice Presdent for Inditutionad Advancement
5/23/93
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TOWSON UNIVERSITY POLICY AND GUIDELINESFOR THE
REPRODUCTION OF COPYRIGHTED MATERIAL FOR CLASSROOM USE

The copyright law of the United States, Title 17, United States Code, (the Act) governs, among
other things, the photocopying of copyrighted materiads. If awork is protected by copyright, in
most cases, it is Copyright infringement, without appropriate permission, to: (1) photocopy more
than one article or other contribution to a copyrighted collection or periodical, or more than a
small part of any other copyrighted work, or (2) photocopy at the same time or at different times,
more than one copy of any such article, contribution or smdl part. Photocopies madein
violation of the copyright law may result in money damages.

The Act permits photocopying of copyrighted materid, without obtaining permisson, where the
"far usg" exclusion defined in Section 107 of the Act ismet. Pursuant to thisexclusion, an
agreement was reached among educationa, author and publisher organizations and accepted by
congressond committees setting forth guiddines for classroom copying by faculty. Attached to
thispolicy isthe AGREEMENT ON GUIDELINES FOR CLASSROOM COPYING IN NOT-

FOR-PROFIT EDUCATIONAL INSTITUTIONS setting forth agreed upon criteriafor fair use.
This policy incorporates these guidelines.

Where photocopying of protected materia is done for classroom use and does not meet the
criteriafor fair use as provided in the attached Agreement, then permission to photocopy the
materid must be obtained as required by the Act. Because faculty requests for photocopying are
meade through the University's Bookstore, the Bookstore shdl obtain the required permission to
make the requested photocopies, where photocopying requests do not meet the criteriafor fair
use as provided in the following agreement.

6-104
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AGREEMENT ON GUIDELINESFOR
CLASSROOM COPYING IN NOT-FOR-PROFIT
EDUCATIONAL INSTITUTIONS

The purpose of the following guiddinesisto sate the minimum standards of educationd far use
under Section 107 of H.R.2223. The parties agree that the conditions determining the extent of
permissible copying for educationa purposes may change in the future; that certain types of
copying permitted under these guiddines may not be permissible in the future; and conversdly,
that in the future other types of copying not permitted under these guiddines may be permissible
under revised guiddines.

Moreover, the following statement of guiddinesis not intended to limit the types of copying

permitted under the standards of fair use under judicia decison and which are stated in Section

107 of the Copyright Revison Bill. There maybe ingancesin which copying which does not fall

within the guiddlines stated below may nonethel ess be permitted under the criteria of fair use.
GUIDELINES

Sngle Copying for Faculty

A single copy may be made of any of the following by or for faculty at hisor her
individua request for his or her scholarly research or use in teaching or preparation to
teach aclass.

A. A chapter from a book;

B. An article from a periodica or newspaper;

C. A short story, short essay or short poem, whether or not from a collective work;

D. A chart, graph, diagram, drawing, cartoon or picture from a book, periodica, or
newspaper.

. Multiple Copiesfor Classroom Use

Multiple copies (not to exceed in any event more than one copy per pupil in acourse)
may be made by or for faculty giving the course for classroom use or discussion;
provided thet:

A. The copying meets the tests of brevity and spontaneity as defined below; and,

B. Mests the cumulative effect test as defined beow; and,
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C. Each copy includes a notice of copyright.
DEFINITIONS:
Brevi

(i) Poetry: (8 A complete poem if lessthan 250 words and if printed on not more than
two pages or, (b) from alonger poem, an excerpt of not more than 250 words.

(i) Prose: (a) Either acomplete article, story or essay of less than 2,500 words, or (b)
an excerpt from any prose work of not more than 1,000 words or 10% of the work,
whichever isless, but in any event aminimum of 500 words.

[Each of the numerica limitsstated in "1™ and "ii" above may be expanded to permit the
completion of an unfinished line of a poem or of an unfinished prose paragraph.]

(i) Nlustration: One chart, graph, diagram, drawing, cartoon or picture per book or
periodica issue.

(iv) "Specid Works': Certain worksin poetry, prose or in "poetic prose’ which often
combine language with illustrations and which are intended sometimes for children and at
other times for amore generd audience fal short of 2,500 wordsin their entirety.
Paragraph "ii"" above notwithstanding such "specid works' may not be reproduced in
their entirety; however, an excerpt comprising not more than two of the published pages
of such speciad work and containing not more that 10% of the words found in the text
thereof, may be reproduced.

ntanel
(1) The copying is at the ingtlance and inspiration of the individua teacher, and
(i) Theinspiration and decison to use the work and the moment of its use for maximum
teaching effectiveness are o close in time that it would be unreasonable to expect a

timely reply to arequest for permisson.

Cumulative Effect

(i) Thecopying of the materid is for only one course in the schoal in which the copies
are made.

(i) Not more than one short poem, article, story, essay or two excerpts may be copied
from the same author, nor more than three from the same collective work or periodical
volume during one class term.



(iif) There shdl not be more than nine ingtances of such multiple copying for one course
during one classterm.

NOTE: [The limitations stated in "ii" and "iii" above shdl not goply to current news

periodicals and newspapers and current news sections of other
periodicals]

Prohibitionsasto | and || Above

Notwithstanding any of the above, the following shdl be prohibited:

A.

Copying shall not be used to creste or to replace or substitute for anthologies,
compilations or collective works. Such replacement or substitution may occur
whether copies of various works or excepts therefrom are accumulated or
reproduced and used separately.

There shdl be no copying of or from worksintended to be "consumable” in the
course of study or of teaching. These include workbooks, exercises, slandardized
tests and test booklets and answer sheets and like consumable materid.

Copying shdl not:

(@D} substitute for the purchase of books, publishers reprints or periodicals,

2 be directed by higher authority

3 be repeated with respect to the same item by the same faculty member
from term to term

No charge shall be made to the student beyond the actua cost of the
photocopying.
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COPYRIGHT RESOURCE CENTER

The Copyright Resource Center is located on the first floor of the University Union outside of
the Univeraty Store. Please vidt or call Extenson 2324 and ask for the Copyright Specidist for
those who would like to prepare a course packet(s) for your clasy(s). The Copyright Specidist
will assst you in obtaining permission(s) and in the planning of your course packet(s) for
printing. These course packet(s) would then be sold to your students at the University Store
along side any other textbooks you requested.



TOWSON UNIVERSTY POLICY ON THE
SALE TO STUDENTS OF INSTRUCTIONAL MATERIALS
FROM WHICH A FACULTY MEMBER MAY EARN MONETARY GAIN

The University respects the academic freedom of the individua faculty member and recognizes
scholarly achievement through publishing. Y et to avoid any exploitation of sudents for the
monetary gain of the faculty member, the required purchase by students of faculty-authored
materids in courses and the sde of materiasto students by faculty shall be governed by the
following guiddinesin order to protect both students and faculty:

1 The University adheres to the American Association of University Professors (AAUP)
policy on the ethics of faculty, as outlined in the " Statement on Professiond Ethics" page
133, in the AAUP Policy Documents and Reports, 1984 edition.

2. The department, department chairperson, or a department committee shal review and
gpprove the use or sde of the materials outlined below to determine ther indructiona
value.

3. Upon approva, the department shal forward the necessary documentation outlining the
ingructiond vaue of the materid to the appropriate college dean who will keep the
documents on file.

4, In the case of the sdle of materid by faculty to sudents, the documentation submitted to
the college dean by the department shall include, in addition to evauation of the
educationa value of the materid, certification of the cost to students. The documentation
shdl dso include a procedure by which the faculty member shal receive the money
without it being given directly to the faculty member by the student.

5. The indructiona materias which must be evduated include:

a Materias written by Towson University faculty which have been published by a
commercia publishing company or auniversity press and which will beused in
courses a Towson University.

b. Materias written by Towson University faculty which have been independently
printed a Towson Universty or e sawhere and which will be used in courses at
Towson Universty.

C. Materids which have been acquired by Towson University faculty for sdeto
students who are taking courses a Towson Universty.

Approved by the University Senate
5/11/83
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USM POLICY ON THE SCHEDULING ACADEMIC ASSIGNMENTS
ON DATES OF RELIGIOUS OBSERVANCE

I -5.10 - POLICY CONCERNING THE SCHEDULING OF ACADEMIC
ASSIGNMENTS ON DATES OF RELIGIOUS OBSERVANCE

(Approved by the Board of Regents, January 11, 1990)

It isthe palicy of the Board of Regents that the academic programs and services of each
ingtitution shdl be avallable to dl qudified sudents who have been admitted to its programs,
regardless of ther rdigious beliefs. Students shal not be penaized because of observances of
their religious holidays and shdl be given an opportunity, whenever feasible, to make up within
areasonable time any academic assgnment that is missed due to individud participation in
religious observances.

Each indtitution shdl develop written policies and procedures for the implementation of this
policy. Theinditution=s policy in this matter shal be published regularly in the gppropriate
faculty and student media and other reasonable steps shdl be taken to disseminate adequately
this information to dl members of the inditution=s community.

Replacement for: BOR 1-2.00 and 1-2.01

6-110
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TOWSON UNIVERSITY POLICY ON SMOKING

Executive Order 01.01.1992.20 of the Governor of the State of Maryland has
been enacted by the Presdent as the Policy on Smoking for Towson Universty, effective
November 23, 1992.

THE STATE OF MARYLAND
EXECUTIVE DEPARTMENT

EXECUTIVE ORDER
01.01.1992.20

Executive Agency Policy on Smoking
(Rescinds 01.01.1987.13)

WHEREAS, Scientific evidence document that smoke from cigarettes, cigars, and pipesis
harmful both to the hedlth of individuas who do not smoke aswell as those who do;

WHEREAS, Environmental tobacco smoke (second hand smoke) is a proven cause of cancer
in

nonsmokers,

WHEREAS, Environmenta tobacco smoke can worsen cardiac, respiratory, and adlergic
conditions both in individuals who do not as well as those who do smoke; and

WHEREAS, Itisthe respongbility of the State to promote a hedthy and safe environment for
al employees and individuas who conduct businessin, livein, or vist State offices or
fadlities

NOW,

THEREFORE, |, WILLIAM DONALD SCHAEFER, GOVERNOR OF THE STATE OF
MARYLAND, BY VIRTUE OF THE AUTHORITY VESTED IN ME BY THE
CONSTITUTION AND LAWS OF MARYLAND, HEREBY RESCIND EXECUTIVE
ORDER 01.01.1987.13 AND PROCLAIM THE FOLLOWING EXECUTIVE ORDER,
EFFECTIVE OCTOBER 1, 1992:

A. Smoking Policy. To provide a hedthful environment in buildings and vehicles occupied
by State of Maryland agencies and employees, dl employees, clients, and vistors are
expected to comply with the following:

1. Smoking Prohibited. Except as provided in paragraph A.(3)(a), smoking or
carrying any lighted tobacco product is prohibited in al State buildings and
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facilities, in dl space leased or rented by the State, and in government operated
shuttle buses.

State Vehicles. State employees are strongly encouraged to refrain from smoking
in State vehicles and may not smoke when other nonsmoking passengers are
present in the vehicle.

Facilities Housing Clients, Patients, Inmates, and Wards of the State.

a A State officid or employee in charge of a State facility may prohibit or
limit smoking by residents of the fadility if:

1) The prohibition or regtriction promotes fire safety, the protection of
the health of employees, or otherwise contributes to the proper

management of the fadility; and

2 The prohibition or redtriction is consistent with the safety and
welfare of the resdents, employees, or vistors.

b. The State officid or employee in charge of a State facility shal make
reasonable accommodation for an employee who objects to working in an
areawhere smoking by residentsis permitted.

Leased Housing. This order does not apply to any structure located on State
property that is leased or rented as aresidence to a State employee or other
individud who is not the respongbility of the State.

Legidative and Judicid Branches of State Government. This order does not
apply to the ground and first floor of the State House and spaces assigned to the
legidative and judicia branches of government. However, the legidative and
judicid branches are caled on to establish smoke free environmentsin those work
spaces.

B. Implementation and Enforcement of Smoking Policy.

1

Smoking Policy Implementation Committee. The Secretary or Director of each
department or agency, including al Boards, Commissions, Departments, and
State Colleges and Universities, shal establish a Smoking Policy Implementation
Committee.

Implementation of the Smoking Policy. The Smoking Policy Implementation
Committees shall develop procedures for making employees and clients aware of
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the policy and for providing information on smoking cessation programs to
smokers who wish to quit.

3. The Department of Human Resources shdl coordinate and offer smoking
cessation classes through the State under the Club Maryland Program.
4, Enforcement of Smoking Policy.

a All employees share in the responghility for adhering to and enforcing
this palicy, and have the responghbility for bringing it to the attention of
vigtors. Each agency or department shdl desgnate an individud in the
personnel unit to address any conflicts that may arise.

b. An employee found to be in noncompliance shal:

@ For afirg offense, be directed to the personnel unit for counsding
on the provisions of this Executive Order and referrd to the
Wdlness Program;

2 For a second offense, be required to attend a smoking education
program sponsored by Club Maryland,

(3). For athird offense, recaive awritten reprimand; and

4 For afourth or subsequent offense, be disciplined in accordance
with State progressive discipline procedures.

Employee or client concerns about their treetment under this policy or problems arising
from the implementation of this policy shdl be resolved by the personnd unit designee
with the advice and assstance of the Smoking Policy Implementation Committee. Inthe
development of specific guideines or the resolution of specific problems relating to the
State's smoking palicy, the Committee shal give priority to the needs of nonsmokers.

GIVEN Under My Hand and the Great Sedl of the State of
Maryland, in the City of Anngpolis, this 3rd day of
September, 1992.

William Dondd Schaefer
Governor

ATTEST:

Winfidd M. Kdly
Secretary of State



Solicitation of Advertising 6-114

TOWSON UNIVERSITY POLICY ON SOLICITATION OF ADVERTISING

Because the Division of Indtitutional Advancement is responsible and held accountable by the
Presdent for dl externd affairs of the University and, specificdly, for contacts which can affect
the image of the indtitution and/or result in monies being generated for the Univergty (either
through advertisng or donations), find authority for the interpretation of the University's
advertising policy is delegated by the President to the Vice President for Ingtitutiona
Advancement. As some advertisers do not view Univerdty advertisng as a preferred means of
gpending their advertisng budget, but rather view it as a contribution, strict adherence to this

policy is required.

Thispalicy gopliesto dl forms of advertiang solicitations, including such things as programs,
caendars, novelty items, and yearbooks. This policy exigts to insure that advertisersin various
University publications and on dl other types of merchandise are not subjected to multiple or
unauthorized solicitation. The day-to-day implementation of this policy is managed by the
Director of Development.

When planning to solicit advertising, each department or organization must arrange a meeting
with the Associate Vice Presdent for Ingtitutional Advancement and Director of Development.
At that meeting, procedures to be followed under the policy will be reviewed.

Asagenerd policy, no independent or externd promoters will be alowed to use the University's
name in any form whatsoever. If an exception to this policy is desred, the request should be
directed to the University Relations Department, which will determine whether to proceed before
any agreement isreached. The contract developed as aresult of this agreement must be
approved by and bear the Sgnature of the Vice President for Administration or hishher designee.

Approved by the Vice Presdent for Ingtitutional Advancement
7127/94
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STUDENT RIGHTS

Student Rights of privacy, expression, non-discrimination, and non-harassment must not be
violated, but there are limits on those rights.

Posting Grades in any formet is not permitted.

Academic Records are accessible by students. Parents and legd guardians who can verify a
student's financia dependency have the right to review the student's academic record. Financia
dependency can be verified by submission of the parents/lega guardians federd tax returns. A
parent or legd guardian who requests a faculty member to provide information about a student's
record or class performance should be referred to the Judicid Affairs Officer, who will

determine whether the student is afinancia dependent and notify the faculty member. The
academic record is defined as the document on which achronologicd listing of the courses
attempted or completed by the student is maintained together with grades earned. This record
may aso include dates of admission, withdrawa, suspension, dismissa, readmisson, aswel as
contain persond demographic information on the sudent. The academic record dso includes the
gudent's admission folder, which is maintained by the Regigtrar's Office until one year after
graduation and contains official documents of admisson, withdrawa, dismissal or reingatement,
aswell as copies of decisons made by the Academic Standards Committee regarding any excep-
tions made on behdf of the student to existing academic regulations. This definition does not

refer to grade books, graded papers, or personad notes kept by faculty members. For additiona
information concerning record-keeping, see Undergraduate Catal og, "Towson Universty
Student Code of Conduct, Individua Rights and Responsihilities, Privacy,” and Undergraduate
Catalog, "The Family Educationd Rights and Privacy Act.”

STUDENT ABSENCE POLICY

A Student Absence Palicy should be established, printed in the course syllabus, and enforced by
each faculty member. It isthe respongbility of the student to determine and understand clearly

the faculty member's attendance policy. If astudent is absent and requests permission to make

up classwork or an examination, the faculty member has the right to request verification of the
reason for the absence.

Sudentsinvolved in events officidly recognized by Towson University* and who are formaly
representing TU are to be given the following consderation:
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1 Their absence from a class or class activity should be considered an excused absence
without peralty. Any additiona absences for reasons other than formal University
participation may be counted toward the number of unexcused absences alowed by those
faculty with published attendance policies. Students who plan to be active in events
officdly recognized by the universty are advised to miss no additiond classessif a dl
possible, and to discuss their involvement in these events with their indructors a or
before the beginning of class each semedter.

2. Any dass assgnments, including tests, quizzes, labs, papers, projects, etc., due or to be
done on the absence day are to be completed though an aternate arrangement agreed
upon in advance by faculty and student. It is noted that students are ultimately
responsible for the make up of any assgnments, tests, quizzes, labs, papers, projects, etc.

3. The coordinators of the various officidly recognized programs are to provide faculty a
listing of planned absence dates early in the semester, but no later than two weeks before
the absence (or, in the case of post season, intercollegiate athletics competition, not later
than the first class following the determination of the post season playing date). The
ligting will include officidly vaidated rosters of sudent participants, event dates, the
coordinator=s name and telephone number, and the name and telephone number of the
Associate Vice President for Academic Affairs. Coordinators of events are asked to
carefully plan such events to avoid, where possible, scheduling that consistently conflicts
with the same classes (for example, avoid scheduling events on the same day of the week
throughout the semester), and to advise the sudent participants in their events about any
unavoidable conflictsin order that students might choose dternative sections or courses
when registering for classes.

4, No less than one week before the scheduled absence (or, in the case of post season,
intercollegiate athletics competition, not later than the firgt class following the
determination of the post season playing date), students are to meet with the ingtructor
and initiate arrangements for making up any missed assgnments and/or class work.

*Officialy recognized events shdl be those so designated in their respective areas by the
Associate Vice President for Academic Affairs. Coordinators of events are to seek such
designation from the Associate Vice President at the earliest possible convenience in the
planning of such activities. Additiondly, the Sgnature of the Associate Vice Presdent for
Academic Affars shdl be used to vaidate the roster of student participants submitted by the
coordinator of the event.

Received by the University Senate
5/6/96
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TOWSON UNIVERSITY POLICY ON STUDENT EMPLOYMENT

Eligibility for Student Employment

A.

Academic Criteria

Undergraduate students making satisfactory academic progress as defined by the current
Undergraduate Catalog are digible for sudent employment. Graduate students who are
in good academic standing as defined by the current Graduate School Catalog are also
eigible for sudent employment. This includes new students who have no Towson
Universty quality point average during their first semester. Internationa students (those
on F-1 and J-1 visas) are not digible to work unless they are in good academic standing
as defined by the current Undergraduate Catalog or Graduate School Catalog.

Caution: Students who have less than a 2.00 cumulative quaity point average must
be counsdled by their employer. In these cases, the student's academic
success must be given the highest priority. Employers may consider such
optionsas. 1) reduced hours, 2) modified or flexible work schedules; 3)
temporary leaves of absence; 4) referral to Tutorid Services; 5) probation;
or 6) termination. A letter from the employer documenting the Situation
and any conditions stipulated must be sent to the student with a copy
maintained in the department's files.

Credit Load
1. Spring and Fall Semesters

No undergraduate or graduate student shal be employed in ether the regular
student help program or federd work study program in any spring or fall semester
in which that student is registered for fewer than 6 credits. Graduate students
with graduate ass stantships must be registered for at least one course during the
spring or fal semesters in which they are employed.

2. Summer and Minimester

Students who are enrolled for a summer session are digible for summer
employment. Students not taking classes in the current summer or minimester
term, but who were enrolled the previous semester or who are registered for the
following semester may be employed. New students who have returned their
enrollment contracts are digible for employment.
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C.  Vaificaion of Eligibility

Employing departments must verify sudent digibility for employment on campus.
Departments may use the "student employment eligibility form™ or a department form
which includes the same information to verify digibility for sudent employment.

Hours

Students will not be permitted to work in excess of 20 hoursin any week when classes or
examinations are in sesson for that full week. Students taking classes in the summer or
minimester will be dlowed to work up to 40 hours per week. Students taking classesin
the current summer or minimester term, but who were enrolled the previous term or who
are registered for the following semester, may work up to 40 hours per week.
Internationa students on an F-1 or J-1 visa may work no more than 20 hours per week.

1 Walver of Twenty Hour Maximum

Employers may waive the maximum hours limitation for students who have &
least sophomore standing and have a cumulative quality point average of a least
2.50 a Towson University. Students with freshmen standing and transfer
dudentsin ther firg semester are indligible for thiswaiver. Employers must
require a transcript or the most recent grade report to verify these criteria
Employers are urged to consult with the student's advisor before waiving
maximum hour limitations

On rare occasons it may be necessary for employers to waive the maximum

hours limitations for students whose qudity point averages are lower than the

2.50 minimum. In these cases, it will be the department head's responsibility to
alow exceptions where needed but to make every effort to insure that the students
are not jeopardizing their academic standing because of excessve work hours.
The following procedures must be followed:

a Employing supervisors shal submit written judtification to the department
heed for each ingtance in which a student will work beyond the 20 hour
maximum. The judtification should include a description of the
circumstances which require the additiond hours, the name of the
individua student involved, and the approximate number of hoursto be
worked in excess of the limit.

b. A copy of the written judtification and statement of gpprova will be
submitted with the time sheet for each of the students involved and will
become part of the officia records with a copy maintained in the

department.



C. The department head has the responsibility to determine whether these
exceptions are requested so often as to suggest the need for considering
other options such asincreasing the number of students employed or using
contractua employees.

d. No waiver may be granted to international sudentswith 1 or J-1 visss.

Salary

It isthe policy of Towson University that persons working within the same department
with equivalent duties and responsibilities and equivaent skills and experience shdl be
paid a the samerate. Student employees must be paid on a scale appropriate to the
nature of their job duties. Salary increases shal be based on performance appraisals. Not
al student employment positions provide promotiona opportunities.

Suggested Grievance Procedure

At the beginning of employment, al students should be advised, preferadly in writing,
that complaints of discrimination on the basis of race, color, sex, nationd origin,
disabling conditions, religion, age, sexud orientation, marital satus, politica affiliation,
or veteran status should be referred to the Office of Fair Practices. In addition, student
employees may file grievances limited to their specific work environment and the job
performed pursuant to the procedure outlined below.

Each supervisor and student employee must make a good faith effort to resolve employee
relaions problems asthey arise. In the event that these efforts fail, the sudent employee
shd| have the opportunity to present a grievance, limited to the specific work
environment and the job performed. If the grievant aleges discrimination under the
Americans with Disgbilities Act (1990) relative to the work environment or the job
performed, the Office of Fair Practices shdl be involved in resolving the complaint. Any
such grievance must be submitted in writing, within 30 days of the grievable issue or the
student's knowledge of the grievable issue. The grievable satement must include the
basis for the grievance and the remedy sought. The employee and supervisor shal meet
to discuss the grievance and within five (5) working days the supervisor shdl issuea
decison on the grievance. If not satisfied with that decision, the student employee may
submit the grievance in writing to the department head. If the supervisor is a department
head, then the grievance shall be submitted to the person to whom the supervisor reports.
The department head shdl respond to the goped in writing within five (5) working days
fallowing submission of the grievance. The sudent shdl have no further opportunity for

3ppedl.

Approved by the President's Staff
9/20/92
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ACCOMMODATIONSFOR STUDENTSWITH DISABILITIES

The Americans with Disabilities Act of 1990 is civil rights legidation that affects 43,000,000
Americans with disbilities The ADA gppliesto dl inditutions of higher education. Subpart E
of Section 504 of the Rehabilitation Act of 1973 contains more specific information regarding
post-secondary education compliance.

A person with adisability isan individud with a physicd or mentd imparment that
subgtantidly limits one or more mgjor life activities. Anindividud is consgdered a person with a
disability if he/she (1) has adisability (2) has a history of adisahility or (3) is perceived by
others as having a disability.

Towson Universty islegdly bound to prohibit discrimination in the recruitment process, the
admissions process and the educationd process of students with disabilities. Students with
documented disabilities are entitled to receive gpproved modifications, gppropriate academic
adjugtments or auxiliary aids that will enable them to participate in and have the opportunity to
benefit from dl educationd programs and activities.

Students must register with the Office of Disability Support Services (x2638). Students will
provide faculty with amemorandum from DSS listing gppropriate accommodations (e.g.
extended testing time, distraction free testing area, note takers, tape recorder, etc.).
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TOWSON UNIVERSTY POLICY ON
SUBSTANCE ABUSE FOR FACULTY, STAFF, AND STUDENTS

The use of controlled substances and the abuse of alcohol presents a serious threet to individua
health and everyone's safety. Moreover, the use of illegal drugs and the abuse of dcohol can
result in less than complete rdiability, stability, and good judgment which isinconsstent with
the standards set for the faculty, staff, and students of this University.

Towson University, as an employer, strives to maintain aworkplace free from the illegd use,
digtribution, or possession of controlled substances. Any person found to be participating in such
activity will be subject to adminigtrative disciplinary action, mandatory counsding and

trestment, and/or crimina proceedings.

The use, possession, and/or sde of illegd drugs are consdered violations of Towson Univerdty's
Student Code of Conduct, the faculty contract, and the terms of employment of adminigtrative,
classfied, and contractua staff. Faculty, students, and employees who use, possess, or sl
illegd drugs shdl be subject to discipline, including mandatory counsdling, suspension, or
dismissd from the Universty. The University will take disciplinary action based on reasonable
available information; such action will be independent of any civil or crimina processes
precipitated by the same incident and will follow the policies and procedures of the University
and the University System of Maryland Board of Regents.

In the workplace, use, possession, and/or sde of illegd drugs and controlled substances are dso
violations of State and federd laws for which individuas are subject to University disciplinary
processes and/or arrest and crimina prosecution.

These serious workplace situations must be handled in ways which ensure the protection of the
civil rights and handicapped rights of the accused, the trestment and rehabilitation of employees,
and the natification of the necessary adminidrative and legd authorities.

Specific procedures for reporting drug use, pendlties, and appedls are part of the Student Code of
Conduct, which is published in the Under graduate Catalog. Employee disciplinary measures
and gppedlsfor violations of this policy aswell as other policies of the University are part of the
Faculty Handbook, the Part-Time Faculty Handbook, and the Personnel Manual.

In addition to the University policy on substance abuse, dl employees of the University
including student employees are subject to the Maryland Governor's Executive Order
01.01.1991-16 on the Drug and Alcohol Free Workplace.

In accordance with federd legidation, Towson University's substance abuse policy will be
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distributed annually to al students® and employees through campus or United States Postal
Sarvice mall.
Furthermore, the student- athlete is additionaly subject to the Towson University Department of
Athletics Substance Abuse Policy. A copy of this palicy is available from the Department of
Athletics

Acknowledgment of Policy

All employees of the University will certify to the Office of Human Resources or the Payroll
Office that they have recelved a copy of this palicy.

Undergraduate, graduate, and non-degree undergraduate and graduate applications for admission
to Towson University will contain a statement to be signed by each new student. This signature
will acknowledge the drug and acohol abuse palicies of the Universty.

Education

In accordance with federd legidation, there will be an annud distribution, in writing, to each
employer and student of:

1 The dangers of drug abuse in the workplace (to include student employees);

2. Theinditution's policy of maintaining a drug-free workplace and a drug-free campus,

3. Standards of conduct that clearly prohibit, a a minimum, the unlawful possesson, use, or
digtribution of illicit drugs and acohol by students and employees on University property
or as part of any Univerdty activities,

4. A description of gpplicable legd sanctions under local, State, or federd law;

5. A description of hedlth risks associated with the use of illicit drugs and the abuse of
doohal;

3The definition of a student is one who is taking one or more classes for any type of academic
credit except for continuing education units, regardless of the length of the sudent=s program of

study.
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6. A destription of available drug or acohol counsding, trestment, or rehabilitation and/or
reentry programs,

7. A dear gatement of the disciplinary sanctions that the University will impose on students
and employees.

All supervisory faculty and staff will receive training on drug awareness and treatment. This
training program shal include exigting as well as new supervisory personnd.

Drug awareness training will be an integra part of the University's student orientation program.

Faculty and staff orientations will include programming especidly designed to focus on the
Univergity's policy toward substance abuse.

Employee/Student Assistance Programs

Towson University's hedth and drug education programs will inform the entire University
community of the physica and psychologica effects of the nontmedically supervised use of

illegd drugs, dcohol, and consciousness-expanding drugs. The education program shdl make
employees aware of the consegquences of prosecution under local, State, and federa laws and the
rules of governance for University-imposed discipline.

The University recognizes the importance of individua rights and respects the privecy of
employees and sudents. To this end the University has an established counsdling program for
students and an Employee Assstance Program (EAP) for faculty and staff. These programs have
been designed to provide counsdling and rehabilitative services. Employees and students are
encouraged to contact the gppropriate program in the event they have a substance abuse problem.
In thisway a student or employee can correct the problem before it jeopardizes ajob, an
education, family, or individud well being.

Employees or sudents who need help with a problem of drug abuse shall be encouraged to call
the Counsdling Center, the Hedlth Center, the Office of Human Resources, or Student Life. The
resources of the Counsdling Center shdl be available for supervisors who wish consultation in
handling employees who may have substance abuse problems. The cal will be treated with
confidentiality and respect. In addition, the University shdl provide information about drugs on
Copdline (830-COPE). Copdine telephone tapes will provide free and anonymousinformation
on drugs aswdl asaligting of the Batimore County Resources for Drug Abuse.

Voluntary participants in an assstance program will not jeopardize their continued employment
or enrollment a the University provided that their job performance or behavior is consstent with
edtablished dandards. However, voluntary participation in an assistance program will not
prevent disciplinary action for violaion of the policy described herein, where such violation has
already occurred.
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Pr ocedur esfor Grievances and Appeal

Towson Univergity strongly encourages the use of drug rehabilitation programs as the keystone
to adrug-free environment. For each class of employee and student category, the formal rules of
procedure remain intact. These include the student judicid procedures and crimind justice
procedures. Following aconviction for violation of adrug offensein the workplace, disciplinary
action can be imposed, up to and including termination or disenrollment. As a condition of
continued employment or education, an employee or student may be required to participate in an
gpproved drug abuse rehabilitation program.

Suspected Drug Use, Possession, or Sale

The use, possession, or sde of illegd drugs are violations of State and federa lawsfor which dl
offenders are subject to arrest and crimina prosecution, aswell as University adminigtrative
processes. These serious offenses must be handled in ways to ensure the guarding of evidence,
the protection of civil rights of the accused, and notification of the proper authorities. To this
end, specific procedures outlined in this policy are to be followed in any campus Situation where
substances are suspected to beillega drugs.

Any individud, student, or employee, directly associated with the University System of
Maryland who uses or becomes involved with illega drugs without proper medica supervision,
shdl be subject to discipline, including suspension or dismissal from the State university and
college system, as may be appropriate.

Students, faculty members and gtaff, in their routine activities, may observe suspected illegd
drug activities. Asaresult, some staff members may become involved in the determination of
disciplinary action that follows suspected use, possession, or distribution of anillega substance.
Specific actions or respongbilities in regard to the suspicion of illegal substances have been
outlined in other paragraphs of this palicy.

The University reserves the right to conduct drug testing consistent with applicable federa and
State laws.

Alcohol Use and Abuse

Towson University views with aarm the potentia and red problems caused by dcohol abuse
and dcoholism. The acohoal paolicy has been directed to students and employees engaged in the
legd use of dcohol. Theimplicit aswdl as explicit focus of Universty policy centerson
education for prudent drinking with moderation rather than intoxication.

Any person using acohalic beverages at any time and at any place while on the campus of
Towson Univerdty is responsible to civil and University authorities for compliance with State
and county law.

6-124
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It isagaingt State of Maryland law for anyone under the age of 21 to purchase, possess, or
consume acoholic beverages.

It isunlawful for any minor to knowingly and willfully make any misrepresentation or fase
satement as to hisher age in order to obtain acoholic beverages.

It isunlawful for any person to purchase acohalic beverages for consumption by an individua
who is known to be aminor.

It isunlawful for any person to possess open containers of any acoholic beverage in apublic
place.

Policies concerning the possession and/or use of acoholic beverages on campus and at specia
Universty/community events shall be the delegated respongbility of the Vice President for
Adminigration and Finance.

Proceduresfor Reporting Substance Abuse

The fallowing information shdl provide the basc guiddines for the reporting of sudent or
employee drug use, possession, sale, or digtribution. Other procedures to be followed have been
specified in other sections of this policy.

Upon observing or receiving areport of suspected use, possession, or distribution of anillega
drug or theillegd use of dcohal, faculty saff, and/or students shdl proceed in the following
manner:

Step One: Report suspicions of illega drug/or acohol use or possession to the administrator of
your area or the appropriate vice president. Any faculty or staff member who observes the
workplace use or possession of illegal drugs or acohol must take gppropriate action.

Students observing drug activity in the resdence hdls should notify aresdence staff
member/area coordinator or the Greek Advisor. These administrators will notify the gppropriate
authorities and take appropriate action.

Step Two: Use judicious thought and sound judgement when approaching individuals suspected
of illegal drug or acohol use, possession, or digtribution. It is preferable to leave drugs or
acohal in ther origind location until the authorities take action.

Step Three: The Univerdty adminidration will determine if State or federd laws may have
been violated. University employees should not become involved in mediating any Stuation
involving illegd drug or dcohol use.
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Penaltiesfor Substance Abuse

Pendties for Faculty and Staff

Towson University strongly encourages the use of drug rehabilitation programs as an effective
messure in cregting a drug-free workplace program. However, additiona pendties may be
implemented up to and including reprimand, suspension, mandatory counseling, mandatory
participation in a drug rehabilitation program, and/or dismissa. Appropriate University
grievance procedures shdl be used for each classfication of employee.

Any individua who has been convicted of a controlled dangerous substance offense on or after
January 1, 1991 shdl be required to disclose that fact when gpplying for alicense or alicense
renewd. The licenang authority may refuse to issue the license or impose gppropriate
conditions on the license, except for non-commercid driver'slicenses. (Maryland Drug
Enforcement Act of 1990.)

Maryland law [Art. 27, 8, 286, and 287 Annotated Code of Maryland (1990)] states that persons
who manufacture, distribute, dispense, or possess a controlled dangerous substance may be
subject to imprisonment (length of time varies) and fines ($15,000 and up).

Pendties for Students

In addition to the laws of the University System of Maryland, the State of Maryland, and the
United States, Towson University students shall be governed by rules referred to as the " Towson
University Student Code of Conduct." Within these campus guidelines, students shdl be subject
to inditutiond discipline if they use, possess, distribute, or sdll illegd drugs and illegdly use or
abuse dcohol. There may be various pendties gpplied to the student convicted of misuse of
drugs and dcohoal, depending on the Stuation. Individuas are encouraged to use voluntary
rehabilitation programs and may be required to receive mandatory counsdling and trestment. If a
student is suspected by the University police to have violated State and/or federa laws with
regard to illega drugs or use of dcohol, the student will be subject to arrest and crimina
prosecution.

All students suspected of substance abuse violations may be referred to the University Judicia
Officer. The student will be subject to a due process hearing in accordance with the ingtitutiond
disciplinary guiddines. Disciplinary action at the University will normaly proceed whether or
not criminal charges related to the same incident have been processed and sustained. The
Universty encourages voluntary counseling and may require participation in an gpproved
trestment program.

Where thereis evidence that the continued presence of a student on the University campus poses
asubstantid threat to sdf, others, or to the stability and continuance of normd University
functions, the Vice President for Student Life, or adesignee, may immediately suspend, on an
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emergency bads, astudent from any and al University activities (including residence programs
and class attendance) pending a hearing or medicd evaduation. A hearing will be scheduledin a
timely fashion to adjudicate the case as swiftly as possble. During the period of emergency
suspension, if the student needs access to the campus, arrangements can be made for the student
to come to campus, on alimited basis, to attend counseling sessions and/or conduct business,
usualy with an escort. Such an interim suspension can become effective immediatdy without
prior notice.

The following pendties described herein are in addition to those pendties listed in the section on
genera procedures and penalties for suspected drug use, possession, or sdle. The specific
pendty prescribed will usudly depend on the nature of the alleged violation. Penaties may be
adminigtered following ajudicia hearing where the suspected offender has been found to be
guilty of specific charges. Possble pendties for sudent violations may include, but are not
limited to, the following:

PENALTY ONE: The student user may be subject to referra to a mandatory drug
treatment/education program, and/or the termination of the residence contract and denia of
access to residence hdls and socid functions. If suspended, permission to return to school will
be considered after the period of suspension and a verified report of attendance in a drug
treatment/education program. Repest offenders may be subject to more severe actions.

PENALTY TWO: The sudent distributor may be subject to referrd to a mandatory drug
treatment/education program and/or suspension from school for at least one year. Permission to
return to school will be considered after the period of suspension and a verified report of
attendance in a drug trestment/education program. Repesat offenders may be subject to more
severe actions.

PENALTY THREE: The student conspirator, who brings together the sdler and the buyer, may
be subject to referral to a mandatory drug treatment/education program and/or suspension for at
least one semester. Permission to return to school after the period of suspension will be
considered with verified attendance in a drug trestment/education program.

PENALTY FOUR: Greek Organizetions, resding in on-campus Greek housing, who have been
found to tolerate drug use, possession, and/or sale on the part of their members, will be subject to
adrug education program for the group and/or termination of the housing contract.

Maryland law [Art. 27, 8, 286, and 287 Annotated Code of Maryland (1990)] states that persons
who manufacture, distribute, dispense, or possess a controlled dangerous substance may be
subject to imprisonment (length of time varies) and fines ($15,000 and up).
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Recipients of Federal Grant/ContractsAwar ds

Any faculty, saff member, or student gpplying 1) for afederd grant/contract in which anin the
workplace drug-free policy has been required, 2) for a"Pell Grant" or any other student/faculty
grant/award or fellowship in which an in the workplace drug-free policy has been required, and
3) for asubcontract with the Department of Defense, will be required to comply in accordance
with federd regulations.

1 Each individud must certify in writing to abide by the terms of the Towson University
workplace drug-free policy.

2. Each individuad must natify the Office of Research Adminigration or the Office of
Financid Aid of any crimina drug conviction occurring in the workplace no later than 5
days after conviction.

The Univeraty will be responsble for notifying any contracting or granting agency, within ten
days of employee natification or otherwise recelving actua notice, of aconviction in (2) above.

If agrant or award is directly made to an individud, rather than the inditution, the individua
will certify in writing to the inditution not to engage in the unlawful manufacture, distribution,
dispensation, possession, or use of any controlled substance in the workplace or while
conducting any work activity with the grant/contact and will abide by the terms of this Towson
University Policy on Substance Abuse for Faculty, Staff, and Students.

Rdationships with External Contractors

The Univerdty is committed to encourage dl non State entities, who do business with the
Univerdty or otherwise receive funds from the University, to make a"good faith" effort to
eiminateillegd drug abuse from their workplace. Therefore, in accordance with Executive
Order 01.01.1989, the University shall take whatever action is necessary and appropriate to
require a drug-free workplace, in accordance with applicable federd and State law, of each
recipient of a State contract, grant, loan, or other State funding instrument.

Biennial Review

The Towson Univerdty Policy on Substance Abuse for Faculty, Staff, and Students and Program
will be reviewed every two years (a) to determine effectiveness and the need to implement
change as necessary and (b) to assure that sanctions developed and implemented were
consgstently enforced.



Responsibility

The President of Towson University will appoint a Campus Coordinator for al substance and
acohal abuse programs. This adminigtrator will be responsible to the President for the
implementation of this policy and the University's drug-free workplace and drug-free campus
policies. The Presdent shdl dso hold responsible dl faculty, staff, and students for supporting
the Campus Coordinator, especialy those who occupy positions of leadership and supervision.

" Good Faith" Efforts

Towson Univergty will a dl times make a"good fath” effort to maintain a drug-free and
substance abuse-free workplace and campus through the implementation of this policy.

Approved by the President
4/29/93
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1

TOWSON UNIVERSITY POLICY ON SUSPENSION
IN CASE OF CAMPUS DISRUPTION

Campus Regulations

Violence, the willful damage of property, the forceful occupation of buildings, the
intimidation of members of the University community, or the willful disruption of
any class of scheduled meeting may be cause for immediate suspension from the
Universty.

Upon suspension the individua is expected to leave the campus immediately and
to make no gppearances on campus until the suspension isover or until specid
exception is written by the Vice President for Student Life.

In addition to suspension, violators may be charged under State law, including
Title 26-101 of the Education Article of the Annotated Code of Maryland,
prohibiting disruption of classes or molesting students or employees of the
Univerdty. A conviction may be used as evidence in the campus hearing.

B. Procedures and Definitions

1.

Should an ingtructor or the person in charge determine that the action of an
individua(s) present condtitutes a disturbance of the class or meeting and should
the offending party refuse to leave immediatdy, a Sate of disruption shal exist by
definition and the proper authorities of the Univerdaty shal be contacted.

The President extends authority for suspension to the Provost and to the Vice
President for Student Life and to such other persons who may be authorized to be
the representative of the Presdent at that time.

In cases involving faculty, the authority for suspension shdl, whenever possible,

be extended to the Provost who may act as the representative of the President. In
the absence of both the President and the Provost authority for faculty suspension
will be extended to a designated dean of a college with academic departments.

C. Hearings and Appedls

1.

Theindividua charged shdl be afforded dl the rights and privileges sated in the
Towson Univerdty Judicia Code.

At the end of the period of suspension, a student may re-enter without
regpplication for areadmission.



3. In cases involving faculty or s&ff, action shdl be congstent with faculty hearing
and apped procedures previoudy adopted by the University.

Approved by the Executive Committee of the College Senate
7129170

Approved by the Academic Council
9/29/70

Approved by the University Senate
9/7/82

Revised and Approved by the President
7/21/92
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SYLLABUS

A Syllabus for each course must be provided thet, as a minimum, includes course objectives, a
brief description of course content, a bibliography, assignments and requirements, grading
procedures, the faculty member's name, office location, and office hours, and a Satement that
students may not repest a course more than once without prior permission of the Academic
Standards Committee. Any policies that the faculty member expects the University to assst in
enforcing, such as attendance and cheating policies, should also be included in the syllabus.

TOWSON UNIVERSTY POLICY ON THE
USE OF THE UNIVERSITY'SNAME BY MEMBERSOF THE FACULTY

Members of the faculty are encouraged to use the name of the Univeraity and officid Univerdaty
dationery when representing the University in an officid capacity. Faculty members may dso
publicly use ther affiliation with the Univergty in order to identify themsdves. The Universty,
however, does not wish to be identified with projectsin which it has no officid participation.
Members of the faculty may not use the University name if such use can, in any way, be
construed as implying University endorsement of any project, product, or service when such
projects, products, or services are privately sponsored.

Approved by the Vice Presdent for Indtitutiona Advancement
7/12/91



Syllabus

USM POLICY ON TEACHING OUTSIDE THE HOME INSTITUTION
BY FULL-TIME FACULTY

Il -3.20 - POLICY ON TEACHING OUTSIDE THE HOME INSTITUTION BY FULL-
TIME FACULTY

(Approved by the Board of Regents, November 30, 1989)

A full-time faculty member, with the written permission of the President (or designee) of hisor
her indtitution, may teach a maximum of two courses a another indtitution for extra
compensation during the individual=s contract year.

Replacement for: BOR 111-14.50 and BOT VI1-K.5.b.(1) and (2)
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TOWSON UNIVERSITY GUIDELINESON TEAM TEACHING

One serious consequence of the ever-increasing specidization in modern higher education has
been fragmentation and compartmentalization of learning for sudents. They acquire facts and
skills through individuad specidized courses but they must struggle done to find coherent
patterns for these facts. One innovation in pedagogy servesto diminish the fragmentation and
compartmentdization for students--team teaching. In team teaching, students benefit from a
synthesis of breadth and depth of knowledge. Asindividuds, participating faculty share highly
gpecidized information with the class, a the same time, as ateam, they are able to synthesize
detallsinto a comprehensve view.

Many benefits--to students, departments, and the genera program--derive, therefore, from the
team teaching approach. The term "team teaching” itself implies cooperation and planning. In
the effective team two or more faculty members have united their specid strengths to achieve
clearly defined objectives through carefully planned pedagogica procedures. Whilean
individud ingructor may plan only from day to day, no team could afford such freedom. A
careful long-range plan must guide the efforts of each team member or the ingtructors will find
themsdlves lecturing without relation to each other or without coherence. In team teaching the
whole must indeed be more than the sum of its parts.

Because team teaching demands such careful planning and skillful execution, it should resultina
highly effective use of resources. Physicd facilities, such as classroom space, and ingtructiona
technology, such asfilms and video tapes, can be used to benefit the optimum number of

sudents. Both massingructiona techniques, such as lectures and demongtrations, and
individudlized techniques, such as discussion groups and conferences, can be employed when
they are most appropriate to the materials of the course and the students needs. Additionaly, the
gpecid interedts, training, and abilities of faculty members, which might have found little
gpplication in regular classes, can be used whenthey are most appropriate to the materials and
sudents needs. Important too in atime of diminishing resources, if larger numbers of sudents
may be served by team taught courses, greater economiesto scale may aso be achieved.

Team teaching should demand greeter faculty effort than ordinary classes. In aregular classthe
faculty member's contribution ends when he has covered the topic. In the team taught course,
he/she is responsible not only for his/ her presentation, but for assisting other team memberswith
their teaching. Not only should he/she attend dl classes--whether or not he/she is teaching- but
aso he/she has a privilege seldom available in regular classes--the opportunity of observing and
reacting to the presentation of other faculty members. If indructors act as a team, they should
discuss criticaly with each other after the class each member's presentation. They can observe
the responses of students during each presentation and should be able to suggest ways to achieve
greater effectiveness. Such participation will have short run benefitsin enabling each ingtructor
to conduct better discussions with the sudents. 1t will dso have long run benefitsin encouraging
the sharing of pedagogica techniques and broadening experiencesin the discipline by sharing
different points of view.
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If the interaction of personaities and sharing of experiencesin the team help each faculty
member to develop pedagogica sKills, they are of even more benefit to the sSudentsin asssting
them to acquire good learning habits. Through discussion groups and individua conferences
with members of the team, students can appreciate avariety of ways to approach learning. Such
vaiety issddom availablein the regular class. Team teaching should aso encourage fairer and
more objective evauation of sudents. The incompatibility of learning and teaching styles
sometimes observed in regular cdlasseswill be far less likely in ateam Stuation. The variety of
approaches and persondities provided by team teaching should be vauable in meeting the
diverse needs of students.

It isimportant that some understanding be achieved regarding the amount of time and effort each
team member is expected to contribute to the class. Team teaching with two or more ingtructors
participating in one sense does reduce the amount of preparation for which each indructor is
responsble. If two ingtructors present the course, each would be directly responsible for one hdf
the materid presented; if three, each would be responsible for one third. This arrangement
should not imply, however, than an ingtructor would work one-haf or one-third the time
normally required, particularly if each ingtructor is recaiving for hiswork in the course afull

three credits toward the twelve hours required for a"norma” teaching load. To the contrary, the
team course should require at least as much effort as aregular course for each ingructor, if not
more. In addition to time spent before the course to prepare for overal design and individud
lessons and the time spent in attending al classes, ingdructors should regularly meet to discuss
among themsalves aspects of the course asit proceeds. Instructors, moreover, should be
respongible for providing as much individudized learning for each sudent as possble. This
means that the ingtructors should schedul e recitation, discussion, or workshop sessionswith
smaller groups from larger lecture class. Each ingtructor should be responsible for conducting
such discussion groups with one-third to one-haf of the students, depending upon the number of
ingructors participating in the team. Moreover, students should be grouped flexibly for
discusson so that each ingtructor may contribute to thislearning. If thiskind of indructionisto
remain effective, it isimportant that each ingtructor implement fully various methods of interact-
ing with students and particularly that the preparation time from which each is released be
utilized for the direct benefit of the sudents in the dass taught in thisformat. To insure thet this
is done, the guiddines below have been developed. All faculty are to observe these guiddinesin
team teaching students. They are required to specify in advance actions they will take to insure
that these guiddines are implemented.

1. Learning isacomplex process initiated by the learner but facilitated through ingtruction.
The role of the teacher is crucid--he/she functions to speed the process and to evaluate
the qudity of the results. Activities, therefore, which involve the learner asfully as
possi ble with the teacher should be encouraged.

2. Team ingructors should provide every student with al materidsrelevant to the
organization and process of the course. These will include as aminimum a detailed
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syllabus describing course activities, objectives and andards, and alist of relevant
supplementd materid for the sudent's use.

Provison should be made for continua reinforcement of fundamental skillsin
quantitative and verba reasoning and presentation. All sudents should have mastered
these skills to varying degrees, but they will require continual practice and aredization
of their gpplicability to many stuations. Students should be given opportunities to write
term papers or reports using these skills. Familiarity with library materids and
procedures and with information processing procedures (if relevant) should dso be
encouraged. Ingtructors should not only provide for written assignments, but should
evduate them in written critiques and in individua corferences.

Faculty membersin team taught courses should provide for interaction between
themsdlves and the student in aforma or informal setting. Opportunities for such
interaction should exist for more then the days during which the classes are scheduled.
Ingtructors may schedule forma discussions, workshops, or recitation sessonsin which
the materia presented in lecture format may be re-examined with student inpt.
Alternatively, ingtructors may provide for informa interaction through individud or

small group conferencesin their efforts. Office hours should be arranged to encourage
student participation. A sufficient number of office hours should be scheduled each week
a times convenient for the sudents. Bearing in mind that the frequency and nature of
teaching interaction with students should be determined by the students individua needs,
the ingruction should demongtrate flexibility, cretivity, and sengtivity in working with
students.

Team teaching courses must be judtified by the Sze of the enrollment. The number of
faculty participating as team members will be determined by the enrollment planned for
the course and the number of credits to be earned by students and faculty members.
Generdly enrollment per faculty member should be gpproximate normd enrollment for a
sngle section of acourse regularly offered in the discipline. Thus, if asection of a
course normaly enrolls 35 students, a team teaching course with two faculty team
members would require an enrollment of 70. Furthermore, a course in which faculty and
sudents will earn three credits for their participation should be limited ordinarily to three
faculty team members.

A digtinction should be made between a course presented with true "team” teaching and
one using a"segmented” gpproach. In atrue team coursg, dl faculty members assume
responsbility not only for their particular part of the lecture or class presentation but dso
for atending dl class meetings and for evauating with other team member or members
the strengths and weaknesses of the course. 1n a"segmented” course, however, faculty
members do not cooperate as ateam. Each ingructor feels responsibility for only hisher
own presentation and attends only when he/she will lead the group. He/ she does not
participate in joint evaluation of the course or sudents, and limit, higher involvement
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solely to presentation of highher specia subject. A digtinction should be made between
the true team and the segmented course because the credit awarded to faculty should be
determined on the basis of their participation. A faculty member who participates as a
true team member should receive the full number of credits earned by the course. The
faculty member who participates in a segmented manner should receive credit
commensurate with his’her cortribution. If he/she presents one- hdf of the lectures,
he/she should receive 1- 1/2 credits for athree hour course; if one-third of the lectures,
he/she should receive one credit. It isnot that segmented participation is less effective
than team participation, but it should not be rewarded as fully as the more complete
effort.

7. The additiond time provided when team ingtructors are freed from preparation for parts
of the course taught by another member or members of the team might be used to
enhance students learning through field experience or on-Site observations. Instructors
might find it helpful to plan fidd trips to museums or other rdevant indtitutions in con
junction with the lecture materiad presented during class or to plan on-Site ingpections or
observations of facilities or places discussed in class.

Faculty members wishing to participate in ateam teaching Situation will be required to specify
the steps they will take to meet these guiddines. A series of items bearing upon the guiddines
has been developed. Each faculty member requesting assignment to a team taught course should
respond in detall to each item and return his’her response to his’her department chairperson.
After hisher response has been reviewed by the chairperson and the dean of the college, it will
be forwarded with their recommendation to the Provost for find review and decison. The
faculty memberswill be informed as soon as possible of the action taken by the Provost.

Approved by the Council of Deans
12/22/75
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USM POLICY ON TERMINAL LEAVE FOR FACULTY

Il - 2.10 - POLICY ON TERMINAL LEAVE FOR FACULTY

(Approved by the Board of Regents, November 30, 1989)

Termina leaveis defined as aleave of absence with pay extending over a period which
terminates on the effective date of a faculty member=s separation from employment with the
inditution. Termind leaves are beneficid to the indtitution and its programs since they may
provide ameansto reallocate positions and other resources from low demand to high demand
programs. The Presdent may grant atermind leave, upon gpplication by the faculty member, in
accordance with the following provisons:

l. Only full-time tenured faculty members a the indtitution shdl be digible for termind

leave; if awarded, such aleave shal be with full pay for a period not to exceed twelve
months, or with haf pay for a period not to exceed twenty-four months.

. A faculty member, while on termind leave, shdl:

A. remain an employee of hisor her ingtitution, and be subject to al policies of the
Board of Regents and the indtitution;

B. receive the sdlary which would have been accorded had he or she remained at the
inditution;

C. retain digibility for adl benefits normaly associated with full-time (or, where
applicable, half-time) employment, with the exception of annud leave; and

D. not be required to perform duties of any kind during the period of leave unless
otherwise stipulated.

I1l.  Thefaculty member shdl agree, in writing, to the conditions of the leave, waiving dl
clamsarisng out of her or his employment, other than those specified in 11.C., and dso
walving al dams to subsequent employment at the ingtitution.

IV.  Eachinditution shal develop procedures for implementation of thispolicy. These
procedures shal be filed with the Chancellor.

Replacement for: BOT VII-G.6
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TOWSON UNIVERSITY POLICY ON TRANSITIONAL LEAVE FOR FACULTY

Policy 11.210 of the Bylaws, Policies and Procedures of the Board of Regents, University System
of Maryland, provides for trangtiond leave and requires that each congtituent ingtitution adopt
procedures to implement the policy. The procedures for transtiond leave are set forth below.

A. DEFINITION AND PURPOSE

Trangtiond leaveis defined as "leave of absence with pay extending over a period which
terminates on the effective date of afaculty member's separation from employment with
the ingtitution." The purpose of trandtiona leave shdl beto dlow the indtitution to

redll ocate academic positions and/or resources from programs of low demand to
programs of high demand. Trangtiond leaveisan indtitutiona prerogetive.

B. ELIGIBILITY
1 Only full-time, tenured faculty members are digible.

2. The Presdent may grant trangtiona |eave upon gpplication of the faculty
member.

C. APPLICATION

1 A faculty member shdl make gpplication to the department chairperson
requesting trangtiona leave. The gpplication shal contain the reasons for the
request consistent with the purposes of trangtiond leave. The gpplication shal be
submitted to the department chairperson on or before the second Friday in
October of the year preceding the academic year in which the leave will begin.

2. A faculty member must have a least 10 years of service to Towson University.

3. The department chairperson shdl forward the application to the dean of the
college with aletter supporting or opposing the request. The letter shal address
whether the request for leave is consgstent with the purpose of this Policy and
should include consideration of the following: whether the pogition will be used
to meet current or increased enrollment demand, to add a new departmental
program or augment areas of speciaization within the department and/or whether
the leave will result in the redllocation of resources for priority academic or
adminigrative purposes within the University. In addition, the letter shall sat
forth any other conditions related to the leave. The chairperson's letter shal be
submitted to the dean on or before the first Friday in November of the year
preceding the academic year in which the leave will begin.
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TERM

The dean of the college shdl forward the application to the Provost with the
department chairperson's recommendation and a letter setting forth reasons for
elther supporting or opposing the request and itsrationde. The dean's letter shall
be submitted to the Provost on or before the first Friday in December of the year
preceding the academic year in which the leave will begin.

For multiple recommendations from a department, the chairperson will rank order
the requests. For multiple recommendations from a college, the dean will rank
order. All information will be made available to the Provost before
recommendations are made to the President.

The Provogt shdl review the gpplication and al related correspondence and make
arecommendation to the President.

The Presdent shdl notify the faculty member in writing of the decison on the
request no later than the first Friday in March. An gpproved request shall be
accompanied by aletter of agreement specifying the conditions of the leave. The
Presdent'sdecisonisfind.

The duration of trangtiona leaveis at the discretion of the Presdent, within the

guiddines of Board of Regentss Policy 11-2.10. The period of trangtiond leave,
however, shal be reduced by the number of days of accumulated earned leave, other than
sck leave, exigting as of the date the period of trandtiond |eave commences.

CONDITIONS OF LEAVE

A faculty member while on trandtiond leave shdl:

1.

remain an employee of the University and be subject to dl policies of the Board
of Regents and the Universty;

receive the slary which would have been accorded had the faculty member
remaned a the Universty;

retain digibility for al benefits normaly associated with full-time (or where
goplicable, haf-time) employment, with the exception of annua leave;

agree in writing to the conditions of the leave, waiving al dams arisng out of
employment other than those specified in E.3 and dso waiving dl damsto
subsequent employment at the University; and
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5. not be required to perform duties of any kind during the period of leave unless
otherwise stipul ated.

Approved by the Presdent
9/21/98

TOWSON UNIVERSITY POLICY ON THE
USE OF THE UNIVERSITY'SNAME BY MEMBERSOF THE FACULTY

Members of the faculty are encouraged to use the name of the University and officia Universty
dationery when representing the University in an officid capacity. Faculty members may dso
publicly use ther affiliation with the Universty in order to identify themselves. The Universiy,
however, does not wish to be identified with projects in which it has no officid participation.
Members of the faculty may not use the University name if such use can, in any way, be
congtrued as implying University endorsement of any project, product, or service when such
projects, products, or services are privately sponsored.

Approved by the Vice Presdent for Ingtitutional Advancement
7/12/91



TOWSON UNIVERSITY WEAPONSPOLICY

The wearing, carrying, or transgporting of a handgun is not permitted on property owned by or
under the control of Towson University or during participation in off-campus activities
sponsored by Towson University.

Nothing in this policy shdl prevent the wearing, carrying, or transporting of a handgun by law
enforcement personnd of the United States, or of this State or of any county or city of this State
or sheriffs and temporary or full-time sheriffs provided that any such person is authorized to
wesar, carry, or transport the weapon as part of his’her officid equipment. In thisingtance, the
law enforcement officer shdl advise the Chief of the University Police of histher course
enrollment and adhere to any conditions the Chief deems reasonable regarding the carrying,
wearing, or trangporting of a handgun.

Each semedter it shdl be the respongibility of the Chief of the University Police to inform the
Sudents ingtructors of the terms and conditions under which a student may carry, wear, or
transport a handgun on campus and into aclass. Natice to the ingtructor shdl be givenin
writing. Ingtructors having questions about the terms and conditions shal contact the Chief of
Police, not the student, for clarification.

Any member of the University community who violaesthis policy shdl be subject to
gopropriate disciplinary action up to and including dismissal from the Universty.

Approved by the Council of Deans
7/2/91

Approved by the President's Staff
7/8/91
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PlusMinus Grading System
(4.00 scale, semester system) Effective September, 1998

Note: This grading system applies to al undergraduate students when implemented in fal, 1998
and cannot be applied retroactively to grades earned or recorded, including incomplete (1) grades
or contested grades, before fdl, 1998. Faculty may use any or al of the grades within the new
plus-minus grading scheme. Faculty should spdll out in their course syllabi, the grading scheme

to be used.

Quality Points
Grade Per Credit Hour

A 4.00
A- 367
B+ 333
B 3.00
B- 267
C+ 233
200

167

D+ 133
D 1.00
0.00

FX 0.00

Qudity Point Averages

The semester Qudity Point Average (QPA) is computed in athree-part process. First, multiply
the credit hours for each course taken in a semester by the quality points assigned to be grade
earned in each course (see above). Second, tota the credit hours and qudity points for al
courses taken in the semester. Third, divide the total number of qudity points by the tota
number of qudity hoursto find the QPA.

Minimum Standards for Good Academic Standing and Mgor/Minor Requirements.

All published requirements for good academic standing and mgor/minor requirements would no
longer use the letter AC@grade, with the 2.00 as the minimum standard being used in its place.

Minimum Standards for GenEd requirements:

In the case of courses taken to fulfill GenEd requirements, a 1.00 will be used in place of the
AD@ygrade as the minimum standard, with the exception of GenEd Subcategories. 1.A. and 1.D.
which will use aminimum 2.00 in place of the letter AC@grade.

Approved by University Senate
12/1/98
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