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110.01 STATE LAWS AND POLICIES

Laws enacted by the New York State Legislature and administrative regulations applicable to State
University of New York may be found in McKinney's Consolidated Laws of New York. Copies of
Policies of the Board of Trustees are given to every faculty member and can be found at
www.suny.edu/Board_of Trustees/PDF/Policies.pdf. The Code of Ethics for State Employees can
be found at www.dos.state.ny.us/ethc/POL74.html.

110.02 BOARD OF TRUSTEES

The State University of New York and SUNY Cortland, as one of the colleges of the university, are
governed by a board of trustees of 15 members appointed by the governor. All local campus
governance policies and procedures must fall within the framework of the policies of the board of
trustees.
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110.03 ADMINISTRATION OF THE UNIVERSITY

Chief Executive Officer. The chancellor shall be the chief executive officer of the university. The
chancellor shall execute and enforce these policies and shall perform such other duties as may be
assigned by the board of trustees.

(Policies: Article 1V, Title A, Section 2)
110.04 FACULTY OF THE UNIVERSITY

The university faculty shall be comprised of the chancellor, who shall be the presiding officer, the
executive and administrative officers of the university, and all members of the faculty of each college
of the university. The university faculty shall be responsible for the conduct of the university's
instruction, research and service programs.

(Policies: Article VI, Sections 1 and 3)

The Faculty Senate shall be the official agency through which the university faculty engages in the
governance of the university. The Senate shall be concerned with effective educational policies and
other professional matters within the university.

(Policies: Article VII, Title A, Section 2)

SUNY Cortland is represented in the State University Senate by one senator and an alternate elected
by the College faculty for a three-year term.

(Policies: Article VII, Title B, Sections 1 and 2)
110.05 COLLECTIVE BARGAINING

Under the Taylor Law collective bargaining is assured for all full-time employees of the state of New
York. Copies of the collective bargaining agreement between the bargaining agents and State
University of New York are supplied to all employees in the bargaining units.

The provisions of these regulations, insofar as they apply to employees in the negotiating units
established pursuant to Article 14 of the Civil Service Law, shall be continued, provided, however, that
during periods of time when there is in effect an agreement between the state and an employee
organization reached pursuant to the provisions of said Article 14, the provisions of such agreement
and the provisions of these regulations shall both be applicable. In the event the provisions of the
agreement are different from the provisions of these regulations, the provisions of the agreement
shall be controlling.

(Policies: Article XIX)
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CHAPTER 130: SUNY Cortland
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130.10 Statement on Diversity

130.01 COLLEGE COUNCIL

The College Council consists of nine members appointed by the governor, serving staggered seven-
year terms, and one student elected yearly by the student body. It has certain supervisory
responsibilities, including the following: to recommend candidates for appointment as president of the
College, to review major plans for operation of the College properties, to review proposed budget
requests, to foster the development of advisory citizens' committees, to name buildings and grounds,
and to make or approve regulations governing the conduct and behavior of students.

130.02 ADMINISTRATIVE ORGANIZATION

The College is administered by the president, the president's staff and the faculty. The president, as
chief administrative officer of the College, is responsible to the chancellor and the board of trustees.
The president's responsibilities are set forth in the Policies of the Board of Trustees, Article IX,
Title A, Section 2.

130.03 COLLEGE FACULTY

SUNY Cortland faculty shall participate in the development of the educational program of the College
and shall be responsible for the conduct of the College's instruction, research and service programs.
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130.04 COLLEGE ADMINISTRATIVE CONFERENCE

The College Administrative Conference is comprised of the chancellor of the university, the president
of the College, the vice presidents, deans and such other persons as may be designated by the
president of the College. It serves as an advisory and consultative body to the president of the
College.

(Policies: Article IX, Title E, Section 1)
130.05 AUXILIARY SERVICES CORPORATION

The Auxiliary Services Corporation was established in 1952 under the name Faculty-Student
Association with the chartered purposes "to promote and cultivate educational and social relations
among the students and faculty of the College in every way possible in their study, work, living and
extracurricular activities." Primarily it has operated food services and the College Store and provided
accounting services to student organizations and other groups. The Auxiliary Services Corporation
executive office is located in Winchell Hall and customer service is on the first floor of Neubig Hall.

130.06 CORTLAND COLLEGE FOUNDATION

The Cortland College Foundation is incorporated as a nonprofit organization designed to receive
and manage gifts in support of SUNY Cortland. A full description of the foundation and its activities is
found in 775.06.

130.07 SUNY CORTLAND ALUMNI ASSOCIATION

The SUNY Cortland Alumni Association, Inc., is designed to foster a continuing relationship
between the College and its more than 60,000 graduates through programs of mutual interest and
benefit. An elected board of directors is responsible for managing the organization's business and
activities. Alumni programming is founded on the basis of a College-alumni partnership working on
behalf of individual graduates and the advancement of the institution. The Alumni Affairs Office is the
center for the maintenance of alumni records and provides administrative support for alumni
operations. Among the many activities supported by the Alumni Association are student scholarship
and award programs, class and regional reunions, the Student Alumni Association, Alumni Reunion
Weekend, a newspaper, career networking with alumni for undergraduate students, and
communications with alumni. Alumni also assist the College with the recruitment of new students.

Back to Chapter 130
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130.08 STANDING COMMITTEES ADVISORY TO THE PRESIDENT

I. Cortland Intercollegiate Athletics Board

A. Function: The board shall conduct appropriate reviews and engage in such other activities as will
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enable it to advise the campus president on intercollegiate athletics program matters such as:

1.
2.

3.
4.

Planning for intercollegiate athletics participation on campus and in conference.

Funding for intercollegiate athletics through the following steps:

a. The board shall formulate the annual intercollegiate athletics budget and recommend it to the
campus president for approval.

b. The annual budget shall include all available and expected funds for intercollegiate athletics
from any and all sources and shall set forth total expected expenditures for intercollegiate
athletics.

c. The annual budget shall be based upon the preceding year's final budget, with increases or
decreases dependent upon changes in enroliment, fee increases, inflation and changes in the
intercollegiate athletics program.

d. In the event that actual allocations and receipts from any and all budget sources fall short of
or exceed such budgeted amounts, the board shall revise its budget accordingly and
recommend the revised budget to the campus president for approval.

Standards and policies for student participation in intercollegiate athletics.

Other matters appropriate to its purview referred to it by the campus president.

B. Membership

1.

4.
5.

The president will appoint four faculty to three-year staggered terms: one professional, one from
the Physical Education Department, one from the School of Education and one from the School
of Arts and Sciences. (Approved April 6, 1998, updated April, 18, 2007.)

Three students: treasurer of SUNY Cortland's Student Government Association (SGA) (ex
officio), and two appointed by the president to one-year terms from nominations by SGA from
varsity team members of previous year in good academic standing (one male and one female).
Three administrators appointed by the president to three-year staggered terms: dean of
professional studies (ex officio), chair of physical education (ex officio), and athletic director (ex
officio).

Chair, appointed by president from faculty or administration members.

All members, including ex officio members, are voting members.

Il. University Police Advisory Board

1.

aRwn

o

. Function

To advise the president and chief of university police on matters of campus security, public
safety, including signage and parking, and personal safety.

To review and suggest improvement in safety education programs.

To assess availability of counseling services for crime victims.

To review victim referral and campus response procedures for sexual assault situations.

To conduct ongoing assessment of the quality of campus personal safety policies, practices,
procedures, and programs.

To conform to the 1990 Amendment to Section 6450 of the Education Law by providing
information to incoming students about sexual assault prevention measures, penalties, and
related security procedures. Annual reports must be filed with the commissioner of education.
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B. Membership

The president will appoint three members of his/her choosing.

The president will appoint three members from a list of six nominees submitted by the Faculty
Senate.

The president will appoint three members from a list of six students submitted by the SGA.
The president will appoint one member of the College Council.

The chief of university police will serve on the committee ex officio, with vote.

At least half the members of the committee will be female.

N -

o0k w

lll. Study Abroad Committee

A. Function

1. To draw up policies governing the selection of students for the different projects, based upon
the original guidelines agreed to by the participating campuses.

2. To advise the director of international programs of those students whom the committee
considers best qualified for acceptance into the various specific projects according to the
qualifications it has agreed upon.

3. To assist, when requested by the president or the director, in evaluating the study abroad
program and any of its features.

IV. The Calendar Advisory Committee

A. Function

1. To develop a calendar for the years requested by the president.

2. To use all campus resources such as open hearings, questionnaires, etc., to determine the
acceptability of a College calendar format.

3. To consider other factors as may be brought to the committee's attention by the president for
inclusion in future calendars.

Back to Chapter 130
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V. Affirmative Action Committee

A. Function

1. To advise and support the affirmative action officer.

2. To review the Affirmative Action Program and its implementation and determine if there are
areas of concern requiring appropriate follow up and action.

3. Recommend major policies to the president in the operation of the Affirmative Action Program
in accordance with requirements of federal and state laws.

4. Serve as anti-discrimination advocates, and when violations are brought to the attention of
committee members seek the advice and assistance of the affirmative action officer.

http://www2.cortland.edu/offices/publications/handbook/part-one/ Page 6 of 46


http://www2.cortland.edu/offices/publications/handbook/part-one/#Anchor-CHAPTER-27906
http://www2.cortland.edu/offices/publications/handbook/part-one/#top

SUNY Cortland: Part One: University and College Governance 10/27/10 10:51 AM

5. Work collaboratively with other committees and offices on campus such as the Multicultural Life
Office, Center for Gender and Intercultural Studies (CGIS), Committee on the Status of Women
in Education (CSEW), Multicultural Council, and Lesbian, Gay, Bisexual, Transgender and
Queer (LGBTQ) Committee to enhance the climate for protected classes covered under
affirmative action and anti-discrimination laws.

a. Mutual collaboration and communication will be achieved, in part, through active participation
and involvement with the other committees and offices. Committee members may be asked to
serve on one of the aforementioned committees to represent affirmative action concerns. When
the Affirmative Action Committee is not represented on a particular committee, committee
membership will seek alternative means of communication to provide and get updates.

b. Work on issues of campus climate that affect recruitment and retention.

i. Sponsor and/or promote faculty and staff training and programs related to multiculturalism and
diversity in cooperation with the Multicultural Life Office and/or other groups on campus.

ii. Work proactively to identify opportunities to improve recruitment of underrepresented
populations on campus.

1. Coordinate with the affirmative action officer to identify ideas, evaluate their feasibility and,
when appropriate, present the ideas tothe president.

iii. Review exit interview and campus climate survey summary data to determine if there are any
negative trends requiring attention. When negative trends are identified, work with appropriate
groups on campus to address the problems.

6. Promote and foster support of underrepresented groups covered under affirmative action.

a. Attend at least one diversity or affirmative action event, sponsored or co-sponsored by the
Affirmative Action Committee, each academic year.

b. Coordinate with the affirmative action officer to provide support, financial and otherwise, to
sponsor affirmative action and/or diversity grants and programs. Grants may be related to
programming, infusing diversity into the curriculum, and staff development. Programs may be a
part of Black History Month, Women's History Month, Latino History Month, etc.

7. Vote on waiver of search requests. Notify the president of employees whose waivers extend
beyond one year. Address violations of the waiver of search procedure with the president.

8. When asked by the affirmative action officer, serve on search committees where positions have
been identified as underrepresented and placement goals are in effect.

(Approved by President's Cabinet June 29, 2009)
VI. Facilities and Master Plan Oversight Committee (FMPOC)

The facilities and master Plan Oversight Committee (FMPOC) will oversee space allocation and
recommend future space needs as defined by the master plan.

A. Function:

The Facilities and Master Plan Oversight Committee makes nonbinding recommendations to the
president on issues and proposals involving campus facilities. The committee is charged with the
following responsibilities:

1. To review requests that involve significant physical change, change of function, reassignment of
space to another department or organization, long-term allocation of College space (building
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and grounds) and/or alternatives to space usage. and make recommendations to the president.
Normally, the president, vice presidents or affiliated organizations request committee review of
proposals.

2. To review priorities for capital construction, rehabilitation and space alteration projects and
make recommendations to the president.

3. To review designs and concerns regarding campus grounds plantings, signage, roads, etc.
weighing all new proposals in light of their contribution to campus aesthetics and physical
harmony.

4. To regularly assess the progress of the master plan; to continually monitor and review
proposals for changes to the master plan ensuring consistency with the mission of the College;
and to serve as ombudsperson in resolving future space conflicts that the plan's execution may
generate.

5. To periodically hold an open campus meeting and report on the progress of the master plan
update. Once a year a written report on the progress of the master plan shall be submitted to
the president and to the chair of the Faculty Senate.

The FMPOC has the authority to form subcommittees and designate members from the campus
community to oversee a specific part of the master plan, e.g., space utilization, etc.

(Revisions approved by President's Cabinet July 7, 2006)

B. Membership: The committee includes representatives of specific campus administrators, academic
faculty, the Faculty Senate, the Call for Alteration Committee (CFA), and the Master Plan Steering
Committee.

The composition of the membership is as follows:

1. administrative representatives: associate vice president for facilities management, associate
provost for information resources, registrar, associate provost for enrollment management or
designee, athletic director or designee, one representative from student affairs

2. the dean of the School of Arts and Sciences, the dean of the School of Education, the dean of
the School of Professional Studies

3. the chairperson of the Long Range Planning Committee (LRP) or designee

4. one faculty representative selected by the Faculty Senate

5. ex officio: the director of facilities planning, design and construction, the vice president for
finance and management

6. chair: the chair is appointed annually by the president. The position may be rotated annually.
(Revised by President Bitterbaum, May 12, 2008)

(Approved by President's Cabinet July 7, 2006)
VIl. Environmental Health and Safety Committee

(The president has delegated responsibility for this committee to the vice president for finance and
management.)

A. Function
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1. To solicit and receive from individual members of the committee, college faculty, staff and
students, concerns regarding matters of health and safety on the college campus that have not
been resolved through normal administrative channels. Such concerns shall be communicated
by the committee to the vice president for finance and management who will reply to the
committee within 10 working days. Safety concerns include, but are not limited to the following:
employee safety, life safety, toxic/hazardous material handling, storage and disposal, and fire
safety.

2. To review existing campus health and safety documents and to recommend modifications
and/or additions to such documents.

3. To advise and assist the environmental health and safety officer (EHSO) in the design and
implementation of programs intended to inform and educate the college community in matters
of workplace health and safety.

4. To establish subcommittees as desired for the purpose of addressing or investigating specific
concerns of the committee.

B. Membership

1. Three members appointed by the UUP.

2. Three members appointed by CSEA.

3. Six members appointed by the president.

4. One member each from other campus bargaining units.
5. One member from ASC.

Those groups having more than one member on the committee shall appoint them for staggered
terms. The chair of the committee shall be elected by the membership of the committee.

VIIl. Committee on the Status and Education of Women

A. Function

1. To review and assess issues affecting the campus climate for women and to plan programs and
activities to improve that climate.

2. To make recommendations to the president on policies that affect the status and education of
women.

3. To conduct periodic reviews of compliance with Title 1X.

IX. Information Resources Advisory Committee

A. Function: To make recommendations to the president, through the associate provost for
information resources, on matters of equipment acquisition, location, future planning, budget
priorities, and related issues in the areas of information resources.

B. Membership

1. Associate provost for information resources.
2. Director of the Center for Advancement of Technology in Education.
3. One representative from student affairs.
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One representative from finance and management.
Two faculty from professional studies.

Two faculty from arts and sciences.

Two faculty from education

One student.

©ONO O

130.09 INTERDISCIPLINARY CENTERS

Section A. Definition

Academic departments and schools are the primary units of academic organization of the College.
Due to the interdisciplinary nature of some programs, the president may see fit to establish an
interdisciplinary center, a unit of the College which sponsors interdisciplinary, cross-departmental
curricula (including degree programs), related research and teaching, and other activities as charged
by the president. Centers are governed by regular College procedures.

Section B. Center Bylaws

A center must have a set of bylaws governing its operation. The bylaws will include a statement of the
purpose of the center, set forth the criteria for inclusion of members in the center, and establish rules
by which center members elect the Center Council and the Center Council chair. When the bylaws
are approved by the Center Council, the appropriate dean, the provost and vice president for
academic affairs, other vice presidents as appropriate, and the president, the center will be
considered operational.

Section C. Center Governance

Center policy is established by a Center Council composed of faculty, professional staff,
administrators, students, and (as appropriate) members of the community. Center Councils are
appointed by the provost after soliciting applications from the College community. The deans of arts
and sciences, education and professional studies are ex officio members of Center Councils.

Section D. Center Administration

The provost, in consultation with the Deans' Councils, shall assign administrative responsibility for
each center to a school dean. The chair of each center shall be recommended by the respective
Center Council (according to its own bylaws) and appointed by the provost, in consultation with the
school dean within whose responsibility the center falls. The Council chair shall be assigned
responsibilities, in consultation with the dean, for certain aspects of a center's work and
administration. The center chair shall submit an annual report evaluating the center's work to the
Center Council and to the designated dean, and to the provost.

Section E. Faculty Affiliation with a Center

Faculty working with centers have their appointment and tenure in a department. A faculty member's
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affiliation with a center shall be established either through work on the Center Council or on one of its
committees. As appropriate (and in consultation with the home department and dean) this affiliation
may be stipulated in a side letter to an appointment contract. Release time for work with a center is
subject to the availability of resources and/or negotiations with the home department and dean. As
requested by either the faculty member, the respective department, the department chair, or the
dean, the center chair shall provide written evaluations assessing work with a center for purpose of
reappointment, promotion, merit and/or tenure decisions. When such evaluations are requested and
provided, they must be considered by all relevant personnel committees and administrators.

(Approved by the Faculty Senate, Nov. 7, 1989 and by President Clark, Dec. 6, 1989; revised August
2003 to reflect the new School of Education)

130.10 Statement on Diversity

On Feb. 23, 1993 the Faculty Senate of State University of New York at Cortland passed the
following statement on diversity, which was approved and endorsed by President Clark on Feb. 25,
1993:

"SUNY Cortland is dedicated to the affirmation and promotion of diversity in its broadest sense. Our
mission requires that people of every background be able to study and work here with an expectation
of respectful treatment. We seek to establish standards of behavior which honor the dignity and worth
of individuals regardless of their gender, ethnicity, race, age, physical or mental abilities, religious
beliefs, sexual and affectional orientation or socioeconomic class.

A major goal of our College is to develop and maintain an atmosphere which supports learning about
prejudice and discrimination so that we can strive to reduce it not only on our own campus, but
wherever we encounter it. We recognize that advocating for diversity frequently brings discordant
viewpoints into focus. As we endeavor to educate ourselves about the effects of our biases, it is
important for us to do so within an atmosphere of safety and respect. An environment where it is safe
to explore our differences enables us to make more progress toward a campus which celebrates,
rather than simply tolerates, the richness inherent in our pluralism."

Back to Chapter 130
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CHAPTER 150: Cortland Faculty Governance

150.01 College Faculty Defined

150.02 Chair and Presiding Officer of the Faculty

150.03 SUNY Cortland Faculty Bylaws

150.04 Bylaws of the SUNY Cortland Graduate Faculty
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150.01 COLLEGE FACULTY DEFINED

The faculty of each college shall be comprised of the chancellor, the chief administrative officer and
other members of the voting faculty of the college, other members of the academic staff of the
college, and such nonvoting administrative officers and professional staff as may be designated by
the faculty bylaws of the college.

(Policies: Article X, Section 1)
150.02 CHAIR AND PRESIDING OFFICER OF THE FACULTY

The president of the College is the chair of the faculty. The faculty elects a presiding officer as
specified by the constitution and bylaws of the faculty. (Policies: Article X, Section 2)

150.03 SUNY CORTLAND FACULTY BYLAWS

These bylaws define the role of the faculty in the governance of the College, in accordance with the
legal requirements of the State University of New York, the Policies of the Board of Trustees of
the State University of New York, and the local College Council. They identify faculty
responsibilities and obligations within the administrative and academic structures of the College, and
provide a plan within which the ideals of academic freedom, intellectual honesty, and social justice
may be pursued.

ARTICLE I: NAME
The name of this organization shall be: The SUNY Cortland Faculty.
ARTICLE II: RESPONSIBILITY

Section A.

The SUNY Cortland Faculty shall assume the major responsibility for the development of the
educational program of the College, and shall be responsible for the conduct of the College's
instruction, research and service program.

Section B.

The faculty shall carry out its responsibility through significant involvement at the departmental,
school and College levels. The bylaws outline the extent and manner of faculty participation at the
College level. In order to ensure adequate faculty involvement at the departmental and school levels,
the following specifications shall in all cases be met:

1. Departmental Organization
Each department shall elect a personnel committee to deal with appointments, promotions,
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merit increments, sabbatical leaves, leaves of absence, and continuing appointments and a
committee to deal with curriculum development. Chairs of departments may be elected to these
committees as the individual departments see fit. The personnel committee shall be operative by
Oct. 1 of each year and shall elect one of its members to serve as chair. These committees
shall transmit their recommendations to the appropriate people, school or College committee,
with informational copies to the school dean. If the department chair is not a member of these
committees, s/he shall also receive copies of the recommendations.

2. School Organization
The members of each of the three academic schools and the professional staff of the College
shall elect school or divisional committees to deal with personnel matters. In the academic
schools, a school curriculum committee shall also be elected. Committees to deal with any other
matters of concern to the school as a whole shall be selected through procedures approved by
the members of the respective area and shall report to the school faculty. School committees
shall receive and act upon recommendations from departments and shall transmit such
recommendations to the people and administrators concerned.

ARTICLE lll: MEMBERSHIP: THE COMPOSITION OF THE SUNY CORTLAND FACULTY

Section A.

1. In an attempt to be consistent with the Agreement between the State of New York and the
Bargaining Agent and the Policies of the Board of Trustees of the State University of New
York, the faculty of SUNY Cortland shall be defined as the chancellor, the president of the
College, those administrative officers designated as management by the Public Employee
Relations Board, persons having academic rank and term or continuing appointment,
professional staff having term or permanent appointment, and persons with qualified academic
rank.

2. Those with qualified academic rank and academic and professional members of the college
staff not included in the above categories shall constitute the part-time faculty and are excluded
from the College Faculty for purposes of faculty governance except as provided in Article VI,
Section A, Paragraph 10 and Article VI, Section B, Paragraph 5g. ["Qualified academic rank" is
defined by the Policies of the Board of Trustees (Article Il, (k)), as "Rank held by those
members of the academic staff having titles of lecturer, or titles of academic rank preceded by
the designations 'clinical' or 'visiting' or other similar designations."]

Section B.

The voting faculty of the College shall be defined as the individuals listed in paragraph 1 above,
excluding those with qualified academic rank.

For purposes of voting within areas, each staff member shall be identified with the area in which the
individual's primary assignment of responsibility lies. Each member of the voting faculty shall have
one vote.

ARTICLE IV: DEFINITIONS

The phrase "consult with the faculty," as used herein, shall be interpreted as follows:
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To meet with the faculty as a whole, or with that portion of the faculty directly concerned with the
matter under consideration, for the purpose of determining what the will of the faculty may be. With
the approval of the Senate, the opinions of the faculty may be solicited by means other than by a
meeting. Meetings for consultation shall be held only after proper notice of time, place, and agenda
has been given to all persons concerned. Votes may be taken by secret ballot.

ARTICLE V: OFFICERS

Section A.

The president of the College is the executive officer and chair of the SUNY Cortland Faculty. The
elected officers of the faculty shall be the chair of the Senate who is also the presiding officer of the
faculty, the vice chair who is also the chair-designate, the secretary and the treasurer.

Section B.

The duties of the officers of the SUNY Cortland Faculty are:
The president of the College shall carry out those duties as prescribed by the Policies of the Board
of Trustees of the State University of New York.

1. The chair of the Senate shall:
a. Preside at any meetings of the SUNY Cortland Faculty, the Faculty Senate and the Steering
Committee.
b. Propose agenda for Senate meetings and refer matters to faculty committees. The chair shall
report to the Senate at its next meeting all matters referred to committees.
c. Appoint, with the advice and consent of the Senate, committee members not otherwise
provided for in these bylaws.
d. Carry out the directives of the faculty and Senate regarding time of meetings, programs,
activities and business of the faculty.
e. Be responsible for the proper conduct of elections and voting on proposed amendments to
these bylaws.
f. Confer with the president of the College or his delegated representative as s/he sees fit, or as
s/he is directed by the Senate or by the faculty.
2. The vice chair of the Senate shall:
a. Serve as chair of the Senate in the latter's absence and in case of a vacancy shall act as
chair pro-tem for the remainder of the chair's term. This shall not be considered to be a violation
of Article X, Sections 5.c. and 8.b.
b. Discharge such other duties as shall be assigned by the chair with the advice and consent of
the Senate.
c. Assume the office of chair of the Senate for the academic year following term of service as
vice chair. These duties shall be assumed at the close of the spring semester.
3. The secretary of the Senate shall:
a. Record and publish the minutes of all meetings of the faculty and Senate.
b. Publicize the meetings of the faculty and Senate, including the agenda of such meetings.
c. Keep afile of all minutes, correspondence, reports and other documents so as to comprise a
total record of the activities of the faculty. A copy of the file will be placed in the library archives.
4. The treasurer of the Senate shall:
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a. Receive, and disburse with the written acknowledgment of the chair of the Senate, all funds
of the faculty.

b. Prepare and submit a faculty budget.

c. Submit, at the end of the academic year, a financial statement of all funds under control.

Back to 150.03

Back to Chapter 150

TOP
ARTICLE VI: FACULTY SENATE

Section A.

The Faculty Senate of the SUNY Cortland faculty shall be composed of:

1. The four officers of the faculty.

2. Seven elected representatives from the School of Arts and Sciences, elected by the voting
members in each area:

a. One elected representative from the mathematics and science division (departments of
mathematics, biological sciences, chemistry, geology, and physics),

b. One elected representative from the social and behavioral sciences division (departments of
economics, geography, history, political science, psychology, and sociology/anthropology),

c. One elected representative from the fine arts and humanities division (departments of art and
art history, communication studies, English, international communications and culture,
performing arts, and philosophy),

d. Four elected at-large representatives from the School of Arts and Sciences, whose terms
shall be staggered with those of the three division representatives.

3. Four elected at-large representatives from the School of Professional Studies, elected by and
from the departments of communication disorders and sciences, health, kinesiology, physical
education, recreation, parks and leisure studies and sport management.

4. Three elected at-large representatives from the School of Education, elected by and from the
departments of childhood/early childhood education, educational leadership, foundations and
social advocacy, and literacy.

(Approved by President Bitterbaum, January 2004)

5. Two elected representatives for full-time lecturers: one to be elected at large from full-time
lecturers in the School of Arts and Sciences, and one to be elected at large from full-time
lecturers in the schools of Professional Studies and Education combined.

(Approved by President Bitterbaum, June 2009)

6. Four elected at-large representatives from the professional staff, elected by and from the voting
members in this area.

7. One elected representative from the library, elected by and from the voting members in this
area.

8. One elected representative from the management/confidential area, elected by and from the
voting members in this area.

9. The elected faculty representative to the State University Senate.
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10.

11.

12.

13.

14.
15.

16.

17.

18.

19.
20.

Three members of the student body, elected under procedures determined by the Student
Senate.

The elected representative of the classified staff, elected under procedures determined by
members of the classified staff.

The elected representative of the graduate faculty, elected under procedures determined by
members of the graduate faculty.

The elected representative of the part-time faculty, elected under procedures determined by
members of the part-time faculty.

The four Policy Committee chairs, ex officio without vote.

The provost and vice president for academic affairs, ex officio without vote unless this person is
the elected representative of management/confidential.

The vice president for student affairs, ex officio without vote unless this person is the elected
representative of management/confidential.

The vice president for finance and management, ex officio without vote unless this person is the
elected representative of management/confidential.

The vice president for institutional advancement, ex officio without vote unless this person is the
elected representative of management/confidential.

The president of the College, ex officio without vote.

The parliamentarian of the faculty, ex officio without vote.

(Approved by President Bitterbaum, May 2004.)

Section B. Duties and Powers of the Senate

1.
2.

3.

To serve as deliberative body for organizing and carrying out the business of the faculty.

To determine those issues which should be taken to the entire faculty and to forward these to
the faculty.

To conduct a referendum on a question not contrary to local, state or federal law, or to
provisions of these bylaws, at the formal request of at least 25 percent of the voting faculty.

To carry out those directives of the faculty which are within the jurisdiction of the Senate and
not otherwise delegated in these bylaws.

To assume responsibility for:

a. The formulations of the programs of the business and special meetings of the faculty.

b. The initiation of studies and investigations relative to the achievement of the purpose of this
organization.

c. The advisement and support of the chair of the Senate in such of the latter's responsibilities
as are specified in this constitution.

d. The determination of procedures of secret balloting in the elections of the faculty.

e. The publishing of the annual reports of faculty committees.

f. The approval and periodic review of the organizational structure and operating procedures of
the graduate faculty.

g. The approval and periodic review of the organizational structure and operating procedures of
the part-time faculty.

h. The changing of a provision of any policy or statement passed by the faculty which is
discovered to be null and void because of a conflict with a University policy or statement which
must take precedence (e.g., The Board of Trustees Policies or the Bargaining Agreement). The
Senate shall have the power to change the provision to make it conform to all necessary
University policies or statements.

http://www2.cortland.edu/offices/publications/handbook/part-one/ Page 16 of 46



SUNY Cortland: Part One: University and College Governance 10/27/10 10:51 AM

Section C. Attendance

Any faculty member has the right to attend meetings of the Faculty Senate and participate in the
discussion when the floor has been yielded by a senator.

Section D. Quorum

A quorum of the Senate necessary for the conduct of business shall be a majority of its voting
membership.

Section E. Open Meeting Standards

1. The Faculty Senate and its committees shall operate according to New York State's open
meeting standards, and these standards shall apply as well to any activity in which the Senate
or its designees decide to involve themselves. Any meeting of any committee or entity of the
Senate for which a quorum is required in order to conduct business, and which consists of two
or more members, shall be open to any employee of the College. Such attendance does not
extend to the right of non-committee members to speak during such meetings or activities.

2. Committees or entities in question may elect to not apply the open meeting principle when
information is being discussed that would imperil public safety, would disclose the identity of a
law enforcement agent or informer, might impede law enforcement efforts, relates to litigation,
involves confidential records specific to an individual, or involves matters that must be
confidential under federal or state law.

3. Any disputes concerning the applicability of this resolution shall be resolved by the Faculty
Senate.

(Approved by President Taylor, July 19, 2002)
Back to 150.03

Back to Chapter 150

TOP
ARTICLE VII: COMMITTEES

Section A. Duties of Committees

1. The general duties of every committee of the faculty, and especially of each committee chair, shall
be:

a. To apportion its work efficiently and fairly among its regular members, functioning as a whole or
in subcommittees as seems appropriate.

b. To enlist the participation or advice of the teaching faculty, administrative and professional staff,
and students, to improve the committee's judgment or expedite its recommendations.

c. To keep minutes or other records of proceedings that will be adequate for use of the chair's
successor.

d. To submit a written annual report to the Faculty Senate at the end of the academic year.
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Section B. Committee on Committees

1. Membership: One member from each of the areas below shall be elected by the voting members in
each area.

mathematics and sciences

social and behavioral sciences

fine arts and humanities

professional studies

education

professional staff

library

management/confidential

one student for a one-year term to be named through SGA procedures.

~TQ <0 Q0T

The members shall be elected for two-year terms with either three or four members to be elected
each year as required to maintain the distribution described above. The chair of this committee shall
be elected by the members of this committee for a one-year term.

2. Duties:

In preparing slates for elections and appointment to committees, the Committee on Committees
should strive to ensure opportunities for all eligible members of the College faculty to participate, with
special efforts to involve participation by minorities, women and new staff. The Committee on
Committees shall:

a. Prepare and submit a slate of candidates for elected Faculty Senate committees (other than
senators) to the Faculty Senate not later than six weeks before the end of the spring semester.

b. Present recommendations to the Faculty Senate for all appointed Faculty Senate committees
not later than six weeks before the last day of classes of the spring semester.

c. Publicize the above elective slate not later than one week in advance of the Faculty meeting at
which further nominations will be received from the floor.

d. Conduct the above elections not later than four weeks before the end of the spring semester
each year.

e. Submit names to the Senate to fill the unexpired term for any elected or appointed office during
the academic year except for those representatives to the Senate elected by and from their
area.

f. Seek nominees for and conduct special elections.

g. Report to the Faculty Senate concerning appointments and elections.

Section C. Policy Committees
There shall be five standing Policy Committees:
a. The Educational Policy Committee

Membership shall be as follows:
two members representing arts and sciences
two members representing education
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two members representing professional studies

one member representing library

one member representing professionals

one at large member from the academic faculty

two student members

provost, ex officio

registrar, ex officio

one member from the graduate faculty executive committee, ex officio

b. The Academic Faculty Affairs Committee

Membership shall be as follows:

one member representing mathematics/sciences
one member representing social/behavioral sciences
one member representing fine arts/humanities

one member representing professional studies

one member representing education

one member representing library

(the chair should be tenured wherever possible)

c. The Student Affairs Committee

Membership shall be as follows:

one member representing mathematics/sciences
one member representing social/behavioral sciences
one member representing fine arts/humanities

one member representing professional studies

one member representing education

one member representing library

one member representing professionals

two student members

d. The Long-Range Planning Committee

Membership shall be as follows:

one member representing mathematics/sciences
one member representing social/behavioral sciences
one member representing fine arts/humanities

one member representing professional studies

one member representing education

one member representing library

one member representing professionals

two student members

e. The Professional Affairs Committee

Membership shall be as follows:
one representative from institutional advancement and the President's Office
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one representative from finance and management

two representatives from student affairs and the vice president for student affairs office
two representatives from academic affairs

one representative from information resources

one representative from enroliment management

two representatives at-large from the professionals

one ex-officio non-voting UUP vice president for professionals or his/her designee

Membership: Members shall be appointed to these committees by action of the Senate. The
Committee on Committees shall prepare the nominees for Senate action. The members on each
committee shall be appointed for staggered two-year terms, except for the Long-Range Planning
Committee, whose members shall have a staggered three-year term. The members of each
committee will elect a chair of the committee for a one-year term. When determining the slate of
nominees, the Committee on Committees shall give due consideration to representation by areas and
divisions as well as the major responsibility of the committee.

The Student Senate shall be entitled to select voting members of the Faculty Senate committees as
follows: one member of the Educational Policy, Long-Range Planning and Student Affairs
Committees. The provost and vice president for academic affairs shall serve on the Educational
Policy Committee with a vote. The president may appoint consultants as non-voting members of the
Academic Faculty Affairs and Long-Range Planning Committees. These members are in addition to
student members.

3. Duties:
a. Educational Policy Committee:

1. To consider and make recommendations to the Senate on matters related to educational policy,
major curricular changes, and other areas designated to it by the Senate.

2. To determine the procedures governing change of academic programs and curricula. The
committee shall report to the Senate any procedural changes proposed. If no objection is raised
by a member of the Senate within one Senate meeting of the committee’s report on the
changes, the changes shall be sent to the provost and vice president for academic affairs for
approval. If objection is raised, then the Senate will vote on the reported procedural changes.

b. Academic Faculty Affairs Committee:

1. To regularly review the policies and procedures of academic departments and of the library that
affect faculty with academic rank for renewal of term appointment, for granting of continuing
appointment, and for promotion as fully described in Section 220.06 and Chapter 230 of the
College Handbook.

2. To conduct a review of Section 220.06 and Chapter 230 of the College handbook at least once
every three years, and upon completing any such review to recommend needed changes to the
Faculty Senate (or to certify that no changes are currently recommended to the Faculty
Senate).

3. To provide assistance to any individual faculty member with academic rank having unresolved
problems regarding the departmental, school or sub-school personnel review process or
problems deriving from it. (See paragraph 220.06, B.3.e of the College Handbook.
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4. To conduct an investigation of the review process used during a personnel action of an

individual faculty member if formally requested by that individual.

a. The faculty member requesting the review should submit all pertinent materials related to the
review to the chair of the Academic Faculty Affairs Committee. The individual need not submit
his or her portfolio of supporting documents to the Academic Faculty Affairs Committee, since
this material typically would not be reviewed, unless there appeared to have been violations
directly involving the evaluation of these materials. It is important to note that disagreements
between the candidate and reviewers regarding the weighting of materials do not in and of
themselves represent procedural violations. The Academic Faculty Affairs Committee should
avoid making judgments regarding subjective evaluations by the reviewers.

b. The Academic Faculty Affairs Committee may request additional materials from the individual
requesting assistance. If appropriate, the Academic Faculty Affairs Committee also may
interview members of personnel committees involved in the process, as well as the department
chair and dean, or for librarians, the supervisor, director of libraries and the associate provost
for information resources. However, cooperation by these individuals is strictly voluntary.

c. The investigation may be conducted by the Academic Faculty Affairs Committee as a whole,
or by a review sub-committee consisting of at least three members of the Academic Faculty
Affairs Committee appointed by the chair of the Academic Faculty Affairs Committee. If a sub-
committee is appointed, the chair of the Academic Faculty Affairs Committee should serve on
the sub-committee, and all members of the sub-committee should have tenure whenever
possible.

d. A letter reporting the committee’s conclusions will be issued to the individual and to the
assistant vice president for human resources. This letter should include a description of the
process used during the investigation and detailed descriptions of any violations of policies
described in the Departmental Personnel Policies, the College Handbook, the SUNY Board of
Trustees policies, or the UUP agreement that may have occurred.

Except for the four duties specified above, all other faculty matters to be considered by the
committee will be designated to it in writing by the Faculty Senate Steering Committee. This
includes recommendations by departmental, school or sub-school personnel committees,
administrators or individuals.

c. Student Affairs Committee:

1.

2.

To consider and recommend to the Senate matters related to student policies and procedures,
academic services, and other such matters designated to it by the Senate.

To determine the procedure whereby student concerns are considered by faculty and
administration. This procedure is subject to approval of the Senate, and to mandatory review
every two years.

d. Long-Range Planning Committee:

1.

2.

To consider and recommend to the Senate matters related to current academic plans, long-
range planning, and other such matters designated to it by the Senate.

To determine the procedure whereby faculty and student input is obtained regarding long-range
plans. The procedure developed shall be subject to approval by the Senate, and to mandatory
review every two years.

Procedures to be Used by the LRPC

a. Ask all academic units and departments to either (i) prioritize and submit to the LRPC
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aspects of thier academic-unit long-range or strategic plans or statements, or (ii) if no formal
plan or statements exist, to submit a statement of prioritized strategic values or issues agreed
upon by the academic unit. This will be accomplished through a Web-based survey and will be
reflective of the new SUNY Cortland Mission Statement. This could include the use of an online
forum (e.g., a "wiki") or other methods of input such as open forums and/or surveys.

b. LRPC will present its findings and recommendations to the Faculty Senate, the Strategic
Planning Steering Committee and the campus community in the spring of 2009.

e. Professional Affairs Committee

1. To consider and recommend to the Senate matters related to professional employees, their
welfare, and other related subjects designated to it by the Senate. The committee also will
review requests from professional employees regarding issues that are not addressed and/or
resolved by existing formal processes and will consider such matters as the committee deems
appropriate.

2. To conduct periodic review of procedures and policies related to the employment of
professionals, including mechanisms for advancement, rank, permanent appointment,et al, as
outlined in the College Handbook and contained in the current Agreement between the State of
New York and United University Professions, including pertinent Memoranda of Understanding.
To propose any changes in language or policy related to the above, as agreed upon by the
committee, to the appropriate organization through the appropriate liaison or committee.

Section D. College Research Committee

Membership: Membership shall be appointed to this committee by action of the Faculty Senate. The
Committee on Committees shall prepare the nominations for Senate action. When determining the
slate of nominees the Committee on Committees shall give due consideration to the major
responsibilities of the nominees for reviewing proposals and recommending College policy regarding
research. Those nominated should either have been successful at obtaining funding for their own
research, or have had experience in reviewing proposals for an agency outside of the College.

In addition, where possible the Committee on Committees should attempt to provide for equal
representation by areas of the College. The appointed members of the committee shall serve three-
year staggered terms and shall elect a chair for a one-year term. The administrative officers of the
College who are primarily responsible for the research function shall serve as ex officio members of
the committee without vote.

Duties:

a. To collaborate with the College’s director of sponsored programs to provide interested faculty
with information about, and assistance with, obtaining support for their research.

b. To make recommendations to the Faculty Senate regarding the development of policies and to

implement policies which may affect the research function of the faculty.

To be responsible for the Faculty Research Program.

. To consult with the appropriate officers and organizations in making recommendations for
matters of College policy regarding research.

e. To make periodic reports and file a written annual report at the end of the academic year.

To actively pursue sources of external funding appropriately matched to specific faculty

Qo
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research interests.
Section E. Steering Committee of the Senate

Membership: The four elected officers of the Senate, the five committee chairs of the Educational
Policy, Faculty Affairs, Student Affairs, and Long-Range Planning and Professional Affairs
committees, and the parliamentarian ex officio shall comprise the membership of the Steering
Committee.

Duties:

To receive and prepare agenda items for the Senate and Faculty meetings.

To act on matters referred to it by the Senate.

To identify and initiate proposals for Senate action.

To act for the Faculty Senate during periods when the College is not in session and it is not
possible to call a Senate meeting, with such action to be reported to the Senate at the earliest
opportunity.

Qoo

Section F. College Curriculum Review Committee
Membership

a. A committee of fourteen members shall be nominated by the Committee on Committees and
appointed by action of the Faculty Senate.
b. Membership shall be as follows:
one member representing mathematics/science
one member representing social/behavioral sciences
one member representing fine arts/humanities
two members representing education
two members representing professional studies
one member representing professionals from academic affairs
one member representing the library
two student members
dean of arts and sciences or designee (ex officio, non-voting)
dean of education or designee (ex officio, non-voting)
dean of professional studies or designee (ex officio, non-voting)
registrar (ex officio, non-voting)
associate provost for academic affairs (ex officio, non-voting)
c. Terms of office shall be two years and shall be staggered. Faculty and student representatives
shall be restricted to a maximum of two consecutive terms of office and shall not also serve on a
school curriculum committee.

Duties

a. To consider curriculum changes that affect the three schools of the College and make
recommendations to the provost in a timely and efficient manner.

b. To make recommendations to the Educational Policy Committee on policy changes that may be
necessary.
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Section G. General Education Committee
Membership

a. A committee of thirteen members shall be nominated by the Committee on Committees and
appointed by action of the Faculty Senate.
b. Membership shall be as follows:
one member representing mathematics/science
one member representing social/behavioral sciences
one member representing fine arts/humanities
one member representing education
one member representing professional studies
one member representing the library
two at-large members from the academic faculty
one member representing the professional staff
one student member
dean of arts and sciences or designee, ex officio, non-voting
director of Institutional Research and Assessment Office or designee,
ex officio, nonvoting
provost or designee, ex officio, non-voting
c. Terms of office shall be two years and shall be staggered.

Duties

a. To be responsible for coordinating all aspects of the General Education Program. This includes,
but is not limited to:
1. Faculty advisement in general education course development.
2. Development of tools and methodologies for assessment of the program.

b. To make recommendations to the provost regarding approval of general education courses.

c. To make recommendations to the Faculty Senate regarding changes in the structure and
content of the General Education Program.

d. To make recommendations to the Educational Policy Committee regarding changes in general
education policies.

(Approved by President Bitterbaum May 22, 2006)
Section H. Ad Hoc Committees

1. The Senate, in consultation with the Committee on Committees, may appoint such other
temporary committees as are needed to facilitate the business of the Faculty.
2. A written report of the work of the committee shall be submitted to the Senate.

Back to 150.03

Back to Chapter 150
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ARTICLE VIil: GRADUATE FACULTY

1. There shall be a graduate faculty for the purpose of accepting responsibility for graduate
curricula and associated graduate academic affairs of the College. The graduate faculty shall
provide a direct advisory mission to the administrative officers designated for graduate studies
and related affairs.

2. The organizational structure and operating procedures of the graduate faculty shall be subject
to ongoing review and approval by the Faculty Senate. A representative of the graduate faculty
shall represent it on the Faculty Senate.

3. The graduate faculty shall provide the Senate with a written annual report at the end of the
academic year.

ARTICLE IX: MEETINGS OF THE FACULTY

Section A. Calling Meetings

1. Meetings of the SUNY Cortland faculty shall be called and presided over by the chair of the
Senate.

2. Meetings of the faculty may also be called as provided in the Policies of the Board of Trustees
of the State University of New York.

3. Upon formal request of at least 15 percent of the faculty, a meeting of the faculty shall be called
and presided over by the chair of the Senate. Such formal request shall include a statement of
the business to be considered at the meeting.

4. There shall be at least one faculty meeting each academic year.

Section B. Agenda

1. The agenda for each meeting shall be published one week in advance, except that in
emergencies less notice may be given.

2. Proposed items for the agenda may be submitted to the Senate at any time.

3. New business not on the agenda may be taken up on a motion passed by two-thirds of those
present providing the quorum requirement is met.

Section C. Minutes
1. Minutes of each meeting shall be recorded and published.
Section D. Quorum

1. Quorum of the faculty necessary for the conduct of business shall be 15 percent of the faculty
eligible to vote.

ARTICLE X: ELECTIONS

1. Offices of the faculty to be filled by election by the voting faculty:

a. Vice chair of the Senate and chair designate.
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Secretary

Treasurer

Three or four members each year of the Committee on Committees.
Representative and alternate representative to the State University Senate.
Two faculty representatives to the Student Senate.

Elected representatives of the faculty to other organizations.

Q-0 Q20T

2. Offices to be filled by election by the professional staff:
Members of the College Review Panel and the Committee on Professional Evaluation will be chosen
in elections conducted by the professionals, not in conflict with the bargaining contract.

3. Offices of the faculty to be filled by election within areas:

a. School committees, as provided in Article Il, Section B.2.
b. Representatives to the Faculty Senate, as provided in Article VI, Section A.

4. Terms of Office:

a. At the regular election each year, a candidate shall be elected to the office of vice-chair. The
candidate shall serve as vice-chair for one year and as chair for the following year. The terms of
office of the secretary and of the treasurer shall be for one year.

b. The Faculty Senate chair shall assume office on the day following Commencement. Other
officers of the Senate shall assume office immediately following the last day of examinations in
the spring semester.

c. The terms of office for the three elected representatives of the Schools of Arts and Sciences,
Professional Studies and Education, the professional staff, library, and
management/confidential shall be two years.

d. At each regular election, one or two Senators shall be elected from each of these areas as
needed to ensure a full representation for each area. The term of office for representatives to
the Student Senate shall be one year.

5. Eligibility for Election: Every member of the voting faculty is eligible for any position, except that:

a. No member shall be elected until s/he has accepted the nomination.

b. No member may be elected to more than two successive terms in one elective office of the
Senate.

c. Members elected to the offices of vice chair, secretary, treasurer, or elected as chair of any
policy committee, or serving as representative to the State University Faculty Senate, shall be
ineligible to hold, concurrently, any other elective office of the Senate.

d. Members elected from a particular area of the College must be members of that area and shall
be ineligible to continue in office in the event they cease to be a member of that area.

6. Elective Procedures:

a. The Committee on Committees shall conduct all elections, regular or special, for officers and
members of the Senate. Voting shall be by secret ballot, using written or electronic means.
Persons receiving a plurality of the votes cast shall be considered to be elected.

b. A regular election shall take place on or before April 15 each year. The Senate shall establish
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the time of any special elections that may be required.

c. The Committee on Committees shall prepare a slate of nominees for presentation to the faculty
at a time designated by the chair of the Faculty Senate in consultation with the Senate. The
slate shall be publicized at least one week in advance of the Faculty Senate meeting at which
further nominations will be received from the floor.

d. The chair of the Senate shall ask for the report of the Committee on Committees at a Faculty
Senate meeting, after which s/he shall ask for nominations from the floor. Any candidate so
nominated must consent to run for the office before his or her name is proposed. When the
number of candidates is equal to the number of openings for a given position, the Senate may
immediately direct the secretary to cast a singel ballot on behalf of the faculty to elect those
candidates. When the number of candidates exceeds the number of openings for a given
position, the final slate shall be posted at least one week in advance of the balloting.

7. Installation of Officers:

Newly elected officers and representatives of the SUNY Cortland Faculty shall be installed at a
faculty meeting called by the retiring chair of the Senate in consultation with the Senate, prior to
the last day of classes of the spring semester. They shall assume their duties at the end of the
spring semester as outlined in Article X, Paragraph 4.b.

8. Vacancies:

a. A vacancy in an elective position shall exist when a person completes the term of office, resigns
from the position, takes leave for one semester or longer and is not available to serve, or is no
longer a member of the faculty. A vacancy may also be declared to exist by a two-thirds vote of
the Senate.

b. Any vacancy occurring among the elected officers or members of the Senate shall be filled, for
the remainder of the vacated term, by a special election conducted among the appropriate
voting constituency, within one month from the date that the vacancy occurs.

Back to 150.03

Back to Chapter 150

TOP
ARTICLE XI: CONDUCT OF BUSINESS

Business of the faculty, at the discretion of the chair of the Senate and with the consent of the
Senate, may be conducted by distribution of information and ballots through the mail or electronically,
providing that all other requirements of this constitution are met.

Business shall be conducted by Robert's Rules of Order, Newly Revised, except where otherwise
specified in these bylaws.

ARTICLE XII: FACULTY FEES

No fees for voting membership in the SUNY Cortland Faculty may be assessed.
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The SUNY Cortland Faculty may establish fees for the maintenance of its program of activities.
The Senate shall have authority to approve a budget for the faculty, and to assess fees, subject to the
following limitations:

a. The Senate may approve budgetary items only for faculty recognition upon retirement, for
distinguished service, and for the operational expenses of the Senate and faculty.

b. Fees may be assessed by the Senate not to exceed $10 for a given academic year. All other
budgetary items and fees in excess of the stated amount must be approved by a majority vote of a
quorum of the faculty necessary for the conduct of business as provided in Article VI, Section D.

The fiscal year shall be from June 1 to May 31 inclusive.
ARTICLE XIlil: REVIEW OF GOVERNANCE STRUCTURE

Section A.

There shall be a mandatory review of the entire governance structure at least every five years after
the adoption of these bylaws. (The last such review took place during the 2007-08 academic year.)

Section B.

A committee shall be elected by the Faculty Senate from nominees prepared by the Committee on
Committees. This committee shall conduct the review and present recommendations to the Faculty
Senate. Included in the review shall be the specific recommendations of the policy committee chairs
with regard to procedures affecting their specific area.

ARTICLE XIV: AMENDMENTS

This constitution or its bylaws may be amended as follows:

1. Proposals for changes or amendments to these bylaws shall be made in writing to the chair of
the Senate who, with the advice and consent of the Senate, shall submit them to the faculty for
a vote.

2. Notice of the time and place of voting on proposed amendments to these bylaws must be
announced to, and the text of the proposed amendments must be circulated among, the
membership at least one week prior to the voting.

3. Voting on amendments to this constitution or its bylaws shall be by mail or electronic ballot and
shall be approved by a two-thirds vote.

4. Each proposed amendment shall state the time at which it is proposed to take effect.

5. With the approval of the president of the College this constitution, with any amendments
thereto, shall be in effect.

(Amended by the Faculty Senate, April 29, 1996 and approved by President Taylor, June 20, 1996)

150.04 BYLAWS OF THE SUNY CORTLAND GRADUATE FACULTY
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A. These bylaws define the role of the graduate faculty in the governance of the College, in
accordance with the legal requirements of the State University of New York, the Policies of the
Board of Trustees of the State University of New York, and the local College Council. They
identify faculty responsibilities and obligations within the administrative and academic structures
of the College and provide a plan within which the objectives of graduate study may be
pursued.

B. The purpose of graduate study is directed towards the fulfillment of the following objectives:

1. The expansion, deepening, and strengthening of professional knowledge as a scholarly and
creative activity;

2. The improvement of techniques for the dissemination and application of existing knowledge
and the generation of new knowledge;

3. The development of a greater understanding of the theories and findings underlying individual
disciplines; and

4. The fostering of a critical ability to deal analytically and insightfully with the problems,
methods, and instruments of research in a given area of study.

ARTICLE I: NAME

The name of this organization shall be the Graduate Faculty of the State University of New York
College at Cortland, herein designated as the graduate faculty.

ARTICLE lI: OBJECT

A. General Responsibility
The graduate faculty has major responsibility for all aspects of graduate study and post-
baccalaureate education of the College and shall be responsible for instructional programs,
research activities, and service functions at the graduate level. It shall administer its own affairs
with its bylaws subject to review by the Senate of the SUNY Cortland Faculty, or its elected
successor.

B. Specific Responsibilities
The objectives of graduate study require the graduate faculty to assume the following specific
responsibilities:
1. To introduce students to levels of existing advanced scholarship beyond those characterizing
undergraduate work and to encourage a spirit of scholarly inquiry;
2. To guide students in achieving an understanding of, and proficiency in, productive
scholarship and research;
3. To provide advanced training and educational opportunities leading to professional skill and
knowledge of high quality;
4. To define and maintain academic standards and requirements for advanced degrees and
post-baccalaureate education at a high level of quality, consistent with the objectives of
graduate study.

ARTICLE lll: MEMBERS

A. The qualifications for membership require that the nominee meet the following criteria:
1. Experience
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The minimum experience requirement is three years of instruction at the graduate level at any
institution of higher education, or three years of library service involving graduate programs.
2. Education

An earned doctorate in the field of specialization, or the highest terminal degree in the field of
specialization, or special training and experience which are acceptable as judged by the
particular faculty member's field.

3. Demonstrated Scholarly Ability

Evidence of interest in the scholarly nature of his/her field as demonstrated by research or
publication or the judgment of his/her colleagues in the department concerned.

4. Rank

Holds the rank of professor, or associate professor, or librarian, or associate librarian, or
administrative position of school dean or above.

5. Involvement in Graduate Programs

Has, in the opinion of his/her department, an ongoing involvement in, and commitment to,
graduate studies at Cortland.

. All applications for membership shall be reviewed and acted upon by the executive committee.

An application shall consist of a letter of interest describing how the applicant meets the criteria
outlined in Article Ill. A. and a copy of the applicant's vita.

. A member may resign by submitting a written letter of resignation to the presiding officer. The

presiding officer shall report all resignations to the executive committee.

. Should the need arise, as determined by a two-thirds majority vote of the executive committee,

membership fees may be levied. The proposed fee schedule must be submitted to the general
membership of the graduate faculty for approval by a two-thirds majority.

ARTICLE IV: EXECUTIVE COMMITTEE

The graduate faculty shall be represented by and function chiefly through an eight-member executive
committee of the graduate faculty. The entire graduate faculty shall participate in the election of the
executive committee. Important matters of policy shall be taken to the entire graduate faculty through
meetings and ballot votes as hereinafter provided.

A. Composition of the Executive Committee

The executive committee shall be composed of 12 members, as follows:

1.

2.

One member of the graduate faculty elected by and from the departments of biological
sciences, chemistry, geology, mathematics and physics.

One member of the graduate faculty elected by and from the departments of English, history
and modern languages.

One member of the graduate faculty elected by and from the departments of childhood/early
childhood education and foundations and social advocacy.

One member of the graduate faculty elected by and from the departments of literacy and
educational leadership.

One member of the graduate faculty elected by and from the departments of health, and
recreation, parks and leisure studies.

One member of the graduate faculty elected by and from the departments of kinesiology,
physical education and sport management.
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7. One member of the graduate faculty elected at large from the library and departments having
no graduate programs.
8. One member of the graduate faculty at large.
9. One graduate student appointed by the Student Government Association.
10. One administrator appointed by the provost, ex officio, without vote.
11. One representative of the Registrar's Office, ex officio, without vote.
12. One representative of the Educational Policy Committee, ex officio, without vote.

B. Elections and Term of Office

1. Elections for membership on the executive committee shall be run by the executive committee
each year during the period April 1 through May 1. Prior to elections, nominations shall be
solicited from the entire Graduate Faculty.

2. Only members of the Graduate Faculty shall be eligible to vote for executive committee
positions.

3. The term of office for members of the executive committee shall be staggered two-year terms,
commencing at the close of the spring semester.

4. No person may serve more than two consecutive terms on the executive committee, except for
position #7 (Article IV.A.).

C. Duties of the Executive Committee
The executive committee shall perform the following duties:

1. Elect a chair of the executive committee, and such other committee officers as may be
necessary. The chair of the executive committee shall also be the presiding officer of the
graduate faculty.

2. Elect a member of the executive committee to serve as the representative of the graduate

faculty on the Faculty Senate.

Call for applications for graduate faculty status throughout the academic year while reviewing

and acting on these applications as part of the regular business of the executive committee.

Keep an updated list of membership of the graduate faculty.

Call meetings of the graduate faculty, as necessary.

Refer matters, as appropriate, to a vote of the graduate faculty.

Review, on behalf of the graduate faculty, all new graduate courses, programs, and degrees,

and submit recommendations to the provost and vice president for academic affairs.

Consider matters of general policy and practice affecting graduate affairs and programs,

formulate recommendations, and forward such recommendations to the appropriate academic

departments and/or member of the College administration.
9. Conduct a referendum vote of the graduate faculty on any matter that has been petitioned by 25
percent of the members of the graduate faculty.

10. Conduct nominations and mail ballot elections for membership on the executive committee, as

specified in Article IV.B.

11. Conduct mail ballot votes on amendments to these bylaws as specified in Article V.

12. In the event of a resignation from the executive committee, appoint a replacement from the

appropriate constituency for the remainder of the unexpired term.

13. Carry out such other duties as may be assigned by the graduate faculty.

w
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D. Quorums

1. A quorum for the executive committee shall be any five of the nine voting members listed in
Article IV.A.

2. A quorum for meetings of the graduate faculty shall be 25 percent of the members of the
graduate faculty.

ARTICLE V: AMENDMENT OF THE BYLAWS

A. The executive committee shall submit to a mail ballot of the graduate faculty any proposed
amendment that has been petitioned in writing by at least ten members of the graduate faculty.

B. (1) Amendments to these bylaws shall be approved by a majority of the graduate faculty by mail
ballot.
(2) Proposed amendments shall be mailed to all members of the graduate faculty at least two
weeks but not more than four weeks prior to the mail ballot.

C. Each proposed amendment shall state the time at which the proposed amendment shall take
place.

Back to Chapter 150

TOP

CHAPTER 180: Cortland Student Governance

180.01 Student Government Association (SGA)

180.02 Constitution and Bylaws of SGA

180.01 STUDENT GOVERNMENT ASSOCIATION (SGA)

The purpose of the Student Government Association is to promote and manage student affairs
which enable students to participate in the determination of their educational progress. All registered
students of SUNY Cortland are members of this association. There is an elected Senate.

180.02 CONSTITUTION OF SGA
PREAMBLE

With this constitution the students of the State University of New York College at Cortland do hereby
establish an organization of self government to represent and be responsive to the students of this
college community; to promote their welfare; to insure academic and social freedom; and to provide a
forum for the exchange of ideas between students, faculty and the surrounding community.
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ARTICLE I: NAME

This Association shall be called the SUNY Cortland Student Government Association, hereafter
abbreviated as SGA.

ARTICLE Il: MEMBERS

Section 1: Membership

The membership of the Student Government Association shall consist of all full-time and part-time
Mandatory Activity Fee paying students of the State University of New York College at Cortland,
hereafter referred to as the student body.

Section 2: Voting Membership
The voting membership shall consist of all full-time and part-time activity fee paying students, who
vote on referenda and SGA elections.

ARTICLE lll: LEGISLATIVE BRANCH

Section 1
All legislative power of this association shall be vested in the Student Senate.

Section 2
All decisions of the Student Senate shall be binding on all members of the student body unless
otherwise state by this constitution.

Section 3
By a two-thirds vote of its membership, the Student Senate may override veto by the executive
board.

Section 4: Student Senate Makeup

A. Eligibility requirements for senators and club representatives
1. All candidates for senator must be members of the student body.

2. All candidates for senator must attend two meetings of the Senate prior to approval.

B. A majority of the voting members of the Student Senate shall constitute a quorum.

C. All meetings of the Student Senate and the SGA shall be governed by the latest edition of
Robert's Rules of Order, except when Robert's Rules of Order conflicts with this constitution or
bylaws.

D. Terms of Office: Senators will serve until the end of the academic year in which they were
approved unless stated otherwise in Article 10.

Section 5: Membership
A. Membership in the Student Senate shall consist of the following, each of whom shall have one
vote:

1. Two senators elected by and from the faculty/staff of SUNY Cortland’s Faculty Senate.
2. Senators who submit a petition of 100 signatures from the SUNY Cortland student body.
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3. One representative will be chosen from each SGA recognized club to become a member of
Student Senate. This student will represent one club and will hold one vote in the Senate.
These representatives will be referred to as club representatives.

4. All executive board members will be nonvoting ex-officio members of the Student Senate
except as noted in Article IV, Sec 6B2 of the SGA Constitution.

5. One representative from each club must establish membership at the Student Senate by
being appointed by the club president and approved by the Student Senate or the club’s budget
will be frozen until membership is established.

6. Sanctions for club representative attendance will be found in the financial handbook.

7. Excused absences by club representatives and senators must be approved by the chair of
the Student Senate prior to the meeting.

Section 6: Duties

A. Duties of Senators
1. To uphold the constitution of the SGA.
2. To keep students informed of Student Senate activities and considerations by making
available the minutes and other relevant documents.
3. To bring to the Student Senate any specific proposals adopted and/or requested by
constituents. When appropriate, such proposals should be presented to the executive board in
advance.
4. To attend all Student Senate meetings unless excused by the chair. A senator shall be
dismissed from the Student Senate for two consecutive unexcused or three overall unexcused
absences during an academic year.
5. To serve on the boards specified in this constitution and to serve on a minimum of two
additional boards and/or committees when elected or appointed.
6. To approve all executive appointments by majority vote.
7. By majority vote, at the Student Senate, a senator may be granted a leave of absence for
extenuating circumstances.
8. Senators shall be subject to any further duties and expectations outlined in the Senator
Handbook.

B. Duties of the Club Representatives
1. To uphold the constitution of the SGA.
2. To keep constituents informed of Student Senate activities and considerations by making
available the minutes and other relevant documents.
3. To bring to the Student Senate any specific proposals adopted and/or requested by
constituents. When appropriate, such proposals should be presented to the executive board in
advance.
4. To attend all Student Senate meetings unless excused by the Student Senate chair.
5. A club representative shall be dismissed from the Student Senate for two consecutive
unexcused or three overall unexcused absences during an academic year.
6. To approve all executive appointments by majority vote of the Student Senate.
7. To serve as liaison between their club and the SGA, responsible for all communications,
changes and updates occurring in the Student Senate.

Back to Chapter 180
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ARTICLE IV: EXECUTIVE BRANCH

Section 1:

The executive powers of the SGA shall be vested in the executive board of the SGA, which shall be
chaired by the president of the SGA.

Section 2:
The executive board of SGA will consist of the following positions each having one vote:

President, nonvoting, except to make or break a tie
Vice President

Treasurer

Executive Assistant to the President

Executive Assistant to the Vice President

Vice Treasurer

Secretary

Public Relations Officer

Parliamentarian, may not vote

Section 3: Elected officers of SGA

A. The president, vice president and treasurer shall be elected by plurality vote of the student body
who cast ballots.
1. Nomination for president requires a petition of 300 valid signatures of members of the student
body.
2. Nominations for the vice president and treasurer of SGA require a petition signed by 250
members of the student body.
3. No member of the SGA may sign more than one petition for each office.
4. All elections shall be plurality vote of the student body
5. All SGA elections shall be supervised by the Board of Elections and Referenda.
6. All election procedures shall be approved by the Student Senate.

B. Eligibility requirements to serve as elected officers of the SGA
1. Have attended at least 10 Student Senate meetings as an approved member of the Student
Senate.
2. Be registered in classes on campus for a minimum of six credit hours a semester at the State
University of New York College at Cortland for the entire academic year of his/her office.
3. Have a minimum cumulative grade point average of 2.5 established at SUNY Cortland and
not be on academic or disciplinary probation during elections and term of office.
4. May not have another job aside from the duties attributed to the position with the exceptions
of approved Work Study by the Financial Aid Office and/or extenuating circumstances approved
by the Student Senate.

C. Term of Office
1. The officers of SGA shall be elected between April1 and May 1 and shall serve from July 1 to
June 30 of each calendar year.
2. All appointed officers serve at the pleasure of the officer who is responsible for appointing
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them.
3. In the event of a vacancy in the position of president, vice president or treasurer, the person
who assumes the position will serve the unexpired term.

D. Write-In-Candidates
In order to be elected to office, write-in candidates shall be subject to the same eligibility
requirements as any other candidates. They are not eligible to receive election funds from SGA.
Section 4:

A. Appointed officers of SGA

1. The executive assistant to the president shall be nominated by the president with the
approval of the Student Senate

2. The executive assistant to the vice president shall be nominated by the vice president with
the approval of the president and the Student Senate.

3. The vice treasurer shall be nominated by the treasurer with the approval of the president and
the Student Senate.

4. The public relations officer shall be nominated by the president with the approval of the
Student Senate.

5. The secretary shall be nominated by the president, with approval of the Student Senate.

6. The parliamentarian shall be nominated by the vice president with the approval of the
president and the Student Senate.

7. Members of the SGA executive board shall not hold an executive position in any other SGA
club and/or organization.

. Eligibility requirements for nomination/appointment to serve as officers of the SGA.

1. Executive assistant to the president, executive assistant to the vice president, vice treasurer,
public relations officer, secretary and parlementarian.

a. Must be a member of SGA.

b. Be registered in classes on campus for a minimum of six credit hours a semester at the State
University of New York College at Cortland for the entire academic year of his/her office.

c. Must maintain a cumulative grade point average of 2.0 established at SUNY Cortland and
cannot be on academic probation.

d. Must not be on disciplinary probation unless exempted by a majority vote of student senators.

Section 5: Duties of the Executive Board

A.

CoOw

To act as a forum for developing proposals of concern to the Student Senate and the entire
student body.

To enforce and carry out all decisions of the Student Senate.

By unanimous vote may veto an action of the Student Senate.

During college recesses (or when the Student Senate is not in session and/or a quorum cannot
be attained by the executive board), the president, vice president and the treasurer may act for
the executive board and/or the Student Senate, with such actions to be reported to the Student
Senate at the earliest opportunity.

To attend all Student Senate meetings unless excused by the chair. An executive board
member shall be dismissed from the Student Senate for two consecutive unexcused or three
overall unexcused absences during an academic year.

Choose executive board member(s) to serve as a spokesperson(s) for the SGA during all
summer orientation programs. The member needs to be nominated by the executive board and
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G.

approved by the Student Senate. If an executive board member is unable to fulfill the duties, the
executive board will accept nominations from Student Senate.

Must create or revise a handbook by last day of classes of the spring semester, describing the
duties of their position which is approved by executive board at the end of each year.

Back to Chapter 180
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Section 6: Duties of the Executive Board Members

A. Duties of the President

1.

W

© N

10.

11.

12.

13.

14.
15.
16.
17.
18.
19.
20.

21.
22.
23.

To serve in the best interest of the SGA, upholding the constitution and to act in SGA's best
interest as the official leader of SGA.

To serve as an ex officio, non-voting member of the Student Senate.

To preside at regular and special sessions of the executive board and to call special sessions of
the board.

To establish any committees necessary to carry out the executive functions of SGA.

To make all appointments, with the confirmation of the Student Senate, unless otherwise stated
in the constitution and bylaws.

To approve the appointments of all student representatives to faculty, administrative and policy
committees, and to dismiss appointees if there is sufficient cause.

To present an explanation at the next Student Senate meeting upon dismissing an appointee.
To appoint a temporary treasurer, with the consent of the Student Senate, in the absence of the
treasurer and the vice treasurer.

To appoint, with the approval of the Student Senate, the membership to Auxiliary Services
Corporation when necessary.

To recommend appropriate action to the executive board and the Student Senate and to require
reports of a general or specific nature of any officer, board member or committee chair.

To report weekly at Student Senate meetings on the state of SGA in accordance with the
Senate calendar.

To serve as a nonvoting member of all boards or committees unless otherwise stated in this
constitution and bylaws.

To be a student representative of Auxiliary Services Corporation Board of Directors and
subcommittee as needed.

To serve as the student representative on the College Council.

To be present at all regular and special sessions of the Student Senate.

To call special sessions of the Student Senate.

To have a working knowledge of the latest edition of Robert's Rules of Order.

To be responsible for the administration of the SGA office budget and to have final approval.
Serve as the voting delegate on the SUNY Student Assembly.

When an executive board vacancy occurs because of graduation, leave of office, withdrawal,
etc. the president shall as soon as practicable appoint an interim replacement until a permanent
replacement is found.

To run the Student Senate meetings in the absence of the vice president.

Must serve 10 office hours per week in the SGA office during operational hours.

Any other duties usually attributed to this office.
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B. Duties of the Vice President

1.

ook w N

~

© o

10.

11.

12.
13.

14.
15.
16.
17.
18.

To serve in the best interest of the SGA, upholding the constitution and to act in SGA's best
interest.

To serve as the chair of the Student Senate in an ex officio, nonvoting capacity, provided,
however, that the chair may vote in order to create or break a tie.

To assume the duties of the president in his/her absence.

To accept additional responsibilities handed down by the president.

To appoint all standing and ad hoc committee chairs in the Student Senate.

To serve as a nonvoting member on all SGA boards and committees unless otherwise stated in
this constitution and bylaws.

To appoint, with the consent of the president and Student Senate, all student representatives to
faculty, administrative and policy committees.

To act as an advisor to all faculty and policy committee student representatives.

To call, when necessary, meetings with any faculty and policy committee student
representatives.

To be a student representative on the Auxiliary Services Corporation Board of Directors and
subcommittees as needed.

To chair a committee for the education of the SGA government and its workings when seen
appropriate.

To serve as a voting delegate to the SUNY Student Assembly, if no conflicts arise.

To preside at all regular and special sessions of the Student Senate and to determine the
agenda of the Student Senate, with consultation of executive board.

To serve as the chair on the Club Constitution Committee.

To have a thorough knowledge of the latest edition of Robert's Rules of Order.

To serve as a voting member of executive board.

Must serve 10 office hours per week in the SGA office during operational hours.

All other duties usually attributed to this office.

C. Duties of the Treasurer

1.

8.
9.
10.
11.

To serve in the best interest of the SGA, upholding the constitution and to act in SGA's best
interest.

To serve as an ex officio, nonvoting member of the Student Senate.

To be custodian of all SGA funds.

To scrutinize the expenditures of all SGA funded organizations. If a problem arises, the
treasurer shall have the right to suspend, temporarily, the use of spending activity fees by any
club or organization. The treasurer, at the earliest possible time, will present the situation to the
Financial Board.

5. To provide all funded organizations with a uniform set of books and instructions for their use.
6.
7. To be a student representative on the Auxiliary Services Corporation Board of Directors and

To be an advisor to all organization treasurers.

subcommittees as needed.

To accept those additional responsibilities delegated by the president.

To work with the SGA president in planning and appropriating the office budget of SGA.

To serve as the nonvoting chair of the SGA Financial Board.

After review with the insurance agent, the treasurer's the sole signature to be placed on any
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12.
13.

14.

and all contracts that legally and financially obligate the association.

To serve as a voting member of the executive board

Must serve 10 office hours per week in the SGA office during operational hours (two hours per
day).

All other duties usually attributed to this office.

D. Duties of the Executive Assistant to the President

1.

©COENOORWN

To serve in the best interest of the SGA, upholding the constitution and to act in SGA's best
interest.

To serve as an ex officio, nonvoting member of the Student Senate.

To serve as a voting member of the executive board.

To accept responsibilities and duties handed down from the vice president.

To act on behalf of the vice president when requested.

To develop at least one campus-wide program per semester.

To make all Students aware of SGA and events on a regular basis.

To take minutes at executive board and/or the Student Senate in absence of the secretary.
All other duties usually attributed to this office.

E. Duties of the Executive Assistant to the Vice President

1.

Ok wn

To serve in the best interest of SGA, upholding the constitution and to act in SGA's best
interest.

To serve as an ex officio, nonvoting member of the Student Senate.

To serve as a voting member of the executive board.

To accept responsibilities and duties handed down from the vice president.

To act on behalf of the vice president when requested.

Responsible for submitting articles to the SUNY Cortland student newspaper at the SGA
executive board's request about what is going on in SGA.

To take minutes at Student Senate in absence of secretary.

Must serve seven hours per week in the SGA office during operational hours.

. All other duties usually attributed to this office.

F. Duties of the Vice Treasurer

1.

NoOORWN

8.
9.
10.
11.

To serve in the best interest of the SGA, upholding the constitution and to act in SGA's best
interest.

To carry out those duties assigned by the treasurer and to attend all financial board meetings.
To assume the responsibilities of the treasurer in the absence of the treasurer.

In the absence of the treasurer, appoint, with Student Senate approval, an acting vice treasurer.
To accept any duties delegated by the treasurer.

To serve as an ex officio, nonvoting member of the Student Senate.

To work closely with the treasurer in the financial operation of SGA and to assist and advise the
treasurer.

To serve as a voting member of the executive board.

Work with the SGA president and treasurer in planning the SGA office budget.

Assist in the annual SGA club inventories.

Must serve seven office hours per week in the SGA office during operational hours, at least one
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12.

hour per day.
All other duties usually attributed to this office.

G. Duties of the Public Relations Officer

1.

aRwn

©ooNO®

10.
11.

12.
13.
14.

To serve in the best interest of SGA, upholding the constitution and to act in SGA’s best
interest.

To serve as an ex officio, nonvoting member of the Student Senate.

To serve as a voting member of the executive board.

To administer and coordinate all student government public relations efforts.

To act as advisor to all SGA organizations in their social programming efforts and assist in
scheduling of campus activities between SGA clubs and the college.

To encourage representation and inform students of SGA and campus events.

To serve as a liaison between media organizations and SGA clubs.

To make adequate publications to keep the student body aware of SGA’s events.

To formulate a seven-member committee for Winter Formal and Festivus that consists of at
least one SGA executive board member, one financial board member, one student senator, one
club representative and chaired by the public relations office. The officer will make or break a
tie.

Must serve five hours per week in the SGA office during operational hours.

Responsible for recognizing clubs’ successes at the Student Senate and executive board
meetings.

Responsible for promoting and assisting SGA recognized clubs with their events.

To help coordinate and plan executive board programming.

All other duties usually attributed to this office and to plan executive programming.

H. Duties of the Secretary

1.

AFN

ook
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To serve in the best interest of the SGA, upholding the constitution and to act in SGA’s best
interest.
To take minutes of all Student Senate and executive board meetings.

. To distribute the minutes at each meeting and record attendance, listing names of those

present and absent.

To be a voting member of the executive board.

Must serve three office hours per week in the SGA office during operational hours.
All other duties usually attributed to this office.

uties of the Parliamentarian

. To serve in the best interest of the SGA, upholding the constitution and to act in SGA'’s best

interest.

To educate senators on parliamentary procedure.

To be a nonvoting member of executive board.

To have thorough knowledge of the latest edition of Roberts Rules of Order.

To use the knowledge of parliamentary procedure and ensure its implementation at executive
board and Student Senate meetings.

6. To serve as an ex officio, non-voting member of the Student Senate.

7.

Must serve two office hours per week in the SGA office during operational hours.
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8. All other duties usually attributed to this office.

Back to Chaper 180

TOP
ARTICLE V: JUDICIAL BODY

Section 1:

The judicial responsibility of the SGA is vested in the SUNY Cortland Judicial Affairs Office.
Decisions of the College Hearing Panel shall be binding on all members of the SGA except where
overturned by appropriate appeals board (refer to current Code of Student Conduct).

Section 2: Duties of College Hearing Panel

To adjudicate cases of alleged violations of the current Code of Student Conduct.

To adjudicate cases involving alleged violations and/or interpretations of the SGA constitution.
To adjudicate cases between organizations of the SGA.

All appeals of SGA matters involving the College Hearing Panel are subject to the appeals
procedures in the Code of Student Conduct and are heard by the College Appeals Committee.
5. Adjudicate all properly filed election and referenda challenges.

O

ARTICLE VI: SGA BOARDS

Section 1: Financial Board

A. Duties:
1. To recommend to the SGA Student Senate policies and procedures for the administration of
student funds. Any changes to the Financial Handbook must be passed by a majority vote of
the Student Senate.
2. To make recommendations for the increases and/or decreases of the Mandatory Activity Fee
and other such student fees as may be desired.
3. To annually prepare the budgets of the SGA clubs for the regular academic year and the
summer sessions. These budgets must be completed by April 1. If spring recess starts and
ends in March, the budget must be completed by the second week of April. These proposed
budgets are then submitted to the Student Senate for approval.
4. To grant allocations from the SGA contingency fund and other funds according to the
Financial Handbook.
5. To aid and encourage cooperation of organizations in programming.
6. All actions of the financial board must be reported to the executive board and Student Senate
to insure that there is not a violation of SGA financial policy or SUNY Board of Trustees
guidelines for the allocation of the Mandatory Activity Fee. If there is a violation of any of the
above policies, the Student Senate shall void the action.

B. Membership shall be as follows:
1. SGA treasurer: Shall serve as chair, nonvoting, except to make or break a tie.
2. SGA vice treasurer: Shall serve as vice chair.
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3. Six members of SGA at large nominated by SGA treasurer and vice treasurer, elected by
Student Senate.
4. The vice president for student affairs, after consultation with the SGA treasurer, will appoint a
nonvoting advisor to the financial board.

C. The Financial Board Chair:
1. Shall be the treasurer of SGA.
2. Will be available to assist SGA clubs and organizations in budget preparation.
3. Present to the Student Senate any financial board recommendations concerning changes
and/or modifications of SGA financial board.
4. Set the agenda for all financial board meetings.
5. To recommend to the Student Senate removal of a financial board member who misses three
meetings during a semester.
6. Maintain a regular relationship with the appointed advisor of the financial board.
7. To recommend to the Student Senate the removal of a financial board member for reasons
other than absences, with consent of financial board.

Section 2: Board of Elections and Referenda

A. Duties:
1. Developing and presenting to the Student Senate procedures to be used in the conduct of
elections and referenda.
2. Conduct elections following approved procedures.
3. To advise candidates and respond to questions regarding elections and referenda.
4. To serve in the best interest of SGA.
B. Membership shall be as follows.
1. Seven members of student body shall be appointed by the Student Senate and serve a term
ending on the last day of the spring semester, each
2. A chair, nonvoting — except to make or break a tie — shall be elected by the members of the
board.
3. No candidate for an elective office may serve on the elections board.

Section 3: Club Constitutions Committee

A. Duties:
1. To review and make recommendations to the Student Senate on new and old club
constitutions.
2. To determine the status of clubs as either active or inactive after inactivity for one academic
year.
3. To recommend to the Student Senate why SGA should discontinue recognition of a club or
organization.
4. The SGA Club Constitution Committee must submit its policies and procedures to the
Student Senate for approval.

B. Members shall be as follows:
1. The vice president, as chair, nonvoting — except to make or break a tie.
2. The parliamentarian, nonvoting.
3. Three members of the Student Senate, voting.
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ARTICLE VII: MEETINGS

A. The Executive Board, Student Senate and all boards shall meet weekly unless the chair or the
president decide there is not sufficient business to justify a meeting.

B. Special meetings may be called whenever deemed appropriate by the chair and/or the
president.

C. For each body, Student Senate, executive board and all other boards, a quorum shall be a
majority of its members.

ARTICLE VIiil: IMPEACHMENT

A. Officers of all organizations, club representatives and senators of SGA are subject to
impeachment by a two-thirds vote of the Student Senate. The College Hearing Panel shall hear
the case with a majority vote needed for impeachment. The College Hearing Panel will impose
sanctions as appropriate.

B. The Senate must vote by secret ballot.

ARTICLE IX: REMOVAL OF OFFICERS

Section 1: The president, vice president and treasurer of the SGA are subject to recall by a petition
bearing the signatures of 1,200 students of the student body.

Section 2: After signatures have been received, impeachment procedure will be followed to remove
the officer from his/her position.

ARTICLE X: REMOVAL OF SENATORS

Section 1: All senators of the SGA are subject to removal by a petition bearing the signatures of 50
percent of all students of the SGA Student Senate.

Section 2: The procedures for the removal of a senator are the same as those for the removal of
officers.

ARTICLE XI: AMENDMENT

Section 1: A committee appointed by the president with the consent of the Student Senate may
review this constitution and bylaws at least every two years and propose any amendments to the
constitution or bylaws. The committee shall be made up of not less than five members of SGA of
which there must be at least one member from each branch of the SGA.

Section 2: A proposed amendment must be announced in the Student Senate and given to each
senator in writing, at least one week prior to the vote on that amendment.

Section 3: The SGA constitution may be amended by a vote of two-thirds of the Student Senate
membership.

ARTICLE XII: RATIFICATION
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Section 1: An amended SGA constitution must be ratified upon approval of two-thirds of the Student
Senate membership and majority vote of the student body by referenda, after following the
procedures stated in Article XI.

Section 2: Amendments to the SGA constitution approved by the Student Senate are not effective
until ratification by the student body.

ARTICLE Xlll: COMMENDATION

Commendation may be given to those students or nonstudents who have made exceptional
contributions to the SGA. Commendations shall offer no responsibilities or authority. Commendation
may be proposed to the Student Senate by a two-thirds vote of a recognized student organization. A
two-thirds vote of the Senate shall be required.

Back to Chapter 180

TOP
ARTICLE XIV: VACANCY OF OFFICE

Section 1: In the event that an executive vacancy occurs, replacement procedures will be as follows:

A. President: The vice president will assume the position of the president.

B. Vice President: Nominations will be open on the floor of the Student Senate for one week after
the vacancy occurs with election by a plurality vote.

C. Treasurer: If a vacancy in the office of treasurer occurs, the vice treasurer will assume the
position of treasurer.

D. If avacancy in any other position occurs, it will be filled by a reappointment following
appointment procedures outlined in this constitution.

Section 2: SGA Referenda Policies and Procedures

A. Referenda requests must be submitted by a recognized SGA club or organization.
1. Petitions for referendum must be filed with the financial board with the exception of amended
SGA constitutions that require ratification. The financial board will review the petitions and make
a recommendation to the SGA Student Senate for approval.
2. If approved by the Student Senate, the petition is sent to the Board of Elections and
Referenda. The wording for referenda, including revised SGA constitutions, will be written by
the Board of Elections and Referenda. The petition is then sent to the executive board.
3. The executive board must approve the wording of all referenda by maijority vote before
submitting them to the entire student body.
4. Referenda are in effect when passed by a majority vote of the student body who voted.
5. Any allocations needed for referenda will then be voted on by the Financial Board. A majority
vote is needed before the allocations can be sent out.

B. A valid petition signed by 35 percent of the student body requires any SGA policy be put to a
popular vote of the membership of the student body.
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C. A valid petition is one that clearly and precisely explains the action to be taken and contains the
full names and ID numbers of the signee.
D. SGA policy may be overridden by a petition containing at least 51 percent of the student body.

Section 3: SGA Clubs and Organizations

A. A proposed constitution of a new club/organization must be announced in the Student Senate at
least one week prior to the vote on its ratification.

B. Implicit in the preamble of all constitutions must be the ideals incorporated in the SGA
constitution.

C. SGA will fund a maximum of 85 clubs or organizations.

D. Any changes in club constitutions must be recommended by the Club Constitution Committee
and approved by the Student Senate.

Section 4: Budgetary Bylaws

A. The president, treasurer and vice treasurer will prepare and present an SGA office budget to
the financial board no later than the third week in March. The office budget must be approved
by the Student Senate.

B. After approval from Student Senate, the financial board will hold budget hearings for all the
SGA clubs and organizations. This should be completed no later than the first week of April. If
the spring recess starts and ends in March, then the budget must be completed by the second
week of April.

C. After release of the recommended budget, each club and organization has five days to make an
appeal to the financial board.

D. After the appeal process (5 days) the budget is presented to the SGA president for
consideration.

E. After review, and any necessary consultation, the SGA president will present the proposed SGA
budget to the Student Senate. The Student Senate may ratify the budget by majority vote. If the
budget is not ratified, it will be sent back to the financial board with appropriate
recommendations.

F. The Student Senate has two weeks to make a decision on the budget. If a decision is not made
by two weeks, the budget becomes final and goes to the SUNY Cortland president as the official
budget.

NONDISCRIMINATORY STATEMENT OF POLICY XVIII OF THE SGA

It is the policy of the SUNY Cortland Student Government Association to provide to any student
access to all student organizations based on merit and without discrimination because of race, color,
religion, sexual preferences, sex, age, or national origin, or physical abilities pursuant to Federal
Executive Orders #11246 and #11375, State Executive Order #40 and the Board of Trustees Policy
Statement.

This nondiscriminatory policy applies to everyone and every organization, in every aspect of student
government policy and practices at the College. The policy must be implemented throughout all
student organizations and is the responsibility of all members of student government.

Revised, Spring 1989
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Revised, Spring 1993
Revised, Fall 1994
Revised, Fall 1998
Revised, Spring 2001
Revised, Spring 2004
Revised, Spring 2005
Revised, Spring 2006
Revised, Spring 2008
Revised Spring 2009
TOP
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210.01 ANNUAL REPORT OF YEAR'S ACTIVITIES

May — Fourth week: Department chairs submit reports to school deans or supervisors

June — Second week: School deans and supervisors submit reports to vice presidents

July 1: Vice presidents submit reports to president

Sept. I: President submits annual report to chancellor, board of trustees and College Council.

210.02 BUDGET

The fiscal year for SUNY is from July 1through June 30. The distributed state support, in combination with
each campus's tuition and certain other revenue, comprise the campus's State Operations Fund. Other
campus self-supporting funds, such as Income Fund Reimbursable (IFR), Dormitory Income Fund
Reimbursable (DIFR) and State University Tuition Reimbursement Account (SUTRA), are accounted for
separately.

Each campus has full discretion in the distribution and use of both State and campus-generated revenue
within the State and University fiscal guidelines. At SUNY Cortland, State Operations Funds are fully
distributed to the appropriate campus officers and various campus-wide activities. Campus officers have
authority to further distribute these funds within their area of responsibility in accordance with approved
campus policies and priorities.

210.03 LEAVE OF ABSENCE

November

First week — Faculty member makes application for February leave of absence to department chair.
Second week — Recommendation on February leave of absence department chair to school dean.
Third week — Recommendation on February leave of absence dean to provost.

Fourth week — Recommendation on February leave of absence provost to president.

December

First week — President notifies faculty member of decision regarding leave of absence.

April

First week — Faculty member makes application for September leave of absence to department chair.
Second week — Recommendation on September leave of absence — department chair to school dean.

Third week — Recommendation on September leave of absence — dean to provost.
Fourth week — Recommendation on September leave of absence — provost to president.
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May

First week — President notifies faculty member of decision regarding leave of absence.
210.04 REGISTRAR'S CALENDAR

Week Prior to Start of Classes

Students de-registered for non-payment of tuition — all classes are removed.

First Day of Classes

Class lists available on myRedDragon for all instructors and department personnel.
Drop/Add Period.

Second Week of Classes

Final class lists — following all drop/add activity — available on myRedDragon for instructors and
department personnel.

Chairs and department personnel review — and update if necessary — the semester Course Schedule
with current instructors, meeting times and rooms for SUNY System Administration Enrollment Reports.
(Student Data Submission (SDS); Course Data Submission (CDS); Term and Section Data Submission
(TSDS).

Chairs meet with registrar to schedule classes for next semester's courses.
Fifth Week of Classes

Chairs proofread next semester's course offerings prior to posting on Web site.
Final examination requests to faculty to identify department and special request examinations.

Seventh Week of Classes

First/Third Quarter grades are due; updated second or fourth-quarter class lists available on
myRedDragon.

Chairs return final examination requests to dean for approval.

Eighth/Ninth Weeks of Classes

Deans return final examination requests to registrar.

Course offerings available on the Web Time-tickets and registration pin numbers are issued to students
and are accessible on myRedDragon for faculty prior to registration of continuing students.
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Tenth/Eleventh Weeks of Classes

Registration of seniors, juniors, sophomores and freshmen commences.

Instructors notified of outstanding Incompletes which are scheduled to be converted to failing grade of
E.

Final Examination Schedule distributed electronically and posted on Web site.

Last Three Weeks of Classes

Students cannot withdraw from courses.

Last Week of Classes

No in-class examinations or quizzes — unless approved by dean.
Make up of Incomplete grades due in Registrar's Office.

Final Examination Period

All grades are due in the Registrar's Office within 72 hours after each final examination given. Holidays are
excluded. Saturday and Sunday are counted as 24 hours.

Back to Chapter 210

TOP
210.05 PROMOTION

October

Third week — Faculty self-recommendations due to Department Personnel Committee.
Note: In the case of promotion from the rank of associate professor to full professor, external reviews are
required for faculty hired after 2009.

November
Second week — Department Personnel Committee’s recommendations due to department chair.
December

First week — Department chair’s recommendations due to School Personnel Committee (Lecturer Review
Committee).

January
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First week — School Personnel Committee’s (Lecturer Review Committee’s) recommendations due to
dean.
Third week — Dean’s recommendations due to provost.

March

First week — Provost’s recommendations due to president.

March 15 — Faculty notification letters from president; copies to provost, dean, chair of School Personnel
Committee (Lecturer Review Committee), department chair, and chair of Department Personnel
Committee.

June
First week — Department decides promotions procedures for next year.

(Revised 7/14/10)
210.06 RETIREMENT AND/OR RESIGNATION
December

Second week — Notify president of plan to retire faculty member to president.

Resignation — See 220.07
210.07 SABBATICAL LEAVES
October

First week — Faculty member makes application for sabbatical leave to department chair.

Third week — Department chair makes recommendation to respective dean, along with explanation of
how applicant's courses will be covered. If the courses will not be taught, the chair must state how
students who need those courses will make timely progress toward the degree.

November

Second week — Dean makes recommendation to provost.

December

First week — Provost makes recommendation to president.

January
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First week — President notifies faculty member.

Article XIlI, Title E, of the Policies of the Board of Trustees makes it clear that "The objective of [a
sabbatical leave] is to increase an employee's value to the University and thereby improve and enrich its
program. Such leave shall not be regarded as a reward for service nor as a vacation or rest period
occurring automatically at stated intervals." Article XIII, Title E also states that "the applicant will continue
as a member of the professional staff for a minimum of one year upon return" from the sabbatical leave.

"It is important that chairpersons and other academic officers be convinced that the project proposed
for a leave is of sufficient value to justify the investment which the institution makes. In my view, faculty
and staff should be encouraged to seek outside funding for half salary which would then allow a full
year's leave which is more beneficial than a half-year to the institution and to the individual. I note in
passing that the impact on the department's workload and on the College budget is lessened, since a
temporary replacement can usually be employed for the half salary remaining to the College."

(Approved by President Clark, Oct. 14,1980)

Back to Chapter 210

TOP

210.08 SUMMER/WINTER SESSION

October

Third week — Summer Session/Winter Session coordinator canvasses department chairs regarding

suggested listing of summer session offerings. Request is also made regarding necessary staffing, including
visiting instructors.

210.09 TERM AND CONTINUING APPOINTMENTS: STEPS

Steps First-year Second-year Third-year
P appointment appointment appointment
Department
Committee —
Starts evaluation as
early as necessary
D t tP
sznarrnirtzzz ersonnel December October March
, Third week Third week First week
to department chair
D t t chair t
scizaél ment chairto January November March
. Fourth week First week Third week
Personnel Committee
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SChOO[, Personnel February November April
Committee . . .

First week Third week First week
to school dean

February November April
School dean to provost Second week Fourth week Second week
Provost to bresident February December April

P Third week First week Third week

President to faculty March 1 Dec. 15 May T+
member
Reply to president 10 days 10 days 10 days

In those instances where the renewal of term will result in a tenure decision, the various committees and
offices should follow the same schedule as that for the second- or third-year appointment. *This notice
may be delayed if the NYS budget is delayed.

Back to Chapter 210
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220.11 Public Officers Law, Conflict of Interest

220.12 Gifts

220.13 Plan For Discretionary Performance-Based Adjustments to Basic Annual Salary of Academic
Faculty

220.14 Plan For Discretionary Performance-Based Adjustments to Basic Annual Salary of Professional
Staff Members

220.01 ACADEMIC FREEDOM

"It is the policy of the University to maintain and encourage full freedom, within the law, of inquiry,
teaching and research. In the exercise of this freedom faculty members may, without limitation, discuss
their own subject in the classroom; they may not however, claim as their right the privilege of discussing
in the classroom controversial matter which has no relation to their subject. The principle of academic
freedom shall be accompanied by a corresponding principle of responsibility. In their role as citizens,
employees have the same freedoms as other citizens. However, in their extramural utterances employees
have an obligation to indicate that they are not institutional spokespersons.” Article XI, Title I, Policies,
2001.

The [AAUP] 1990 Statement of Principles asserts the right of faculty members to speak or write as
citizens, free from institutional censorship or discipline. At the same time it calls attention to the special
obligations of faculty members arising from their position in the community: to be accurate, to exercise
appropriate restraint, to show respect for the opinions of others, and to make every effort to indicate
that they are not speaking for the institution.

The Middle States Association states that: "A sound educational environment requires a secure
framework of academic freedom. Academic freedom and job security are not synonymous and should
not be contingent on each other. Regardless of whether faculty members hold probational initial
appointments or are on extended contract or permanent tenure, the same principles of academic
freedom must apply to all. Academic freedom protects the methods of inquiry and gives one the right
and the obligation as a scholar to examine all data and to question any assumption. It debars one from
preconceived conclusions. It obliges a teacher to present all information fairly because it asserts the
student's right to know the facts. Academic freedom does not require neutrality on the part of either an
individual or an institution. It is consistent with earnest and declared efforts to advance a particular point
of view if it is insisted that complete access to the facts underlies the argument and that the argument
can be plainly distinguished from the inquiry. To restrict the availability or limit the presentation of data
or opinions is to deny academic freedom."

220.02 RESPONSIBILITY OF FACULTY
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During the first week of classes (preferably at the first class) a dated syllabus should be distributed by the
instructor to all students. The syllabus should include the catalog course description, a description of
assignments and approximate dates on which they are due, the attendance policy, the assessment
method and grading procedures for the course, the materials required for the course, the Cortland
disability statement, a statement on academic integrity, how to contact the instructor and other
information deemed necessary by the instructor.

For courses in certain accredited programs (eg. NRPA/AALR, CAAHEP) there are additional items that
must be included on the syllabus, and faculty should consult the respective departmental guidelines.
With regard to NCATE accreditation, specific courses in teacher preparation (eg. courses with the prefix
AED, ECE, EDL, EDU, FSA, LIT, PED, SHH, SPE and other courses requiring special designation on the
Teacher Education Council website also require additional items that must be included on the
syllabus, and these are noted in the "Components for the Cortland Teacher Education Course Syllabus,"
also found on the TEC website. Faculty should consult Section 410.12 Class Attendance for

Students and Faculty when preparing the syllabus.

(Approved by Provost Davis-Russell July 2007)

Criteria for Teacher Preparation Courses Requiring Special Designation: Refers to courses
that focus on assisting or understanding P-12 students in the teaching-learning process. Included among
such courses would be:

Courses on classroom methodology (AED 391)

Courses that address P-12 student development (PSY 231and 232)

Courses specifically designed only for teacher education candidates (MAT 101, SCI 141 and 142)
Courses that cover a combination of content and pedagogy (ENG 402)

Components for the Cortland Teacher Education Course Syllabus:

The following checklist identifies required components for syllabi for teacher education courses. Syllabus
format and the addition of other components are at faculty discretion and in compliance with any
specific department or program guidelines.

General Information

Name of the Institution (SUNY Cortland)
Name of the Department
Semester, Year of the Course

Course Information

Course Prefix, Number, Title, and Credit Hours

Required Course Materials (eg. Textbooks, journal articles, library and/or online resources)
Course Description

Instructor Course Description (optional)

Course Objectives/Learning Outcomes
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Schedule and Activities

Attendance Policy

Evaluation of Student Performance

Disability Statement

Academic Integrity Statement

Alignment of Syllabus Components with Conceptual Framework and Specialty Program Association
Standards — Where most appropriate, assignments, and/or activities, and/or evaluations of student
performance should be linked to:

a) the Specialty Program Association Standard that the task fulfills (eg. ACEI, Standard 4,

NSTA, Standard 2), and

b) the Conceptual Framework area met (eg. CF-Knowledge Base).

Instructor Information

Name of Instructor
Office Hours, Location and Telephone Number
E-mail Address

Academic Integrity Statement: Faculty should include in all syllabi a reference to upholding
academic integrity and intolerance of academic dishonesty. Suggested wording might be the following:
“Students will not cheat or plagiarize in this course. Plagiarism, a serious academic offense, is defined as
expropriating the ideas of others and using them as one's own without due credit. Students who cheat in
examinations or plagiarize in this course will be disciplined in accordance with university rules and
regulations.” (See College Handbook, Chapter 340.)

Disability Statement: Faculty should include in all syllabi a reference to disabilities accommodations
SUNY Cortland is committed to upholding and maintaining all aspects of the federal Americans with
Disabilities Act of 1990 (ADA) and Section 504 of the Rehabilitation Act of 1973. Suggested wording might
be the following: "If you are a student with a disability and wish to request accommodations, please
contact Student Disability Services located in Van Hoesen Hall, Room B-1, or call (607) 753-2066 for an
appointment. Any information regarding your disability will remain confidential. Because many
accommodations require early planning, requests for accommodations will be reviewed in a timely
manner to determine their appropriateness to this setting."

Within the first two weeks of classes, faculty should post their office hours for students and submit
them to their department chair who will send a copy to the dean of the school. Many faculty also list
their office hours on course syllabi. As a part of its strong commitment to undergraduate teaching,
Cortland prides itself on the availability of faculty to meet with students. To ensure this student access,
faculty with a full teaching obligation should be available in their office for at least five hours per week to
meet with students. Preferably, the hours should be spread through the week and at different times of
the day. Those with part-time teaching assignments should hold proportionate office hours. Department
chairs and deans will address any variations in these expectations.

Faculty members are required to meet their classes as scheduled in the Course Schedule unless
permission to change meeting times has been approved by the dean of the school, after consultation
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with the department chair and with the Registrar's Office. Approving a request to change a course
meeting time must meet the following criteria:

1. Students enrolled in the course have no conflicts with any other scheduled course including
laboratory or performance type course
2. Students are not subjected to extreme inconvenience by the time change.

Faculty members are obligated to meet their classes during each scheduled class period, including those
classes scheduled 48 hours before and after a vacation. With the approval of the department chair, an
instructor may reschedule a particular class session for such purposes as testing, attendance at special
programs, seminars, and field trips. In the event an instructor cannot meet this class for any reason
including illness, absence from campus, or another professional obligation, s/he shall arrange for another
qualified person to conduct the class during the absence unless, by mutual agreement between the chair
and the instructor, other educational arrangements are warranted.

220.03 RECRUITMENT OF FACULTY (SELECTION AND APPOINTMENT)

Positions, new or replacement, are assigned to departments by the president of the College on the
recommendation of the provost.

1. Advertisements and recruitment contacts should be made for all anticipated vacancies new and/or
replacements as early as possible each new academic year. A position description should be
prepared and submitted to the school dean for review of responsibilities, salary range, if stated,
and rank. Notices of vacancies must be submitted to the Affirmative Action Office.

2. Recruitment for actually assigned positions should begin as early as possible following the
authorization of the new position by the provost and approval for advertising by the Affirmative
Action Office.

3. When the department committee and the department chair have decided on their top candidate
or candidates (up to three) a complete vita, including transcripts and letters of recommendation or
reports of telephone recommendations for each candidate should be forwarded to the
appropriate dean, to the provost and to the affirmative action officer. After these approvals, the
chair should request from the dean and the affirmative action officer permission to invite the
candidate to the campus. Whenever possible, the chair or other designated members of the
department should actively interview candidates at national and regional professional meetings to
screen the field before inviting serious candidates for on-campus interviews. On-campus
interviews should be arranged, whenever possible, for the top candidate or candidates.

4. Candidates brought to the campus for positions at the professor or associate professor level
should be interviewed by the provost in addition to other appropriate administrators. Candidates
for assistant professor and instructor should be interviewed by the provost or his/her designee
and the dean of the school in which the candidate may be appointed.

5. Transportation charges and room and board may be reimbursed in accordance with campus policy.
All such charges must be verified with appropriate receipts. Candidates staying overnight during
their visit should be housed in college facilities when possible, and will be fed at college expense.
To expedite the reimbursement of the candidate's travel expenses, responsible persons should
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10.

obtain the candidate's signature, home address, and social security number on the State of New
York Standard Travel Voucher, which is form AC 132-REV, 4-75 while the candidate is on campus.
(See Guest Room Use Policy 380.08).

Travel expenses incurred by the department chair or his/her designated representative for
recruitment at regional or national or professional meetings may be paid by the provost or by the
school dean subject to state travel regulations. Approval must be obtained from the provost or
school dean in advance of such travel.

Rank and salary for each position must be cleared with the appropriate dean and the provost.
Except in extraordinary cases, initial appointment to the College will not be made with continuing
appointment.

The chair should discuss each appointment with the appropriate dean in advance of any oral or
written statement to the candidate. Under no circumstances should the chair make an oral or
written commitment to the candidate without the prior approval of the dean and the provost. It is
the primary responsibility of the department chair to define for the candidate terms for
employment.

The appointment form should indicate the line which is intended to be used for the appointment
existing line numbers are provided on the Departmental Service Roster; new line numbers will be
provided by the provost or the Business Office. The appointment form and accompanying
documents should list the following:

A. Recommended salary

B. Recommended type and term of appointment

C. Number of years of previous full-time college teaching in accredited institutions which count
toward the seven year probationary period.

D. Any contingency arrangement agreed to by the candidate, the department, the appropriate
dean and the provost.

All recruitment efforts must conform to the campus Affirmative Action policies.

Back to Chapter 220

ToP

220.04 IMMIGRATION AND VISA STATUS

1.

2.

3.

The Immigration and Naturalization Service does not permit employment of noncitizens holding
certain types of visas. Employment of individuals who are not citizens or permanent residents
requires the review and approval of the Human Resources Office.

The College provides legal support to tenure-track academic faculty for immigration petitions and
applications filed on behalf of prospective and current employees. Legal services in connection
with such petitions and applications shall be performed only by attorneys retained through the
Office of University Counsel. Contact the Human Resources Office for additional information.
The Immigration Reform and Control Act of 1986 requires all employees hired after May 31,1987 to
complete the Employment Eligibility Verification (Form I-9). Forms and information are available in
the Human Resources Office.
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220.05 APPOINTMENT OF FACULTY

1. Following consultation with the appropriate dean and vice president, the department chair should
communicate by letter to the candidate the conditions of employment as they will be
recommended through channels to the president. These include:

A. salary

B. term (semester, 10-months, 12-months, years)

C. title or rank

D. in tenure-track or temporary

E. if full or part time

F. general responsibilities

Copies of this communication should be filed in the department, the dean's office, and the office
of the appropriate vice president. The communication must make clear that only the president can
offer an appointment and that after the recommendation has been considered by reviewing
authorities such as the dean, provost, business officer, and affirmative action officer, a formal offer
will be sent from the President's Office. The appointment is not official until after the offer has
been signed and returned to the President's Office.

2. Do not release publicity regarding any prospective appointment until the candidate has been
officially offered appointment by the president of the College and the candidate has accepted the
offer. The Institutional Advancement Office normally handles publicity for College appointments.

3. Generally, the doctorate (or terminal degree) is required for appointment except at the level of
instructor or lecturer, where the master's degree is required. (February 1972)

220.06 COLLEGE POLICIES AND PROCEDURES OF THE ACADEMIC FACULTY
FOR RENEWAL OF TERM APPOINTMENT, GRANTING OF CONTINUING
APPOINTMENT AND PROMOTION

A. Preface

The policies and procedures established herein seek to provide maximum departmental autonomy in the
development of policies and criteria on personnel matters, while guaranteeing both that the standards
established by the board of trustees are upheld and that candidates are treated fairly.

These policies and procedures are in accordance with the current Policies of the Board of Trustees, the
current Agreement between the State of New York and UUP, and the current Compilation of Codes,
Rules and Regulations, State of New York.

In accordance with the American tradition of fair dealing and fair play, these policies and procedures
guarantee the essential right of due process. The term, "right of due process," is used here to mean a
system of clear, orderly, procedures in which the full disclosure of basic decisions and the specific reasons
for those decisions are made at every stage of the process.

Decisions made by the Human Resources Office under the policies and procedures detailed herein are
intended to serve the best interest of the University by providing the president with the maximum
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amount of information with which to make his/her decisions while at the same time protecting the basic
rights of the individual faculty member by assuring her/him a fair hearing on those matters relating to
her/his professional life.

It is essential that the faculty provide specific reasons why a colleague should be reappointed, given
continuing appointment, or promoted rather than merely ask if reasons exist why s/he should not be
reappointed, given continuing appointment, or promoted.

The success of any system of evaluation depends upon the willingness of both faculty and administrators
to be candid, objective, and fair in the performance of their responsibilities. Only if this occurs can the
best interest of the University be served.

B. General Guidelines for Academic Due Process

1. General Principles

a. Recommendations on personnel matters, including continuing appointment, renewal of term
appointment, and promotion shall be based on:

i. the overall official record of the candidate's training, teaching, and other relevant experiences and
achievement in his or her academic field and related areas (note: activity via technology is
legitimate activity within the scope of professional obligation, and it should be evaluated and
entered under whichever category on the personnel action form is appropriate for the specific
activity. Departments are requested to discuss the issue with a view of incorporating involvement
in technology in their personnel policies);

ii. service to the College and to the profession while at Cortland;

iii. and in the case of promotion, on criteria for rank-to-rank promotion approved by the Faculty
Senate. The existing criteria for promotion shall be in effect until the Senate approves new criteria.
iv. Evidence of the candidate’s record will be submitted as part of a portfolio, and will be used at all
levels of review. This portfolio is distinct from the official personnel file maintained in the Provost’s
Office, as well as the copies of the personnel file maintained in the dean’s and departmental
offices. The contents of the official files may include confidential materials not normally contained
in the portfolio, and they will be used for review only at the levels of the dean, provost and
president.

b. Should a personnel committee elect to operate under a rule of secrecy or should it be required to
operate under such a rule, committee members, except for the chair, shall not discuss outside of a
committee meeting, a candidate or his/her case with anyone not serving on the committee, until
the committee has voted on the candidate. During committee deliberations the committee chair
may discuss outside of a committee meeting a candidate's case with persons not on the
committee, but, when the chair does so, s/he does so at the specific direction of the committee
and in accordance with these policies and procedures.

c. Once a committee has voted on a candidate, committee members may testify about a candidate
and his/her case before a personnel review committee, and they may discuss a candidate or
his/her case with a department chair, an administrator, or a grievance official. However, they shall
not discuss a candidate or his/her case with anyone not involved in the personnel process.
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d. Department chairs and members of all personnel committees shall function as independent
evaluators. They shall make their decisions in accordance with the highest professional and
academic principles, free from departmental, personal, or administrative pressures.

e. A candidate for reappointment, continuing appointment, or promotion shall be kept fully
informed of all materials that are being used in the evaluation and be given opportunities to reply
to them at all stages of the evaluation process. He/she shall have free access to departmental and
school files at all times. Copies of materials placed in his/her official file shall also be included in
his/her department (to be maintained by the department) and school files (to be maintained by
the dean’s office). Each academic faculty member shall be responsible for seeing to it that materials
placed in his/her official file are also included in his/her department file and in his/her school file.
The official file shall be maintained in accordance with Art. 31 of the Agreement between UUP and
the State of New York.

f. Department chairs and members of personnel committees shall make no use of private, secret files
in the personnel process.

g. A recommendation against continuing appointment, renewal of term appointment, or promotion
shall be based mainly on grounds that bear on the candidate's service to the College during his or
her time at Cortland.

2. Definitions:

a. In this document the term policies shall mean the rules governing the principles and structures of
the decision-making process; procedures shall mean the process by which action is taken; and
criteria shall mean the standards established for evaluating cases of renewal of term appointment,
continuing appointment, or promotion.

b. In this document the term recommendation shall refer to a written statement conveying (a) the
recommender's decision or recommended decision concerning a personnel matter; (b) the
evidence and other pertinent data supporting the decision or recommended decision.
Recommendations shall provide specific reasons and supporting evidence justifying why a
colleague should be reappointed, given continuing appointment, or promoted. For purposes of this
section, "recommender” shall be defined as that person or committee obliged by these procedures
to provide a personnel recommendation.

c. Within the framework of the Trustees Policies and Agreement, the policies and procedures
detailed herein shall supersede all other faculty policies and procedures dealing with renewal of
term appointment, granting of continuing appointment, and promotion, and where conflicts in the
above mentioned documents occur, the Trustees Policies and Agreement take precedence.

3. Candidates for Continuing Appointment, Renewal of Term Appointment, and Promotion.

a. The candidate shall be responsible for adding to her/his portfolio any material s/he wishes to have
considered in the decision-making process. In listing activities and scholarly accomplishments in
his/her portfolio, the candidate shall adhere to the Code of Ethics and give credit where it is due.

b. The candidate shall be notified in writing, at least five working days before his/her qualifications
are to be reviewed by any faculty committee and given an opportunity to appear before the
committee or send a campus colleague to speak for him/her.
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c. The candidate shall be provided with a copy of all recommendations and decisions at each formal

d.

stage of the decision-making process.

Candidates shall refrain from exerting pressure on department chairs and personnel committee
members. Similarly, faculty members shall not exert pressure on department chairs and personnel
committee members on behalf of colleagues.

Any faculty member having questions regarding the review process or problems deriving from it
shall take them to the appropriate department chair and or personnel committee chair for
resolution. Should those questions or problems remain unresolved, the faculty member may
request assistance from the Faculty Affairs Committee. The Committee shall in accordance with
the UUP Agreement and after consultation with the UUP Grievance Chair either attempt to
resolve the faculty member's perceived problem under the faculty bylaws or refer him/her to
some administrative or faculty agency which can resolve it.

(Approved by the Senate, Feb. 21,1984 and by President Clark, April 11,1984)

C. Departmental Policies, Procedures and Criteria on Renewal of Term Appointment,
Continuing Appointment, and Promotion

1. Formulation of Policy

a. Each department shall develop personnel policies, procedures, and criteria on personnel matters

consistent with the policies of the board of trustees, with the Agreement, and with the policies,
procedures, and criteria adopted by the faculty. It shall be the responsibility of the department
chair to submit such policies, procedures, and criteria and any revisions thereof to the Faculty
Affairs Committee for that committee's determination that said policies, procedures, and criteria
are in conformity with board of trustees and faculty policies, procedures, and criteria. This
determination shall be by majority vote of the Faculty Affairs Committee. The chair of the Faculty
Affairs Committee shall inform the department chair of the committee's decision and shall keep
on file all records pertaining to the matter.

If the Faculty Affairs Committee finds a department's personnel policies, procedures, and criteria
to be in violation of the faculty bylaws, the Policies of the Board of Trustees, or the Agreement
between the State and the bargaining agent, the Faculty Affairs Committee shall indicate the
specific points of violation after which the department shall revise its personnel policies,
procedures, and criteria and resubmit them to the Faculty Affairs Committee for approval.
Department policies, procedures, and criteria should be on file in the office of the appropriate
dean and of the provost.

2. Alternate Departmental Promotion Criteria

a. If in the judgment of the department the criteria adopted by the Faculty Senate for rank-to-rank

promotion do not meet the unique needs of the department, the department may submit its own
set of criteria to the Faculty Affairs Committee as an exception to the faculty criteria, taking care
to provide documentation and justification warranting the granting of an exception. The Faculty
Affairs Committee shall consider the criteria as an exception to the faculty criteria and shall submit
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the alternate criteria to the Senate for consideration. By majority vote the Senate may recommend
that the president consider accepting the department's criteria as a necessary and comparable
substitute for the faculty criteria for rank-to-rank promotion.

It is hoped that the president would meet with representatives of the department in question (as
well as with others as s/he deems necessary) and discuss the reasons for the alternate criteria. If
the president should decide to accept the department's alternate criteria for promotion, s/he
should so inform the Senate and these would become the basis for all recommendations on
rank-to-rank promotions for that department, by the department committee, department chair,
school or school committee, school dean, and provost.

3. Departmental Policies and Procedures

a.

Departmental policies and procedures shall be clear as to the basic procedures the department
plans to observe in making personnel decisions, and shall observe all the procedures for due
process established by the faculty to protect the rights of individual faculty members.

The specific criteria developed by the department shall include some definition of those matters
which the department principally considers in making its recommendations.

The policies, procedures, and criteria shall reflect due regard for the character and needs of the
College and department and shall be offered as indicative and descriptive rather than narrowly
binding.

These policies, procedures, and criteria shall be approved by the respective department through
secret ballot and majority vote of the voting members of the department as defined by the Board
of Trustees Policies and faculty bylaws.

These policies, procedures, and criteria shall be reaffirmed or revised at least once every three
years by the department concerned through secret ballot and majority vote of the voting
members. After revision of the policies, procedures, and criteria, the department chair shall submit
such revisions to the Faculty Affairs Committee for its approval.

All departments shall include, within their personnel policies, provisions concerning eligibility to
vote, in all departmental actions provided for in their department personnel policies and
procedures, by members of the department who are on leave of absence, sabbatical leave, or
other recognized forms of leave. Each department shall forward to the Faculty Affairs Committee
said provisions.

(Approved by the Faculty Senate, Nov. 28,1995 and by President Taylor, Dec. 4, 1995)

Copies of these policies, procedures, and criteria when reaffirmed or revised, shall be issued to all
members of the department, the school personnel committee, the dean, the provost, and the
president.

D. Departmental Recommendations

1. Personnel Committee

a.

By Sept. 15 each department shall establish a standing personnel committee on renewal of term
appointment, continuing appointment, and promotion. By vote of the department, a department
with seven or fewer full-time members has the option of operating as a personnel committee
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consisting of all the members of the department, with or without the department chair. When a
department chooses to act in this manner, those departmental members may serve on divisional
personnel committees. By unanimous vote of the full-time members of the department with
unqualified academic rank, a larger department has the option of operating as a personnel
committee consisting of all the full-time faculty members with unqualified academic rank. This
vote shall be taken annually in September for departments with more than seven full-time
members. Neither the department chair nor the departmental representative to the school
personnel committee shall have a vote on the committee of the whole. In departments with eight
or more faculty members, the chair will not serve on the departmental personel committee.

b. Membership on departmental personnel committees shall be limited to full-time academic faculty
members with unqualified academic rank.

c. Eligibility for membership and term of membership on the personnel committee shall be
determined every three years by a majority of the voting members of the department as
expressed by secret ballot. Each department shall establish in its policies the procedures for
selecting a chair of its personnel committee.

2. General Procedures

a. The chair of the departmental committee and the chair of the department shall apprise the
candidate for continuing appointment, renewal of term contract, or promotion of the impending
deliberations and need for decisions at least two weeks before the deliberations, to assure that the
candidate has an opportunity to update his/her files and/or otherwise further his/her own
interests appropriately.

b. The chair of the departmental personnel committee shall fully inform the candidate of the
material that is being used to evaluate her/him and shall allow her/him a reasonable period of time
to respond to it before making a final recommendation on her/him. However, members of the
departmental personnel committee will limit their evaluation to the materials included in the
portfolio submitted by the candidate and will use no other materials in their evaluation of the
candidate. Hence, each academic department is encouraged to include a list of recommended
materials to be included in a candidate’s portfolio, enabling the candidate the opportunity to
submit materials that would be expected by the departmental committee.

c. Similarly, the department chair shall fully inform the candidate of the material that s/he is using to
evaluate him/her, and the chair shall allow the candidate a reasonable time to respond to the
material before making his/her final recommendation on him/her.

d. Committee decisions on recommendations shall be made by secret ballot and majority vote with a
reasonable interval of at least one day but not to exceed one week allowed between the close of
committee discussion and the deadline for balloting to permit each committee member judicious
consideration of all factors pertinent to her/his decision.

e. In the event that the candidate is a member of the committee, s/he shall abstain from deliberation
and voting in his/her own case.

f. Following committee action, the chair of the committee shall prepare a written statement that
states the recommendation, the specific reasons for it, the voting procedures and the record of
the vote. Copies of this statement shall be submitted to the candidate and to the department
chair, or in the library, to the director of libraries.
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3. Procedures for Continuing Appointment and Renewal of Term Appointment

a. In matters of continuing appointment and renewal of term appointment the recommendation of
the department committee shall be submitted in writing to the candidate and to the chair of the
department. In the library, the recommendation of the Library Personnel Committee shall be
submitted in writing to the candidate and to the director of libraries.

b. The chair of the department shall submit the recommendation of the department personnel
committee and his/her recommendation on continuing appointment or renewal of term
appointment and the specific reasons for it in writing to the chair of the school personnel
committee. At the same time he/she shall submit copies of his/her recommendation and the
specific reasons for it to the candidate and the chair of the department personnel committee. In
the library, the director of libraries shall affix his/her recommendation and his/her specific reasons
for it to the recommendation of the Library Personnel Committee and submit these to the
associate provost for information resources who shall affix his/her recommendation and submit
these to the provost. At the same time s/he shall submit copies of his/her recommendation and
the specific reasons for it to the candidate and the chair of the Library Personnel Committee.

4. Procedures for Promotion

a. In the matter of promotion the department personnel committee shall screen all those in the
department eligible for promotion and determine who wishes to be considered for promotion. In
each case the candidate for promotion shall be afforded an opportunity to meet with the
committee and, after the committee has completed its deliberations, each individual eligible for
promotion shall be informed in writing regarding the committee's decision within five working days
to afford her/him the opportunity (in the case that s/he is not to be recommended for promotion)
to submit a self-recommendation for promotion.

b. Once the department personnel committee has completed its deliberations on promotion, it shall
forward its recommendations and specific reasons for them, accompanied by supporting
documents and evidence, to the chair of the department. A copy of the committee's
recommendation, along with the specific reasons for the recommendation, shall be sent to the
candidate for promotion. In the library, once the Library Personnel Committee has completed its
deliberations on promotion, it shall forward its recommendations and specific reasons for the
recommendation, accompanied by supporting documents and evidence, to the director of
libraries.

c. The chair of the department shall submit the recommendation of the department personnel
committee and her/his recommendation on promotion and the specific reasons for it in writing to
the chair of the school personnel committee. At the same time s/he shall submit copies of her/his
recommendation and the specific reasons for it to the candidate and the chair of the department
personnel committee. In the library, the director of libraries shall affix her/his recommendation and
her/his specific reasons for it to the recommendation of the Library Personnel Committee and
submit these to the associate provost for information resources who shall affix his/her
recommendation and submit these to the provost. At the same time s/he shall submit copies of
her/his recommendation and the specific reasons for it to the candidate and the chair of the
Library Personnel Committee.
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d. Itis the right of any faculty member to submit a self-recommendation for promotion. S/he shall
submit same, accompanied by supporting evidence, directly to the appropriate chair of the
subschool or school personnel committee, with a copy to the department personnel committee.
The department committee, after deliberation, shall forward its recommendation to the
department chair. Both the chair of the department committee and the department chair shall
provide copies of each recommendation and the specific reasons for it to the candidate.
Thereafter, the self-recommendation shall follow the same procedures as all other
recommendations for promotion.

E. School Review

1. Membership of the School Personnel Committee

a. Members of the school personnel committees shall serve as representatives of the interest of their
departments, schools, and the College as a whole.

b. The professional studies School Personnel Committee shall consist of one representative from
each department within the school.

c. The education school personnel committee shall consist of one representative from each
department within the school.

d. The subschool personnel committees of the arts and sciences (grouped according to department
alignment in 150.03, Article VI, Section A, No. 2, a,, b., and c. and No. 3, a. and b.) shall consist of
one member from each department. For each vacancy for a department representative the
respective department shall nominate at least two candidates and shall elect one by secret ballot.
Election for all vacancies shall be by majority vote by secret ballot of the members of the
department voting. The departments shall elect alternates in the same manner. However, should
only one candidate be available for departmental representative and should two-thirds of the
voting members of the department indicate by secret ballot that the candidate is acceptable to
them, s/he shall be the departmental representative.

e. Membership on school personnel committees shall be limited to full-time, tenured, academic
faculty members with unqualified academic rank.

f. School and subschool committee members shall take office by Oct. 15.

g. Members of the school and subschool personnel committees shall serve staggered two-year terms
and may not serve two consecutive terms.

h. Department chairs, acting department chairs, deans, assistant deans, and associate deans shall not
be eligible for election or appointment to the school or subschool personnel committees. In
departments of eight or more members, department personnel committee members shall not be
eligible for election or appointment to the school or subschool personnel committees.

2. School Review

a. In the matter of promotion the school committee shall weigh the evidence accompanying the
candidate's recommendation and any supplementary evidence that the candidate may submit to it
and make its own independent recommendation accordingly.

b. In the matter of continuing appointment and reappointment, the school committee shall review
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the evidence contained in the candidate’s recommendation and portfolio, along with any
supplemental materials that the candidate may submit to it and make its recommendation
accordingly. However, should the school committee question the professional qualifications of the
candidate or the procedures used by the department in evaluation of him/her, it shall consult, at
least, with the candidate’s departmental personnel committee before making an independent
recommendation on the candidate.

c. The school personnel committee will use the letters of recommendation from the departmental
personnel committee and chair, and material contained in the portfolio only, along with any
supplemental materials that the candidate may submit to it, for the purposes of evaluation. This
committee will make use of no other materials during its evaluation.

d. Decisions on recommendations shall be made finally by secret ballot and majority vote with a
reasonable interval of at least one day but not to exceed one week allowed between the close of
committee discussion and the deadline for balloting to permit each committee member judicious
consideration of all factors pertinent to his/her own decision.

e. In the event that the candidate is a member of the committee s/he shall be replaced by his/her
alternate.

f. The chair of the school committee shall affix to the candidate's file the committee's
recommendation, the specific reasons for the recommendation, the voting procedures, and the
record of the vote and forward the material to the dean. At the same time, the chair of the
committee shall send copies of the recommendation, the specific reasons for it, the voting
procedures, and the record of the vote to the candidate, the department chair, and the chair of
the departmental personnel committee.

g. On personnel matters referred to the dean from the school committee, the dean shall make a
recommendation and provide reasons for the recommendation. In matters of promotion s/he will
transmit the candidate's materials, her/his recommendation and reasons for it to the provost. In
matters of renewal of term appointment and continuing appointment, s/he will transmit the
candidate's materials, his/her recommendation and reasons for it to the provost. In all cases the
dean shall send copies of his/her recommendation and the reasons for it to the candidate, the
department chair, the chair of the department personnel committee, and the chair of the school
personnel committee.

h. Should the school dean make use of a solicited document, not used at a previous level of
evaluation, in evaluating a candidate s/he shall, when feasible, inform the candidate of any new
information contained in that document and allow the candidate reasonable time to reply to it,
before making a recommendation on her/him. The school dean shall in all cases act in accordance
with Art. 31 of the Agreement between UUP and the State of New York. Candidates are
encouraged to familiarize themselves with this article.

i. Should the school dean make use of an unsolicited document, not used at a previous level of
evaluation, in evaluating a candidate, s/he shall fully disclose the information contained in that
document to the candidate and allow the candidate a reasonable time to respond to it, before
making a recommendation on her/him. The dean shall decide whether it is appropriate to reveal
the name of the author of the document to the candidate.

F. Policies and Procedures of Managerial Faculty
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1. Policies and Procedures

a. The deans, the provost and the president shall make all personnel decisions in accordance with the
principles of "due process."

b. Should the provost make use of a solicited document, not used at a previous level of evaluation, in
evaluating a new candidate, s/he shall, when feasible, inform the candidate of any new information
contained in that document and allow the candidate reasonable time to reply to it, before making
a recommendation on him/her. The provost shall in all cases act in accordance with Art. 31 of the
Agreement between UUP and the State of New York. Candidates are encouraged to familiarize
themselves with this article.

i. Should the provost make use of an unsolicited document, not used at a previous level of
evaluation, in evaluating a candidate, s/he shall fully disclose the information contained in that
document to the candidate and allow the candidate reasonable time to reply to it, before making a
recommendation on her/him. The provost shall decide whether it is appropriate to reveal the
name of the author of the document to the candidate.

ii. Except in recommendations for or against a renewal of term appointment the provost shall
provide reasons for his/her recommendation on the candidate. S/he shall send copies of his/her
recommendation to the candidate, the department chair or director of libraries, the chair of the
department committee, chair of the school personnel committee, and the appropriate dean.

c. Should the president make use of a solicited document, not used at a previous level of evaluation,
in evaluating a candidate, s/he shall, when feasible, inform the candidate of any new information
contained in that document and allow the candidate reasonable time to reply to it, before making
a decision on her/him. The president shall in all cases act in accordance with Art. 31 of the
Agreement between UUP and the State of New York. Candidates are encouraged to familiarize
themselves with this article.

i. Should the president make use of an unsolicited document, not used at a previous level of
evaluation, in evaluating a candidate, he/she shall fully disclose the information contained in that
document to the candidate and allow the candidate reasonable time to reply to it, before making a
decision on her/him. The president shall decide whether it is appropriate to reveal the name of the
author of the document to the candidate.

ii. Except in decisions for or against a renewal of term appointment the president shall provide
reasons for his/her decision on the candidate. He/she shall send copies of his/her decision to the
candidate, department chair or director of libraries, the chair of the department personnel
committee, the chair of the school personnel committee, and the appropriate dean.

G. Enabling Provision

1. The original document was ratified by a referendum of the academic faculty in December 1976 (Senate
Minutes of Jan. 25,1977). The amendments to the document were approved by the Faculty Senate on
April 8,1980 and on Sept. 22, 1981; and approved by President Clark on May 6, 1980 and on Oct. 8, 1981.

Back to Chapter 220

TOP
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220.07 ADVANCEMENT OF FULL-TIME, NON-TENURE TRACK LECTURERS:
CRITERIA AND PROCESS

A. Introduction

To support full-time lectureships, the College has established opportunities for promotion and a
corresponding set of salary increases: the rank of lecturer 1; the rank of lecturer 2, with a $1,000 increase in
salary from lecturer 1; the rank of lecturer 3, with a $1,200 increase in salary from lecturer 2; and the rank
of lecturer 4, with a $1,400 increase in salary from lecturer 3. The College has provided that a candidate is
eligible for promotion one rank at a time.

A Peer Group Committee has developed criteria for these promotions and a process for awarding them.
It oversees the process, and it has a role in making recommendations. The full-time lecturers elect the
members of the committee to terms of three years. Places are allocated per school, and they are to be
reviewed by the College and by United University Professions (UUP), with assistance from the committee,
as numbers change within schools.

B. General Principles

This document is based on a Memorandum of Understanding, Evaluation of Full-time Lecturers, dated
July 6, 2001 and revised July 29, 2004, between the College and UUP.

See Memorandum of Understanding

1. The criteria for advancement are based on the quality of instruction and on activities related to
instruction.

2. The process is nonquantifiable. It does not require a minimum or a maximum number of activities
or accomplishments. Lecturer A may apply for promotion on the basis of three, and lecturer B may
apply for promotion on the basis of one.

3. The process is continuing. The criteria for promotion are identical at every level, as standards of
teaching excellence. Lecturers who continue to meet these standards will continue to advance
professionally.

4. The process is noncompetitive. Each application represents work unique to the lecturer, work that
will be judged on its own merit and not in comparison with, or in contrast to, the work of other
lecturers.

5. The process is collegial. In meetings with the Peer Group Committee and in roundtable discussions
under its sponsorship, lecturers may help one another to generate, develop, implement and assess
proposals for the advancement of teaching. The Peer Group Committee represents this mutual
commitment across the College.

6. The criteria for promotion describe teaching. Lecturers demonstrate their abilities as teachers on
the basis of discipline-appropriate work. As the memorandum on reappointment states, the main
responsibility of full-time lecturers is “instruction ... suitable to discipline,” which includes teaching
in the classroom, student teacher supervision and clinical supervision. Lecturers in some
departments are expected to participate in certain committees and to serve other departmental
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functions, and such work may also be evaluated for advancement provided that the applicant
demonstrates its relevance to teaching.

The memorandum also stipulates that scholarship and “committee work/service outside the
department ... is not expected” and that “it may be considered for reappointment only at the
lecturer’s request and as a form of faculty development appropriate to instruction and/or
performance in the subject area.” In keeping with the memorandum, the process described below
allows the applicant to demonstrate the relevance of any faculty development activities that have
contributed to advancements in teaching, even if that work might otherwise be considered
outside the criteria for evaluating full-time lecturers.

7. The process is nonprescriptive. It does not establish a set of conventions for lecturers to observe
in demonstrating their effectiveness, because success in teaching often involves innovation and
nontraditional forms.

8. The process is inclusive. Lecturers may include in their first application any relevant work within a
three-year limit, whether they were teaching at SUNY Cortland part-time or full-time. Under
special circumstances, to be negotiated with the department by the Peer Group Committee, an
applicant may include exceptional work performed between four and five years previously.

9. The process is distinct from DSI. A lecturer who applies for promotion may also apply for DSI.

C. Application Process and Criteria

A lecturer may apply for promotion during his/her current contract period, in accordance with the
schedule for applications that the provost shall publish every year.

1. A lecturer who wishes to apply for promotion self-recommends to the department personnel
committee. An application has three parts:
a. A brief cover letter summarizes a) the lecturer’s current status, b) the courses taught since the
previous application, and c) the principal reason that promotion is now appropriate.
b. A reflective essay, one or two pages long, explores the lecturer’s accomplishments as a teacher. It
draws specifically on the semesters under review, and it focuses on the quality of the lecturer’s
engagement with students and vice versa. Any activities that define excellent teaching, in or out of
the classroom, are relevant here provided that the lecturer demonstrates their significance for
students. Such activities may include one or more of the following, but are not limited to them: a)
accessibility, b) collaboration, c) contribution to professional organizations, d) curriculum
development, e) expertise or scholarship, f) innovative teaching strategies, g) mentoring or
supervision, h) promotion of diversity, i) uses of technology.
c. The lecturer presents documentation that he or she finds relevant to the application, either as
evidence of continued excellence in teaching or as evidence of a significant innovation: for
example, a) abstracts of presentations or articles, b) assignments, c) classroom observations, d)
course-teacher evaluations, e) diskettes that show computer-mediated communications, such as
PowerPoint presentations or exchanges on the Internet, f) lesson plans, g) recordings, audiotape
and/or videotape, h) references by colleagues, i) reviews of publications or displays, j) special
recognitions or honors, k) student work, with or without the lecturer’s comments, |) syllabi, m)
unsolicited letters or notes from students. A reviewer may request additional materials but not of
a specific type.
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2. The department personnel committee makes a recommendation on the lecturer’s application and
forwards it, along with the application, to the department chair.

The department chair serves on the department personnel committee without a vote, to
represent to voting members that lectureships are dedicated to teaching and that applications for
promotion are to be evaluated solely on this basis.

3. The department chair makes an independent recommendation on the lecturer’s application and
forwards it, along with the application and the department personnel committee’s
recommendation, to the Peer Group Committee.

4. The Peer Group Committee makes an independent recommendation on the lecturer’s application
and forwards it, along with the application and the preceding recommendations, to the
appropriate dean.

Since the Peer Group Committee is charged with helping to develop the institution of full-time
lecturerships, it has a particular interest in activities that demonstrate a commitment to
professional growth.

A Peer Group Committee member from the lecturer's school presents the specific merits of the
application to the committee. Having completed its review, the Peer Group Committee votes to
support or not to support an application. In the event of a tie vote, an application is not
supported. The committee's decision, not the vote by which it was established, is reported to the
appropriate dean.

A Peer Group Committee member who is also a member of the personnel committee in the
lecturer’s department and who has voted at the department level of the promotion process is
recused from the Peer Group Committee’s vote.

5. The dean makes an independent recommendation on the lecturer’s application and forwards it,
along with the application and all preceding recommendations, to the provost.

6. The provost makes an independent recommendation on the lecturer’s application and forwards it,
along with the application and all preceding recommendations, to the president.

7. The president decides on the lecturer’s application for promotion and notifies the lecturer that the
application has been approved or declined, with copies to the department personnel committee,
the department chair, the Peer Group Committee, the dean, and the provost.

8. With the same rights of due process as other full-time faculty, the lecturer shall be provided with a
copy of every recommendation and decision at each stage of this review. The lecturer’s chair shall
also be provided with such copies.

(Approved by President Bitterbaum Aug. 12, 2004)

220.08 RESIGNATION FROM A COLLEGE POSITION

Faculty members are expected to abide by the following policy:

1. Negotiations for the possible reappointment for the following fall of faculty members in active
service or on leave-of-absence and not on terminal appointment should be begun and completed
as early as possible in the academic year. A faculty member who has been approached with regard
to another position should inform the appropriate officers of his/her institution when such
negotiations are in progress. The conclusion of a binding agreement for the faculty member to
accept an appointment elsewhere should always be followed by prompt notice to his/her present
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employer.

2. UUP Contract 2007-20T1, §32.2 "Employees who intend to leave the employ of the University shall
give 30 days' notice to the president or designee."

3. Should a faculty member fail to follow the policy stated above, the administration of the College
may be expected to express its concern in appropriate ways both to the hiring institution and to
the faculty member involved.

220.09 EMERITUS FACULTY PRIVILEGES

Members of the University faculty who retire in good standing shall be entitled to append the term
"emeritus” to the title of their academic or administrative post after the time of retirement (Policies of
the Board of Trustees, 1998, XV, Title D).

Upon retiring, faculty and professional staff continue to enjoy the following benefits and privileges:

1. Priority for teaching on a part-time basis for emeriti faculty depending on departmental needs and
academic preparation;

Participation in emeriti social functions hosted by the president;

Participation in Commencement, Honors Convocation, Scholars' Day, the College's Opening
Meeting, and other special events;

wN

4. Continued use of the SUNY ID card;

5. Access to all facilities that are free to full-time employees;

6. Access to the library;

7. Membership in fee-based facilities (e.g., fitness centers), for the same amount paid by full-time
employees;

8. Purchase of a campus parking permit for the same fee paid by full-time employees;

9. Participation in special travel programs available to the College;
10. Campus work space for emeriti faculty in an office, laboratory, or the library, as available;
1. Eligibility to apply for research grants;
12. Participation in computer and technology workshops as well as other faculty development
workshops, on a space-available basis; and,
13. Eligibility to audit courses at the College.

220.10 CODE OF ETHICS

1. The faculty member recognizes the special responsibilities which derive from a commitment to
the advancement of knowledge and realizes that one's primary responsibility is to seek and state
the truth as one sees it. To this end the faculty member devotes the energy to develop and
improve scholarly competence and accepts the obligation to exercise critical self-discipline and
judgment in using, extending, and transmitting knowledge. The faculty member practices
intellectual honesty and works for an environment conducive to intellectual honesty. Although the
faculty member may follow subsidiary interests, these interests must never hamper or compromise
freedom of inquiry.

2. As a teacher, the faculty member encourages students to pursue learning freely, holding before
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them the best scholarly standards of the discipline. The faculty member demonstrates respect for
the student as an individual and adheres to the proper role as intellectual guide and counselor. The
faculty member makes every reasonable effort to foster honest academic conduct and to evaluate
students' performance fairly and equitably. The faculty member respects the nature of the
relationship between educator and student. One avoids exploiting students for private advantage
and freely acknowledges assistance from them. The faculty member works to promote and to
protect the academic freedom of students.

3. As a colleague, the faculty member has obligations that derive from common membership in the
community of scholars and educators. One respects and defends the free inquiry of those
associates and works for an environment which stimulates free inquiry. In the exchange of criticism
and ideas the faculty member shows due respect for the opinions of others, acknowledging
academic debts and striving to be just in the professional judgment of colleagues. One accepts
responsibility for the governance of the College.

4. As a member of the College faculty, the faculty member seeks above all to be an effective teacher
and scholar. One works to make the College a community of learning. As a citizen engaged in a
profession that depends upon freedom for its health and integrity, the faculty member works to
promote conditions of free inquiry and to further public understanding of academic freedom.
(Approved by President Clark, Sept. 30, 1981)

5. Family relationships and relationships of a romantic and/or sexual nature between a faculty
member and a student can present conflict of interest in violation of the New York Public Officers
Law. As there may be a perception of favoritism and as such relationships can undermine the trust
upon which the educational process depends, ethical principles preclude individuals from
evaluating the work or academic performance of those with whom they have these relationships.
Since a conflict of interest may exist in such a relationship, the faculty member should notify his or
her immediate supervisor so that arrangements can be made to eliminate the conflict.

6. Family relationships and relationships of a romantic and/or sexual nature between members of the
College community other than students can also present a conflict of interest in violation of the
New York Public Officers Law whenever one party has any position of power over, or professional
responsibility for, the other. As there may be a perception of favoritism and as such relationships
can undermine the trust upon which professional relationships are built, ethical principles preclude
individuals from evaluating the work of those with whom they have these relationships. The party
with the power or status advantage may not officially approve or recommend, or vote on such
approval or recommendation of, the appointment, reappointment, promotion, or salary
adjustment of the other, nor may that party evaluate the performance of the other.

(Paragraphs 5 and 6 approved by President Clark, April 1,1994)

Back to Chapter 220

TOP
220.11 PUBLIC OFFICERS LAW, CONFLICT OF INTEREST

An officer or employee of a state agency, member of the legislature or legislative employee should not
by his conduct give reasonable basis for the impression that any person can improperly influence him or
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unduly enjoy his favor in the performance of his official duties, or that he is affected by the kinship, rank,
position or influence of any party or person.

(Public Officers Law, Section 74, 3g)

220.12 GIFTS
A. Gifts to Individuals

No state officer or employee shall, directly or indirectly, solicit, accept or receive any gift having a value
of $75 or more whether in the form of money, service, loan, travel, entertainment, hospitality, thing or
promise, or in any other form, under circumstances in which it could reasonably be inferred that the gift
was intended to influence, or could reasonably be expected to influence the employee, in the
performance of official duties or was intended as a reward for any official action. No person shall,
directly or indirectly, offer or make any such gift. . ..

(NYS Ethics Commission Opinion, August 1994)
B. Gifts to the College

Gifts to the College valued at up to $25,000 will be reviewed by the Office of the Vice Chancellor for
Finance and Business, State University Plaza, Albany, NY 12246. The office of University Counsel will
notify the campus when the gift acceptance has been approved. Acceptance of gifts in excess of $25,000
require Board of Trustees approval and will be processed at the next available Board of Trustees’ meeting.
(Anslow memorandum, Feb. 15, 1994).

220.13 PLAN FOR DISCRETIONARY PERFORMANCE-BASED ADJUSTMENTS TO
BASIC ANNUAL SALARY OF ACADEMIC FACULTY

Nothing in this document shall conflict with the current Policies of the Board of Trustees, the current
Agreement between the State of New York and UUP, the current Compilation of Codes, Rules, and
Regulations of the State of New York, and current SUNY System guidelines and regulations.

I. GENERAL STATEMENT OF PHILOSOPHY

A. The Employee
The basic premise of this document is that monetary recognition shall be awarded in the form of
adjustments to the basic annual salary of academic faculty members consistent with an
appropriate and objective appraisal of the extent and direction in which each academic employee
has met his/her professional obligation as evaluated primarily by academic administration.

B. The College
The administration of SUNY Cortland shall take the opportunity to exercise its leadership through
the rewarding of monetary recognition in the form of Discretionary Salary Increases (DSI) to the
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basic annual salary of academic faculty members in a manner that will reflect both their individual
professional accomplishments and their contributions toward fulfilling the stated educational
mission of SUNY Cortland.

I1. ASSUMPTIONS

A. Regarding Responsibility for DSI Decisions
1. Given the fact that the DSI plan is a management discretionary instrument, the task of decision
making should rest primarily with those having administrative responsibility and accountability.
2. The initial DSI evaluation responsibility will rest with academic department chairs recommending
to academic deans.

B. Regarding Criteria for DSI Decisions
1. Criteria to be employed as the foundation for DSI recommendations College-wide must be
stated as precisely as possible by the president.
2. Elaborations of criteria to receive special attention in other administrators' yearly evaluations
should be known by concerned faculty.
3. The distribution scheme should not assume that professional excellence is equally distributed
among departments at all times.
4. The scheme should not discriminate between smaller and larger departments, nor among
departments with varying average faculty salaries.
5. DSI awards should not necessarily discriminate against long-term meritorious service in favor of
yearlong activity, nor vice versa. Ordinarily, DSI nominations and recommendations for an
individual should be based upon professional service in the last year (June 1-May 31). The date of
eligibility for DSI shall not be determined by the date of any other discretionary salary increase
such as inequity, disparity, or that which might accompany promotion.

C. Regarding Procedures
1. DSl is a form of evaluation and should be subject to Article XII of the Policies of the Board of
Trustees and to the relevant provisions of the Agreement.
2. The president will initiate the process for determining discretionary salary assignments
sufficiently early so that adequate time is given at each level for deliberations.
3. Recommendations and principal reasons offered for them by chairs and deans shall be made
available to the individual faculty member in a timely manner.
4. All discretionary money will be held in the President's Office pending final recommendations.
5. The president should inform the faculty of any prior allocation of funds from the pool of
discretionary monies for inequity correction, affirmative action, or other special purpose.
6. Deans and the provost will recommend DSI awards with minimum attention to departmental
quotas.
7. At the time the discretionary salary adjustment process is initiated, the president shall announce
the categories to be used to classify candidates for different levels of DSI. These categories shall
be used for ratings at each stage in the evaluation process.
8. Any elaborations of the weighing of criteria to receive special attention by administrators other
than the president in yearly DSI evaluations will be published to concerned faculty a year in
advance of the DSI decision process. The criteria that will be used in the forthcoming year shall be
distributed by the department chair or director of libraries at the beginning of each academic year.
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I11. CRITERIA

In conducting an evaluation pursuant to DSI salary adjustment, evaluators shall consider, but shall not be
limited to, the following criteria:

A.

Mastery of Subject Matter — as demonstrated by such things as advanced degrees, licenses,
honors, awards, and reputation in the subject matter field.

. Effectiveness in Teaching or Librarianship — as demonstrated by such things as judgment of

colleagues, development of teaching materials or new courses, including materials and courses
promoting pluralism and increasing sensitivity toward under-represented groups, and student
reaction, as determined from surveys, interviews and classroom observation data from
departmental course teacher evaluations (CTE's) and course dossier evaluations (CDE's).

Scholarly Ability — as demonstrated by such things as success in developing and carrying out
significant research work in the subject matter field, contribution to the arts, publications and
reputation among colleagues.

Effectiveness of University Service — as demonstrated by such things as college and university
committee work, administrative work, quality contributions in the promotion of ethnic and gender
issues and work with students or community in addition to formal teacher-student relationships.
Continuing Growth — as demonstrated by such things as reading, research or other activities to
keep abreast of current developments in his/her fields and being able to handle successfully
increased responsibility.

Academic Aid — as demonstrated by such things as the quality of advisement in assisting students
in their development of educational, personal, and career goals, with appropriate course
scheduling and post graduate directions and, increasing student awareness with regard to ethnic
and gender issues.

IV. PROCEDURES

A.

C.

Persons who wish to be considered for DSI shall nominate themselves, providing appropriate
supporting materials to their department chair. These materials may not exceed two typed pages.
Librarians shall nominate themselves to the director of the college library. Faculty members whose
responsibilities extend beyond the departmental or school level shall submit appropriate
supporting material to, and receive due consideration at, the lowest administrative review level
which encompasses both levels of their responsibilities.

Chairs, following consultation as agreed within their departments, will rate nominees according to
the categories announced by the president. They will then forward all application materials and
ratings to their dean together with a summary recommendation not exceeding one page for each
nominee. The director of the college library, shall follow analogous procedures, submitting
application materials, ratings, and summary recommendations to the associate provost for
information resources. The summary recommendation shall include specific reference(s) to the
candidate's performance that is deemed meritorious. Chairs and the director of the college library
will forward a copy of the summary recommendation and rating to the candidate at the same time
they submit these materials to the dean or to the associate provost for information resources.
Chairs who wish to be considered for DSI shall nominate themselves, providing appropriate
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supporting materials, to their school dean.

D. Each dean, following consultation with the Provost's Cabinet, prepares recommendations of faculty
(including chairs) across the school using the categories announced by the president, and submits
these recommendations to the provost. A copy of the dean's decision will be forwarded in writing
to the candidate and chairs at the same time it is submitted to the provost. The associate provost
for information resources does likewise for library faculty.

E. The faculty member shall have the opportunity to appeal the decision made by the dean or the
associate provost for information resources. This appeal must be made in writing to the provost
during the ten calendar days following receipt of the dean or associate provost for information
resources' notification. Following this time period, the provost notifies each candidate for DSI in
writing of the tentative DSI decision.

F. The president designates final DSI award recipients and amounts.

G. The president shall publish names of all academic faculty members who have received a DSl salary
adjustment through these procedures, distinguishing between those who receive
performance-based DSI and those who receive increases based on other factors (e.g., inequity
corrections).

(Approved by President Taylor, May 26, 1998)

V. INITIATION AND REVIEW OF PLAN

A. Initiation
These procedures shall become effective upon approval by the president. The procedures shall
remain in effect until reviewed and revised as described immediately below.

B. Review
During the 2004-05 academic year, the Cortland Faculty Senate shall establish an ad hoc
committee to evaluate the effectiveness of the adopted plan and to recommend necessary
modifications or termination.

The procedures shall remain in effect until reviewed and revised.

Back to Chapter 220

TOP

220.14 PLAN FOR DISCRETIONARY PERFORMANCE-BASED ADJUSTMENTS TO
BASIC ANNUAL SALARY OF PROFESSIONAL STAFF MEMBERS

Nothing in this document shall conflict with the current Policies of the Board of Trustees, the current
Agreement between the State of New York and UUP, the current Compilation of Codes, Rules and
Regulations of the state of New York, and current SUNY System guidelines and regulations.

I. GENERAL STATEMENT OF PHILOSOPHY

A. The Employee

3/4/111:06 PM



SUNY Cortland: Part Two: College Guid... http://www?2.cortland.edu/offices/pub... 32 of 69

The premise of this document is that monetary recognition shall be awarded in the form of
adjustments to the basic annual salary of professional staff members. This should be consistent
with an appropriate and objective appraisal of the extent and direction in which each professional
employee has met his/her professional obligation.

B. The College
The administration shall take the opportunity to exercise its leadership by rewarding monetary
recognition in the form of Discretionary Salary Increases (DSI) to the basic annual salary of
professional staff members. DSI funding is designed to promote excellence in professional service
by recognizing and rewarding exceptional performance in individuals who have performed at the
highest level within their identified duties and who have gone above and beyond those duties. It is
understood that there is an institutional expectation that all employees will demonstrate
excellence in the daily performance of their duties and responsibilities.

I1. ASSUMPTIONS
A. Regarding Responsibility for DSI Decisions

1. Given the fact that the DSI plan is a management discretionary instrument, the task of decision
making should rest primarily with those having administrative responsibility and accountability.

2. The initial DSI evaluation responsibility will rest with direct supervisors recommending to the next
level of supervision up through the appropriate vice president.

B. Regarding Criteria for DSI Decisions

1. Criteria to be employed as the foundation for DSI recommendations is the performance of duties
weighted by the immediate supervisor on the individual’s performance program to account for the
relative importance that the College places on these responsibilities.

2. Individual vice presidents will be able to determine the number and monetary amount of awards
granted for their division.

3. The plan will not assume that professional excellence is equally distributed among centers,
departments or divisions. Additionally, the plan should neither discriminate between smaller and
larger professional units, nor among professional units with varying average salaries.

4. Nominations and recommendations for an individual shall be based upon professional service from
July 1to June 30 of the designated year. The date of eligibility shall not be determined by the date
of any other discretionary salary increase such as inequity, disparity, or one that may accompany
promotion. Adjustments may favor both annual and long-term activity.

C. Regarding Procedures

1. DSl is a form of evaluation and shall be subject to Article XII of the Policies of the Board of
Trustees and to the relevant provisions of the Agreement with the United University Professions.

2. The president will initiate and announce the process and timetable for determining DSI in a timely
fashion so that adequate time is available at each level for deliberations.

3. All discretionary funds will be held in the President’s Office pending final recommendations.

4. The president will inform the professional staff of any prior allocation of funds from the pool of
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discretionary funds for inequity correction, affirmative action, or other special purpose.
5. At the time the DSI process is initiated, the president shall reiterate the criteria that will be used to
rate candidates for DSI.

11l. CRITERIA

In conducting an evaluation pursuant to DSI salary adjustment, evaluators shall consider, but shall not be
limited to the following criteria:

A. Effectiveness in Performance - As demonstrated by success in carrying out assigned duties and
responsibilities, efficiency, productivity, and relationship with colleagues.

B. Professional Ability - As demonstrated by invention or innovation in professional, scientific,
administrative, or technical areas.

C. Effectiveness in University Service and Continuing Growth — As demonstrated by such things as
successful committee work, participation in local campus and university governance, and
involvement in campus or university-related student or community activities, continuing
education, participation in professional organizations, enrollment in training programs, and
research. Also as demonstrated by degrees, licenses, honors, awards, and reputation in professional
field.

IV. WEIGHTING OF CRITERIA

A. Each criterion shall be weighted by the immediate supervisor consistent with the mission of the
College and the individual’s job.

B. The most important criterion and primary purpose for any professional is “effectiveness in
performance” which should receive the greatest weight.

C. The remaining two areas will vary greatly per individual based on their daily responsibilities.

D. The criterion shall be weighted consistent with the following weighting guidelines. This weighting
should ultimately be agreed upon by the supervisor and professional employee at the time his/her
performance program is developed annually:

less than or equal to 60

Effectiveness in Performance
percent

|Professional Ability |less than 20 percent

Effectiveness in University Service and Continuing
Growth

less than 20 percent

|Total: |100 percent

The weighting of the criteria suggests that it would be highly unlikely that an employee would receive DSI
unless they were rated very strongly in the “effectiveness in performance.” With a weighting of at least
three times the other two categories, it is believed that the completion of a strong performance of ones’
position responsibilities is essential for DSI, however, it is also recognized that in order to distinguish
between outstanding employees, to further the goals of the institution, and to complete the required
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work of the College, the other criteria are important as well. It is the development of the correct balance
of effort which is the true challenge for every professional and for the consideration of DSI.

V. PROCEDURES

A.

o

TGO

The employee performance program and corresponding performance evaluation should be tied to
the DSI process as much as possible. That is, when one is evaluated, the strength of the evaluation
should, in part, determine the employee’s eligibility for DSI. It is recognized that due to timing
constraints of evaluations, there might be a significant gap in time from the period of the last
completed evaluation to the awarding of DSI.

. All UUP professional employees will be required to prepare an individual annual report (IAR) of

their specific accomplishments and contributions to their department, division, and to the College.
This IAR shall not exceed two pages.

IAR’s due date will be announced on an annual basis but shall typically be due by June 1.

The supervisor will then submit the employee’s most recent evaluation, performance program and
IAR with an addendum/clarification from the supervisor that will serve as an overall
recommendation from the supervisor for DSI of his/her employee. Once an employee obtains
permanent appointment and his/her evaluation cycle moves to July 1through June 30, the
addendum/clarification will no longer be required because the evaluation dates will coincide with
the professional DSI award dates that are typically July 1.

Individual vice presidents determine the awards granted for their division. Vice presidents will
involve members of the management staff (associate vice presidents, etc.) in their divisions in any
way they determine appropriate, given the organizational structure of the respective divisions.
The President designates final DSI award recipients and amounts.

Decisions of the vice presidents are final and not subject to any appeal.

The president shall publish names of all professional staff members who have received a DSI salary
adjustment through these procedures, distinguishing between those who receive
performance-based DSI and those who receive increases based on other factors, such as inequity
corrections.

V. INITIATION AND REVIEW OF PLAN

A. Initiation
These procedures shall become effective upon approval by the president.

B. Review
The procedures shall remain in effect until reviewed and revised.

Back to Chapter 220

TOP

CHAPTER 230: Criteria for Promotion of Academic Faculty
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230.01 College Guidelines for Promotion

230.02 Educational Qualifications for Promotiomn

230.03 Promotion Criteria

230.04 Application of Promotion Criteria

230.05 External Review Promotion Process

230.01 COLLEGE GUIDELINES FOR PROMOTION

Promotion to any rank above that of instructor serves as a form of recognition of individual merit and
thereby strengthens individual departments, the College and the University. With respect to individual
merit, promotion should be regarded both as recognition that an individual has achieved and maintained
a level and quality of professional excellence appropriate to the rank sought and as a judgment that the
individual is capable of maintaining and improving that level of work in the future. Recommendations for
promotion should, therefore, provide specific reasons why a colleague should be promoted rather than
merely ask if reasons exist why s/he should not be promoted. In light of these considerations, not all
faculty members should expect to receive promotion to senior ranks during the course of their career at
the College.

230.02 EDUCATIONAL QUALIFICATIONS FOR PROMOTION

As used in this document, the term “doctoral degree” shall refer to the conventionally defined Ph.D.,
Ed.D., D.P.E., or similar degree, including foreign degrees ruled equivalent by the appropriate SUNY
agency. In addition, the term “doctoral degree” shall be understood in this document to include those
degrees or other educational qualifications defined by the Faculty Affairs Committee as equivalent to
the doctorate for the purpose of rank-to-rank promotion.

A faculty member must possess the doctoral degree or its equivalent as defined in paragraph 1 (of this
section) in order to be eligible for promotion beyond the rank of instructor, except as provided in
paragraph 3 or paragraph 4.

A faculty member lacking the doctoral degree may offer an equivalent body of independent scholarship
or creative work in order to demonstrate a mastery of subject matter sufficient to be considered for
promotion. Such a body of scholarship would ordinarily include a published monographic work or a
series of articles or papers in scholarly journals. A faculty member in the performing or fine arts, or in a
comparable discipline, may offer a body of creative work that has received independent College
Guidelines for Faculty professional recognition. In all cases, the burden of proof that the body of work is
truly equivalent rests with the faculty member and with the recommending department.
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The educational qualifications set forth in paragraphs 3, 4 and 5 of section 230.03 may be waived only
for those faculty members who satisfy the requirements set forth in section 230.03, paragraph 8.

230.03 PROMOTION CRITERIA

As used in this document, the term criteria shall mean the standards established for evaluating
candidates for promotion.

Any instructor, assistant professor, or associate professor who meets the educational qualifications set
forth above and who satisfies the criteria for the next higher rank shall be eligible for promotion.

Criteria for rank of assistant professor shall include:

a. A demonstrated ability (i) to organize and carry out courses of instruction in a manner that is
intellectually sound and effective in terms of student learning, and (ii) to assume a broad range of
professional responsibilities for the educational development of students;

b. A demonstrated ability to undertake a potentially productive program of intellectual inquiry, research,
or creative work (The completion of the doctorate will normally satisfy this criterion.);

c. A demonstrated willingness to accept and discharge service responsibilities within the department or
the College.

Criteria for the rank of associate professor shall include:

a. A demonstrated and continuing ability (i) to develop areas of instruction in a manner that is
intellectually sound and effective in terms of students learning, and (ii) to discharge in an effective
manner a broad range of professional responsibilities for the development of students;

b. A demonstrated ability to undertake and successfully carry out a productive program of intellectual
inquiry, research, or creative work and to do so with a degree of intellectual or creative excellence;

c. A demonstrated and continuing service to the department and the College or the University in a
manner that makes a significant contribution to the overall excellence of the institution.

Criteria for the rank of professor shall include:

a. A demonstrated and continuing ability (i) to develop areas of instruction in a manner that is
intellectually excellent and significantly effective in terms of student learning, and (ii) to make a
substantial contribution to the educational development of students;

b. A demonstrated and continuing ability to undertake and successfully carry out a serious and
productive program of intellectual inquiry, research, or creative work and to do so in a way that makes a
contribution to the intellectual, scholarly, or artistic community;

c. A demonstrated and continuing service to the department and the College or the University in a
manner that makes a significant contribution to the overall excellence of the institution.

The criteria contained in paragraphs 3-5 should not be interpreted to exclude any meritorious service not
mentioned that contributes to the achievement or excellence in the areas of scholarly activity, teaching,
and university service.

For disciplines to whose activities the above criteria cannot be reasonably adapted, equivalent criteria
shall be determined by the discipline or department in question and approved by a properly designated
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faculty body. In all cases, the burden of proof that the criteria are equivalent shall rest with the discipline
or department in question.

A person who does not meet the criteria described above may be eligible for promotion if exceptional
circumstances are judged to warrant advancement. Such circumstances could include an exceptional
record of achievement in the areas of teaching and service, combined with evidence of a satisfactory
record of scholarly activity. The burden of proof that such achievements are of truly exceptional quality
rests with the faculty member and with the recommending department.

230.04 APPLICATION OF PROMOTION CRITERIA

In this document the term recommendation shall refer to a written statement conveying (a) the
recommender's decision or recommended decision concerning a personnel matter; (b) the specific
reasons for the recommended decision or decisions; (c) the evidence and other pertinent data
supporting the decision or recommended decision. Recommendations shall provide specific reasons and
supporting evidence justifying why a colleague should be promoted. For purposes of this section
"recommender" shall be defined as that person or committee obliged by the College policies and
procedures to provide a personnel decision or recommendations.

Evidence of accomplishments in scholarship, teaching, and service, since the time of initial appointment
or since the last promotion, whichever is more recent, shall be given primary consideration in all
recommendations.

Recommenders shall take into consideration all supporting evidence presented by the candidate or by
the recommending department. Examples of the types of evidence ordinarily considered appropriate in
each area are listed below. (Note: activity via technology is legitimate activity within the scope of
professional obligation, and it should be evaluated and entered under whichever category on the
personnel action form is appropriate for the specific activity. Departments are requested to discuss the
issue with a view of incorporating involvement in technology in their personnel policies.)

These lists should not be taken to exclude any evidence of meritorious accomplishment not specifically
mentioned. While some types of evidence may be more important than others, it is the function of the
recommender to judge the weight and quality of each item of evidence.

a. Teaching

student evaluations of courses and field work

student recommendations

colleague observations

recognition by colleagues

independent student scholarship

curriculum development

off-campus recognition
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academic advisement and counseling

contribution to institutional change

interdisciplinary instruction

honors and awards for teaching

course development

work with student organizations

developing instructional materials

postgraduate student performance

course outlines

b. Scholarly, Intellectual and Creative Achievements

publication in scholarly and intellectual journals

presentations of papers and research reports

completion of unpublished work

work in progress including exploratory research

artistic achievements as demonstrated by recitals, shows, performances and exhibitions

editorial service for scholarly journals

editorial service for scholarly journals

reviews of manuscripts and books in the discipline

grant awards and fellowships

reputation among colleagues as demonstrated by letters, citations, reviews and other honors

participation in proceedings or learned societies

consultative work or institutional research enhancing one's scholarship

speeches, workshops, presentations, books, monographs

service to professional and learned societies

c. Service to the Department, College and University

administrative work

faculty governance

service to off-campus populations

contribution to institutional change

institutional research
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work with the community

external reviews

4. Using the criteria set forth above, all recommendations shall be based upon qualitative as well as
quantitative considerations in the areas of scholarly activity, teaching, and university service. Primary but
not exclusive weight shall be given to the areas of scholarly activity and teaching, except as provided in
paragraph 230.03 (8). In evaluating a candidate's work to determine whether a favorable recommendation
is warranted, all recommenders shall consider and all recommendations shall explicitly address the
following questions and provide supporting evidence with respect to scholarly activity, teaching, and
university service, unless promotion is sought under the exception established in paragraph 230.03 (8):

Has the candidate's past work achieved a level and quality of excellence appropriate to the rank sought?
Does the candidate demonstrate promise of continuing growth and continuing excellence in the future?

(Approved by President Jones, Feb. 6,1978)

230.05 EXTERNAL REVIEW PROMOTION PROCESS

1. Definitions and Statement of General Philosophy

As used herein, External Review will refer to the solicitation of an evaluation of the scholarly, intellectual
and creative achievement as outlined in Section 230.04 by qualified professionals from outside SUNY
Cortland. Unless otherwise indicated, the term professor or librarian will refer to the rank beyond
associate professor or associate librarian, that is, the rank of full professor or full librarian.

The External Review Promotion Process applies only to those individuals who have begun their
tenure-track academic appointment at SUNY Cortland after Aug. 15, 2009 and are applying for promotion
from associate professor or associate librarian to professor or librarian. This external review process will
be evaluated by the Faculty Senate within six years of its first application.

Individuals in the review process are expected to bear in mind the broad mission of SUNY Cortland, the
definition of professional obligation contained in the Policies of the Board of Trustees, the diversity of
disciplines and of departmental practices, and the weight significance of past practices when including
external review in their processes. Recommending bodies (i.e., departmental personnel committees,
school personnel committees) and individuals (i.e., chairs of departments, the director of libraries, deans,
provost and president) shall take care that undue weight is not given to letters from external reviewers.
They shall not be regarded as determinative, but as providing additional data for the candidate's
promotion application. The goal of the External Review Promotion Process is to provide another
perspective on the candidate's promotion application for the benefit of the candidate, personnel review
committees, and recommending individuals at the College.

2. External Review Promotion Process Requirements

Each department is required to develop its own external review policies to include in their personnel
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policies. The department policies will conform to these parameters:

The external review policies are required only for individuals applying for promotion from associate
professor or associate librarian to professor or librarian.

The candidate will have the responsibility for selecting the reviewers and soliciting and receiving the
external letter(s) of review, ability to review those letter(s), and responsibility for including them with the
promotion application.

To provide context for their review, external evaluators shall be provided with a copy of Chapter 230:
Criteria for Promotion of Academic Faculty (inclusive of sections 230.01-230.05).

No more than three letters shall be required under the provisions of this External Review policy.
Departments may stipulate as few as one letter be required in their promotion policies.

Back to Chapter 230

ToP

CHAPTER 235: Guidelines for Promotion of Professional
Employees

235.01 Promotion Defined

235.02 Procedures

235.03 College Review Panel

235.04 Appeals to the College Review Panel

235.01 PROMOTION DEFINED

"Promotion" shall mean an increase in a professional employee's basic annual salary with a change in title
and movement to a higher salary rank, resulting from a permanent significant increase or change in his or
her duties and responsibilities as a consequence of movement from one position to another of greater
scope and complexity of function at the same or different college." (Policies of the Board of
Trustees, Article XII, Title C 2.a.)

235.02 PROCEDURES

The systems for promotion and for certain salary increases for professional employees are outlined in the
Memoranda of Understanding (MOU), between State University of New York and UUP, Revised 1989.
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235.03 COLLEGE REVIEW PANEL

"Each college president shall continue the procedure by which the professional employees shall elect a
College Review Panel. Such panel shall consist of not less than five (5) nor more than seven (7) members
elected at large by all professional employees in the negotiating unit." (MOU, 1989)

235.04 APPEALS TO THE COLLEGE REVIEW PANEL

An employee who has met the criteria for promotion as defined in the MOU "provided that the
employee first has requested a recommendation for such a promotion from the employee's immediate
supervisor and the request has been denied at an organizational level below that of the college
president” may appeal to the College Review Panel in accord with the procedure outlined in the MOU,
Section lIl.

TOP

CHAPTER 240: Faculty Consultation for Filling Administrative
Positions

240.01 Policies Statement

240.02 Structure of Consultative Committees

240.03 Process for Electiom and General Duties and Operating Procedures of Consultative Committees

240.04 Department Chaiirs

240.05 Guidelines for the Evaluation of Campus Presidents

240.01 POLICIES STATEMENT

The 2001 edition of the Policies of the Board of Trustees (see Article IX) specifies the following:

(a) "There shall be a chief administrative officer of each state-operated institution of the university who
shall be designated president. Presidents shall be appointed by the board of trustees after receipt of
recommendations of the campus councils (or of the trustees of the College of Environmental Science
and Forestry) and of the chancellor and shall serve at the pleasure of the board of trustees. Before
making its recommendations the campus council shall consult with a presidential search committee
designated for such purposes by the chair of the council and comprised of members of the various
campus constituencies, including faculty, students, professional employees, administration, alumni and
members of the council. Reflecting the significance of the role that faculty are expected to play in
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academic governance, the faculty should predominate among the non-council constituencies on the
search committee. The chancellor, or designated representative, before making recommendations to the
trustees, shall consult with the chair or other designated representative of the College Council”

(b) "At any time during the period of appointment, the board of trustees and the chancellor may evaluate
the services of the chief administrative officer."

(c) "A chief administrative officer, upon appointment, shall be appointed by the chancellor to the faculty
of the University in a position of academic rank with continuing appointment.”

The faculty of SUNY Cortland believe that they should play a significant role in the selection of those
filling administrative positions. Below are the guidelines for faculty consultation in this very important
area.

240.02 STRUCTURE OF CONSULTATIVE COMMITTEES
A. For the President of the College

Legal Authority for Nomination and for Appointment

The legal authority to appoint the president or chief administrative officer of a State-operated
institution of the State University is vested in the University Board of Trustees by Section 355(2)(g) and
Section 6004(c) of the Education Law. The council of each such institution is given responsibility for
recommending a candidate or candidates to the Board by Section 356(3)(a). The board of trustees may
also appoint a president in the event that no council recommendation is made, or where a council
recommendation fails to comply with the trustees' standards and procedures.

Procedures for Search and Nomination

The procedures below are intended to assist the councils of State-operated campuses in the search for,
and nomination of, individuals to fill the position of president.

As soon as is practical after it is known that a presidential vacancy will occur, the council chair shall
consult with the chancellor for advice in planning for the search and instructions in planning the search
and the criteria to be used in the selection of a new president.

Unless otherwise agreed upon in advance by the chancellor and the council chair, the search committee
shall consist of four members of the council (including the chair), six members of the full-time teaching
faculty of the campus, one student, one alumni representative, one campus related foundation
representative, one academic dean and one professional or support staff member.

The council chair shall appoint a chair of the search committee. Generally, the council chair also serves as
the chair of the search committee. If the council chair is unwilling or unable to serve as chair of the
search committee, the council chair shall appoint another member of the council to serve as chair of the
search committee.
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Taking care to assure that faculty representation on the search committee speaks for a broad spectrum
of faculty opinion, the faculty shall elect their representatives to the search committee by secret ballot.
The council chair shall invite the appropriate campus and community groups to submit recommendations
for all other positions on the search committee and shall make the appointments to the remaining
positions on the search committee from the recommendations submitted.

The chancellor shall designate a liaison representative to serve as a nonvoting member of the presidential
search committee. That representative shall have full access to files of the committee and shall be
responsible for reporting at regular intervals to the chancellor and the trustees regarding the progress of
the search and the work of the search committee.

The council chair and the chancellor, or the chancellor's representative, shall agree on an expected
timetable for the search and nomination process.

The chancellor's office shall provide a list of nationally recognized organizations with established
expertise in academic recruitment and screening from which the council shall select one to assist in their
search.

A campus staff liaison shall be appointed to assist the search committee and to coordinate the clerical
work of the committee. A budget for the search should be determined in conjunction with the chief
financial officer of the campus and arrangements made for a search office and support staff. The budget
should be sufficient to cover the cost of hiring a professional search consultant, advertising the position,
travel of candidates to interviews as well as the usual telephone, postage and duplicating expenses
associated with a search.

At the first search committee meeting, the search chair, along with the chancellor's representative, should
acquaint the committee members with the search procedures in general and with any specific
instructions from the council, the chancellor and the trustees. The search committee should be advised
that the council is required to send a list of no fewer than three names of acceptable candidates to the
chancellor for consideration, and that the council may submit its opinion on the relative strengths and
weaknesses of each candidate whose name is forwarded for consideration by the chancellor. The
timetable for the search should be presented to the committee members and a commitment obtained
from each member to attend all meetings and all interview.

At the first search committee meeting the importance of confidentiality shall be discussed. All members
of the committee must agree to preserve the confidentiality of the search and the names of all
candidates. If any time throughout the search, there is evidence that a member of the committee has
breached the confidentiality of the search, that member may be dismissed from the committee by a
majority vote of the committee. The decision of whether or not to replace the dismissed member shall
be in the sole discretion of the committee.

In consultation with the chancellor's representative and the search consultant, the committee should
assess the needs of the institution and the type and style of leadership desired in a new president.
Combining the results of this assessment and the required criteria set forth by the chancellor, the search
committee shall develop, and submit to the chancellor (or the chancellor's representative) for approval,
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the material to be used in the advertisement of the vacancy and the recruitment of candidates for the
position.

The vacancy shall be advertised nationally. The search consultant shall assist the search committee in
recruiting and evaluating candidates.

The members of the search committee shall review all applications and nominations for the position.
Rejection letters should be sent to those who do not meet the minimum qualifications for the position.

From the remaining pool of candidates, the committee shall select a group of approximately 20 names
that the members feel on preliminary review, appear to be the strongest applicants. Reference checks
shall be conducted on this group of candidates by the committee members. It is recommended that
these reference checks be done by telephone. At this stage, only references named by the candidates
shall be contacted so that the candidate's confidentiality can be preserved.

When reference checking has been completed, the committee shall meet to review the applications of
all candidates and to discuss the information obtained during the reference calls. The committee will
then select a group of approximately 12 candidates to be interviewed at a site convenient to the
committee and to the candidates. The site selected for the interviews must be designed to assure that
the confidentiality of the names of the candidates to be interviewed will be maintained. Prior to the
interviews, the search consultant should conduct a thorough review of each candidate's credentials and
provide the search committee with the results of that review.

All members of the search committee should attend the personal interviews. The chancellor's
representative will also attend these interviews. The interview will last from between 60 and 90 minutes.
The search consultant, in consultation with the chancellor's representative, will assist the search
committee in developing a list of questions to be asked of all candidates. Time should also be allotted
during this interview to allow each candidate to ask questions of the committee.

Following these interviews, the committee should meet to discuss and review the qualifications of the
candidates interviewed. A group of approximately five candidates should then be selected to visit the
campus. Where appropriate, the candidate's spouse, or other family members or associates, may also be
invited to visit the campus. At this stage, candidates will be asked to allow the search committee to
check references, other than those names provided by the candidates. Unsuccessful candidates should
be notified prior to the release to the public of the names of candidates to be invited to the campus.

Up to this point in the search process, the names of the candidates have been kept strictly confidential
by the committee. When the finalists are scheduled to visit campus, their names are released to the
public, along with general information about their background and qualifications. Their names and
curriculum vitae shall also be forwarded to the SUNY Board of Trustees at this stage, although trustees
and the chancellor may - in strictest confidence - request access to search committee documents,
including candidates' curriculum vitae, at any point in the process. However, all information regarding the
reference checks, committee discussion and voting on the various applicants is still strictly confidential
and may not be divulged at any time.
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Campus visits are designed to allow a large number of campus and community members to meet and
hear from each candidate. In planning these visits, the committee should remember that at this stage of
the process they are recruiting the candidates as well as evaluating them.

All members of the council should actively participate in the interviews of the candidates who visit the
campus.

The chancellor shall be given an opportunity to meet with and interview candidates, either at the
semifinalist interview stage or at the campus visit stage. The timing of such interviews shall be at the
discretion of the chancellor. The chancellor may, at this time, also require that the candidates be
interviewed by the university provost or other members of the chancellor's senior staff.

Prior to any final vote being taken by the search committee or the council, the members of the State
University Board of Trustees shall also be given an opportunity to meet with and interview all finalists.

The search committee meets and deliberates the merits of each candidate who visited the campus. It is
recommended that all council members be invited to join the search committee at this meeting to hear
the search committee's discussions regarding the relative merits of each candidate. The committee is
strongly urged to forward as many acceptable names as possible to the council for consideration.

The committee shall forward to the council the list of all acceptable candidates, along with a short (one
page) synopsis of the relative strengths and weaknesses of each candidate.

The council then meets and deliberates the relative merits of each of the candidates whose names have
been forwarded to them by the search committee. While the recommendation of candidates to the
chancellor and the State University Trustees is the prerogative of the council alone, consensus between
the council and the search committee should be sought and encouraged. Serious disagreement about
the final candidates recommended by the council, particularly any disagreement that clearly follows
major constituency lines, suggests a potentially serious problem with the search process.

The council shall recommend three acceptable candidates to the chancellor for consideration. The
council may submit its opinion on the relative strengths and weaknesses of each candidate whose name
is forwarded for consideration by the chancellor.

The chancellor, in compliance with statute, shall provide to the Board of Trustees a copy of the
recommendations made by the College Council. The chancellor shall then recommend a candidate to the
board of trustees for its consideration. It is anticipated that the trustees, or a committee of the board,
will meet with the candidate in executive session before a final presentation and vote. The board of
trustees, by law, reserves the right to direct that the council reopen the search if no recommendation is
made by the chancellor, or if such recommendation is made but does not comply with the rules and
standards established by the board of trustees, then to make such appointment as is by them deemed
necessary.

Should the chancellor or the board of trustees decide that the circumstances warrant the reopening of a
search, it is within their discretion to require that the council chair appoint, in accordance with these
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guidelines, an entirely new search committee.

Should anyone from inside the campus wish to apply for the presidency, that individual must do so by
way of a formal application prior to the closing date for the receipt of nominations. Any internal
candidate who does not formally apply for the position and participate in the entire search process will
not be considered for the position. Interim or acting presidents may not be candidates for the
presidency unless they have received the written permission of the chancellor to participate in the
search process.

(Approved by the State University of New York Board of Trustees, Sept. 23,1997)

Back to Chapter 240
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B. For the Provost

The eight-member consultative committee shall be composed as follows:

a. Three members of the academic faculty, one member each elected by and from each of the three
schools

b. One member elected by and from the library

c. One member elected by and from the professional staff reporting within the area of academic affairs
d. One member elected by and from management/confidential

e. One member elected by and from the classified staff reporting within the area of academic affairs

f. One student member.

The Committee on Committees shall conduct all faculty elections.
C. For the Vice President for Student Affairs

The seven-member consultative committee shall be composed as follows:

a. Two members elected by and from the professional staff reporting within the area of student affairs
b. Two members elected by and from the academic faculty, including librarians

c. One member elected by and from management/confidential

d. One member elected by and from the classified staff reporting within the area student affairs

e. One student member.

The Committee on Committees shall conduct all faculty elections.
D. For the Vice President for Finance and Management
The eight-member consultative committee shall be composed as follows:

a. Two members elected by and from the professional staff reporting within the area of finance and
management
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b. Two members elected by and from the academic faculty, including librarians

c. One member elected by and from management/confidential

d. Two members elected by and from the classified staff reporting within the area of finance and
management

e. One student member.

The Committee on Committees shall conduct all faculty elections.
E. For the Vice President for Institutional Advancement

The eight-member consultative committee shall be composed as follows:

a. One member elected by and from the professional staff reporting within the area of institutional
advancement

b. Two members elected by and from the academic faculty, including librarians

c. One member elected by and from management/confidential

d. One member elected by and from the classified staff reporting within the area of institutional
advancement

e. One member selected by and from the Alumni Association

f. One member selected by and from the Cortland College Foundation

g. One student member.

The Committee on Committees shall conduct all faculty elections.
F. For the Deans of Schools

The eight-member committee shall be composed as follows:

a. Four members elected by and from the academic faculty within the school

b. One member elected by and from the academic faculty outside the school, including librarians

c. One member elected by and from the professional staff reporting within the area of academic affairs
d. One member elected by and from the classified staff reporting within the area of academic affairs

e. One student member of the school.

The Committee on Committees shall conduct all faculty elections
G. For the Director of Libraries

The six-member committee shall be composed as follows:

a. Two members elected by and from the librarians

b. Two members elected by and from the academic faculty (schools)

c. One member elected by and from the classified staff reporting within the library
d. One student member.

The Committee on Committees shall conduct all faculty elections.
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H. For the Associate Provost for Information Resources

The seven-member committee shall be composed as follows:

a. Two members elected by and from the academic faculty (schools)

b. One member elected by and from the librarians

c. Two members elected by and from the professional staff reporting within the area
d. One member elected by and from the classified staff reporting within the area

e. One student member.

The Committee on Committees shall conduct all faculty elections.

I. For Associate and Assistant Vice Presidents, Associate Provosts, Deans (other than
deans of schools) and Directors

The six-member committee shall be composed as follows:

a. Four members elected by and from the faculty/professional staff (any combination of academic faculty
including librarians, and/or professional staff including management/confidential)

b. One member elected by and from the classified staff reporting within the area

c. One student member

d. In addition, the Senate shall appoint two additional members, with special consideration of the areas
with a direct reporting relationship. The appointments are recommended to the Senate by the
appropriate vice president.

The Committee on Committees may conduct all faculty elections.
). For Associate Deans

The six-member committee shall be composed as follows:

a. Three members elected by and from the faculty within the school

b. One member elected by and from the professional staff reporting within the area of academic affairs
and/or librarians

c. One member elected by and from the classified staff reporting within the area of academic affairs

d. One student member.

The Committee on Committees shall conduct all faculty elections.
K. Additional Membership to all Consultative Committees

The campus president shall have the prerogative to appoint one or two members to the consultative
committee in order to satisfy affirmative action goals.

The campus president shall appoint a human resources representative to search committees as he or she
deems appropriate.

Such action shall be reported to the Faculty Senate.
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(Structures for B-K were approved by the Faculty Senate and President Bitterbaum on Feb. 14, 2006.)

Back to Chapter 240
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240.03 PROCESS FOR ELECTION AND GENERAL DUTIES AND OPERATING
PROCEDURES OF CONSULTATIVE COMMITTEES

The following material integrates processes approved by the Faculty Senate on Feb. 14, 2006, and
President Bitterbaum on Feb. 14, 2006.

The president or appropriate vice president will notify the Faculty Senate that a search is beginning for a
director-level or above vacancy. This notification will be directed to the Faculty Senate chair, or vice chair
in his/her absence. It is presumed that the Faculty Senate will participate.

The Committee on Committees will issue an electronic call for nominations to the voting academic and
professional faculty.

The call will include the position title, the composition of the committee, and a deadline by which
nominees must respond. The call will also include the following statements: “Those seeking and
accepting membership on a search committee must make the search committee a top priority and agree
to an aggressive time line. The process must move forward expeditiously, and not be limited to times
when classes are in session.” The deadline for response will be three work days.

The Committee on Committees will send out ballots for any contested seats as soon as possible after
the nomination deadline. The ballot deadline will be seven work days. A tie will be broken by random
selection.

In the event there are insufficient nominees received by the published deadline, individuals will be
appointed by the president or the appropriate vice president (or his/her designee) to fill the vacancies in
accordance with the established committee composition.

The Committee on Committees will announce electronically to the campus the full slate of nominees,
election results and any appointments that were made.

A consultative committee shall elect its own chair from among its members.

The search committee shall review and conform to the Search Committee Procedures Manual (see
www.cortland.edu.hr/aaction.html). In accordance with the College’s commitment to creating a more
diversified campus, search committees, and the supervisors to whom they report, should take into
consideration the added value candidates from a protected class bring to a position by contributing to
intellectual and cultural diversity. Both faculty and students benefit from the richness inherent in
difference. Specific questions of definition of protected classes and about hiring practices should be
referred to the affirmative action officer, who is an ex officio member of all search committees.
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Minutes of all meetings should be kept. Discussion of a candidate’s file, however, is confidential and
should not be reported in the minutes. The affirmative action officer will provide information on what
the minutes should contain.

At the first meeting of the search committee, the affirmative action officer shall advise all committee
members that confidentiality is to be maintained throughout the search process.

Committee chairs shall regularly report back to their constituencies on their committee’s activities.

The supervisor is responsible for preparing the vacancy announcement and a carefully detailed job
description and for sending the advertisement to all pertinent publications and other job outlets. The
supervisor’s final charge to the search committee will expand on the job description by outlining in more
detail that can be provided in the advertisement or job description a set of criteria and expectations.

The chair of the search committee shall maintain a record of member attendance.

The committee shall conduct a thorough search and shall receive and screen all candidates. The
committee shall present all candidates who visit this campus to appropriate faculty and student groups.

Supervisors may request progress reports from the search committee chair and may also meet with the
committee to provide or seek information. Once the committee has identified candidates for telephone
or on-campus interviews, supervisors have the option of contacting identified candidates, in consultation
with the search committee chair and the affirmative action officer. Supervisors must give permission for
the candidates to be invited to campus. Supervisors may, at that time, with rationale, veto one or more
candidates and ask that the committee review the pool and present a modified slate. (The affirmative
action officer’s review at this point of invitation is for the purpose of verifying that the qualifications of
the candidates are consistent with those that were advertised.) Supervisors should not expect to
participate in search committee meetings except for the instances noted above. Supervisors may choose
to meet with search committees at the end of the process for a final debriefing.

(Approved by President Bitterbaum, Spring 2004.)

The committee should only formulate recommendations when a quorum is present. Candidates shall be
deemed acceptable by the committee by majority vote. The committee may, if it chooses, vote by secret
ballot (by majority vote). The balloting method shall be determined early in the committee deliberations
process and before any voting begins. The recommendation is submitted to the affirmative action
officer. Upon approval by the affirmative action officer, the committee forwards the recommendation to
the hiring manager. The committee should normally present the supervisor with two or three names.
Candidates may be presented in the order in which they were interviewed or in alphabetical order. The
recommendation should indicate whether or not each candidate is acceptable and outline the
candidates’ strengths and weaknesses. The committee should also include additional pertinent
information about its deliberations or other explanations of its actions. Such statements shall be
reviewed and approved by the committee before they are forwarded. The committee may meet with the
supervisor at its request if it so decides.

(Approved by President Bitterbaum Fall 2005.)
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All members of the campus community are urged to provide as receptive and cordial a welcome as
possible to candidates interviewing for positions at the College.

Back to Chapter 240

Top
240.04 DEPARTMENT CHAIRS

The department and the school dean shall meet well in advance of appointment or reappointment of a
chair to discuss the department's needs and problems.

All full-time members of a department shall participate in the establishment of procedures for the
selection of chair. Final procedures shall be consistent with the Policies of the Board of Trustees and shall
be adopted by a majority vote of all full-time members. All departments shall obtain administrative
approval of their procedures. Copies of such procedures shall be placed on file in the administrative
offices concerned.

A department may consider candidates from outside the College as well as candidates within the
College. The possibility of a candidate from outside the College is dependent upon the availability of a
line.

The members of the department shall be kept informed of important stages in decision making and shall
be involved in interviews with candidates.

A recommendation shall list all acceptable candidates and the department's preferences in priority order.

The recommendation of the department should be a major factor in the final decision. If there is
disagreement between the department and members of the administration over the final decision,
department members and members of the administration shall meet together and resolve their
differences. At the time the candidate for department chair is officially offered the position, there
should be substantial agreement between the administration and the department that the candidate is
acceptable to both. When the department officially makes its recommendation known to the school
dean, the dean will forward it with his or her recommendation for or against to the provost, who will
forward it with his or her recommendation for or against to the president.

Candidates shall be informed of the statement in Article IX, Title C: Paragraph 2, Term, of the Policies of
the Board of Trustees:

"Chairs of departments or divisions of colleges shall be designated and redesignated by the college chief
administrative officer after consultation with appropriate faculty including the department or division
concerned. Such designation shall be for any period up to three years and renewable; provided, however,
that the college chief administrative officer may relieve a designee of duties as chair at any time."
(Endorsed by Faculty Senate, April 3,1979; approved by Acting President Gordon, April 24, 1979)

240.05 GUIDELINES FOR THE EVALUATION OF CAMPUS PRESIDENTS
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Purposes of Presidential Evaluation

The basic purpose of presidential evaluations is to strengthen the role of the president and to offer to
each president a more flexible approach to his or her duties, while emphasizing accountability in the
leadership role. The presidents are responsible primarily to the chancellor and the trustees. Therefore, a
continuing review process, as provided for in Article IX, Title A, Section 1b, of the Policies of the Trustees
requires the full involvement of the chancellor who has responsibility for the review and evaluation of
campus presidents. The process shall include two parts: (1) a short annual review of each president; and,
(2) a full-scale formal evaluation on a periodic basis.

Because it is difficult to separate an assessment of a president from an assessment of his/her campus,
each review conducted under these guidelines will look both at the overall health of the institution and
the quality of the president's stewardship. Usually, the annual review will focus on issues and concerns
earlier established by the president and the chancellor. Thus, each annual review format will reflect
factors unique to a particular president and campus. The more formal periodic evaluation will focus on
the performance of the president in advancing the mission of the campus within the framework
established by the State University. The reviews will be performed throughout the year. Formal
evaluations will be conducted according to a schedule that will be developed and announced in advance.
All yearly reviews and periodic formal evaluations will be conducted as personnel matters and will be
confidential.

Procedures for a Presidential Evaluation - Annual Review

Every year each president of a state-operated campus shall send a short (three to five pages) report to
the chancellor, with a copy to the chair of the local College Council for distribution to the Council
assessing:

a. The overall academic quality of the institution;

b. The financial health of the institution;

c. Progress made in achieving previously set goals;

d. Any institutional or personal problems the president has encountered during the year; and,

e. The president's goals for the coming year.

The chancellor shall review the president's report and he/she, or a senior staff member designated by the
chancellor, shall consult with the College Council Chair, College Council, vice chancellors, or other
sources as appropriate.

The president will meet with the chancellor to review his/her report and other relevant information
regarding the president or the campus. The chancellor and the president will discuss the overall health of
the campus and set appropriate goals for the institution and the president for the coming year.

The chancellor will report, in executive session, to the board of trustees on the overall health of the
institution and on the progress the president has made in achieving institutional goals.

The yearly review will conclude with a short confidential letter from the chancellor to the president,
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outlining the chancellor's assessment of progress in achieving prior goals and reiterating the goals set for
the coming year. A copy of this letter will be given only to the board of trustees and the chair of the
College Council for distribution to the council.

Procedures for a Presidential Evaluation - Formal Review

Each president of a state-operated campus will be formally evaluated at regular intervals during his/her
service. New presidents will be evaluated during their third year of service. It is anticipated that
continuing presidents will be formally evaluated every five years, although the chancellor may institute
such an evaluation at a different interval if circumstances deem it appropriate. The purpose of this
periodic evaluation will be to assess the president's performance. A broad range of individuals who work
closely with the president both on and off campus will be invited by the chancellor to participate in this
evaluation.

The president shall submit a self-evaluation report to the chancellor assessing the state of the institution
and his/her stewardship thereof. This report should address the following issues:

a. The overall academic quality of the institution

b. The financial health of the institution

c. The institution's record of service to its local area and to the state

d. The president's record representing the institution and articulating its goals to a variety of external
constituencies and to internal constituencies

e. The president's record of service to SUNY, the community in which the campus is located, and to
regional and/or national educational associations

f. The condition of the physical plant and plans for future building and/or renovations

g. Special challenges that the institution or the president have faced since the last performance review
h. Overall campus morale

The chancellor will appoint a team to conduct the formal evaluation and to make a confidential
assessment of the president's performance. This team will consist of one external peer evaluator (a
current or former president of a non-SUNY institution of similar size and character, or another
recognized leader in public higher education), and may also include a senior academic administrator or
senior faculty member, and a senior member of the System Administration. In appointing the team, the
chancellor will consult with the president about potential evaluators in order to avoid any bias or
conflicts of interest.

The chancellor will invite members of the College Council, the College Foundation Board, faculty
governance leaders, student government leaders, as well as representatives of the alumni association and
the professional and support staffs to submit written comments on the quality of the President's
stewardship. These comments shall be considered confidential.

The chancellor may request comment from other interested parties, including the public, concerning the
institution and their knowledge of matters concerning the institution.

After reviewing the president's report, background information about the institution and the written
comments solicited from the individuals and groups described above, the evaluation team will visit the
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campus to meet the president. The team may also meet with representatives of appropriate
constituency groups, including members of the College Council, the campus Foundation, senior
administrators, faculty, students and staff. At the end of their visit, the team will meet privately with the
president to share their views on the overall health of the institution and the quality of the president's
leadership.

After visiting the campus, the team will consult with the chancellor regarding its findings and prepare and
submit a written report on the quality of the president's stewardship. The report may include suggested
future goals for the president. This report is considered to be intra agency material, non-final and
prepared to assist the chancellor and the board of trustees in its deliberative process of evaluating the
job performance of the president. The report is considered a confidential, personnel matter, to be shared
only with the board of trustees in executive session.

After consulting with the president regarding the contents of the report, the chancellor will report, in
executive session, to the board of trustees on the conclusions of the evaluation team and offer his own
assessment of the president's performance.

The evaluation will conclude with a short confidential letter of report from the chancellor to the
president outlining the chancellor's assessment of the president's performance. A copy will be shared
with the board of trustees and the College Council chair for distribution to the council.

Back to Chapter 240
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CHAPTER 250: Course and Curricular Change Policy

250.01 Change Policy

250.02 College Curriculum Review Committee

250.03 Levels of Curricular Change

250.04 Changes in the Mission of the Department or College

250.05 Course Retirement Policy

250.01 CHANGE POLICY

Procedures have been established for the development and approval of courses and curricula and the
appropriate notification of all offices concerned. All changes, additions and deletions in courses and
curricula should follow the prescribed pattern. Such changes, once approved, become effective with the
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new catalog or as directed. The changes are processed throughout the academic year, and everyone
concerned should be informed as they occur.

Courses that have not been offered over the last five years (full academic-year period) will be reviewed
by each department on an annual basis. The department will then respond with a decision to: 1) maintain
the course(s) in the course inventory with justification; or 2) retire and remove the course(s) from the
active curriculum and College catalogs.

(Approved by President Bitterbaum on Nov. 20, 2006)

250.02 COLLEGE CURRICULUM REVIEW COMMITTEE

Duties: It is the responsibility of the Curriculum Review Committee and the Graduate Faculty Executive
Committee to consider curriculum changes that affect all schools of the College and to make
recommendations to the provost in a timely and efficient manner. This committee also will make
recommendations to the Educational Policy Committee on policy changes that may be necessary.

250.03 LEVELS OF CURRICULAR CHANGE

Level I Curricular Change

This is a curricular change at the department level, that does not affect a named requirement or an
elective in another department or program. Level | changes do not require approval by the School
Curriculum Committee, the College Curriculum Review Committee (CCRC), or the Graduate Faculty
Executive Committee (GFEC) unless submitted as part of a Level Il change (e.g. altering an existing
program), in which case the path for change for the entire packet shall be that of Level Il.

Examples of Level | change include:

change to frequency code of course that is not part of a program (major, minor, concentration)
from another department

change to a course description that clarifies, but does not change the primary content of the
course

change in course title

deletion of course prerequisite that does not affect another department

adding or deleting an existing course to a group of acceptable elective courses within a program
that does not affect another department

change in course number at the same number level (e.g. 425 to 432)*

* The proposed course number cannot be an already existing number or a number used in the past. The
College registrar should be contacted for course/number history.

Note: Errors of an editorial nature that appear in the College catalogs do not need to be corrected
through the curricular process. However, documentation that the errors are, indeed, editorial in nature is
necessary. To correct the error, a department chair or coordinator only has to inform the appropriate
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associate dean. All proposal forms must be signed by a department chair, unless the program is outside
the purview of an academic department, in which case all forms must be signed by the identified
program coordinator. Examples of documentation are:

a previous catalog showing the correct statement, or

a copy of the provost-approved course or program.
Level Il Curricular Change

This is a substantial curricular change that impacts the originating department or area, and/or affects
other programs, but does not require off-campus approval. Level Il changes will be any curricular change
that is not described in a Level | or Level lll change.

Examples of Level Il change include:
1. Alterations to the catalog listing of a course

change that includes and affects named requirements or electives in other departments or
programs

change in course prefix

change in course number to a different level,* e.g., number with different level (100 to 200, 400 to
300), from graduate to undergraduate, or vice versa

change in frequency code of course that is part of a program (major, minor, concentration) from
another department. This change requires a memo from the department chair or coordinator
whose program is affected.

change in course description that alters the primary content of the course

change in course prerequisite, or corequisite beyond a Level | change

change in course restriction statement

change in course grade mode

change in course credit hours

new course proposal initiating "shared resources” courses

new course proposal not related to teacher education

2. New courses — use Form 1
3. Deletion of an existing course — use Form 3
4. Alterations to an existing program (major, minor, concentration) — use Form 5

adding courses to or deleting courses from a program

adding or deleting an existing course to a group of acceptable elective courses within a program
that does affect another department

developing a new minor or concentration

* The proposed course number cannot be a previously used number. The College registrar should be
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contacted for course and number history.
Level 1l Curricular Change

This is comprised of alterations that will require off-campus approval. To ensure timely consideration,
these changes should follow the timelines established for Level Il Curricular Change. External review and
approval from SUNY and NYSED may generally take anywhere from three months to a year for
confirmation.

Examples of Level Ill change include:

change of more than 15 hours of core courses in an existing major
new majors
new degree programs

Flow Plans for Undergraduate and Graduate Curriculum Changes

(Approved by President Bitterbaum Oct. 21, 2009)

250.04 CHANGES IN THE MISSION OF THE DEPARTMENT OR COLLEGE

Where a "letter of intent" is required, proposals should be carefully reviewed by school committees and
the Deans' Leadership Group whose recommendations will be forwarded to the provost for
consideration. The provost prepares a recommendation to the president before the "letter of intent" is
submitted to Albany.

When a "letter of intent" is approved in Albany, proposed changes should be submitted by the school to
the Educational Policy Committee which will then submit its recommendations to the Faculty Senate.
The Faculty Senate forwards its recommendations to the provost who will discuss the proposal with the
Provost's Cabinet and forward their recommendation along with his or hers to the president for
transmission to the appropriate authorities in Albany.

The following excerpt from Section 521, subsection a, of the Regulations of the Commissioner of
Education is pertinent: "New programs must be registered and major changes in existing programs must
be approved by the department before being offered."

250.05 COURSE RETIREMENT POLICY

Courses that have not been offered over the last five full academic-year periods will be reviewed by each
department on an annual basis. The department will then respond with a decision to: 1) maintain the
course(s) in the course inventory with justification, or 2) retire and remove the course(s) from the active
curriculum and the College catalogs.

(Approved by President Bitterbaum July 30, 2007)

Back to Chapter 250
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CHAPTER 260: Work-Related References

260.01 Faculty Research

260.02 Comprehensive Teaching Evaluation System

260.03 Patent and Copyright Policy

260.04 Salary of Faculty

260.05 Outside Actiivities of Faculty

260.06 Vacation Leaves for Faculty

260.07 Sick Leaves for Faculty

260.08 Sabbatical Leaves

260.09 Military Leaves

260.10 Volunteer Status

260.11 Liability of the College

260.01 FACULTY RESEARCH

Faculty are encouraged to engage in research and publication or similar scholarly activity. The College
supports, upon occasion, the granting by a department of a reduced teaching load for significant research
projects. The Research Foundation of State University offers limited funds for research. The assistant vice
president for research and sponsored programs coordinates all research activities and advises faculty in
applying for grants from federal and state agencies.

The College Research Committee was established by the Faculty Senate in September 1974, to encourage,
promote, and facilitate research activities of the faculty; to recommend policies to the Faculty Senate; to
implement policies affecting research; and to be responsible for the Faculty Research Program.

260.02 COMPREHENSIVE TEACHING EVALUATION SYSTEM

Policies and Procedures (Approved by President Clark, Jan. 10, 1983)
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The following sections I, ll, and IV are from the complete manual published in Fall 1987 and updated in
2002, available in the Provost's Office.

I. General Recommendations

11 All faculty and administrators should be evaluated on a regular basis. Part of the evaluation of faculty
should be the regular systematic collection of information from colleagues and students as the basis for
judgments about their teaching effectiveness. Part of the evaluation of administrators should include the
regular, systematic collection of information from faculty and students as the basis for judgments about
their administrative effectiveness. Information sought about administrators should concern their
effectiveness of administration, leadership ability, responsiveness to relevant constituencies, innovative
programs, competency and soundness of judgment.

1.2 The teaching evaluation system will consist of two components: (a) the administration of a Course
Teacher Evaluation (CTE) form, and (b) materials and information submitted by the teacher. Note: If a
teacher does not wish to use a CTE form, an alternate procedure of visitation is possible.

1.3 Teachers will be evaluated, at a minimum, at least once every third time they teach a particular course.
Departments will be responsible for establishing a time schedule for evaluating teaching. (Under
exceptional circumstances, the recommended time schedule may be inappropriate. In such cases the
department in question should submit to the Teaching Effectiveness Committee for approval an
alternative in keeping with the principle of regular, systematic, longitudinal evaluation of faculty.)

I1l. CTE Component of the Teaching Evaluation System

3.1 There will be a standard CTE form approved by the Committee on Teaching Effectiveness and available
for use by any department that so chooses. At present, the committee recommends the use of the
Purdue Cafeteria System (Committee on Teaching Effectiveness, 1994-97).

3.2 The standard CTE form should not be excessively long. The items will include, at a minimum, the
following topics:

definition of and adherence to the announced course requirements and coverage of content;
the teacher's effectiveness in presenting the course material (e.g., organization, structure, clarity,
communication, teaching style, or lecturing ability);

the teacher's availability to meet with students outside of class;

workload or course difficulty;

fairness in evaluating students;

teacher-student interaction or rapport;

impact on students or students' sense of accomplishment; and

global, overall rating of the teacher.

3.3 The final decision on what CTE form is to be used by faculty members in a given department will be
made by the department, with the following stipulations:
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All members of the department will use a common form agreed upon by the department; and

The form used by the department must include the following statements from the Purdue Cafeteria
System:

i. "The stated goals of this course are consistently pursued.”

ii. "My instructor has an effective style of presentation.”

iii. "My instructor is readily available for consultation."

iv. "Complexity and length of course assignments are reasonable."
v. "Grades are assigned fairly and impartially."

vi. "My instructor readily maintains rapport with this class."

vii. "l am satisfied with my accomplishments in this course."

viii. "Overall, this instructor has been effective."

(Approved by President Taylor, May 28, 2002)

Departments are free to add questions to the eight core questions listed above.

3.4 The detailed procedures for collection of CTE data will be determined by each department, approved
by the "Committee on Teaching Effectiveness," and subject to the following guidelines:

Student CTE forms will be administered by someone other than the course teacher (e.g., a student
proctor, department secretary, or other colleague).

The form will be administered sometime during the last three weeks of scheduled classes in a term.

All questionnaires using the Purdue items, including the required core items, will be processed by the
Institutional Research and Assessment Office (approved by President Taylor, May 28, 2002). There must be
adequate safeguards against misuse or tampering with whatever CTE data the department collects.

IV. Course Materials

4] The course materials to be submitted for evaluation should include the following:

course syllabus, including either a course outline or a list of course objectives;

assignments, examinations, and other materials that are provided for the students; and

any other materials the teacher wishes to submit (e.g., information on advisement, the teacher's
role in involving students in research, attendance at professional meetings, the teacher's role in
assisting students with career plans, or examples of graded papers and exams).

4.2 Optionally, the teacher may provide a written description of the course including observations about
the students in the course. Such a description might include: a general description of the level of the
course, the student composition in terms of class year and major, information as to whether the course is
required or not, and a general comment on the teacher's perceptions of the motivation and general
intellectual level of the students in the course.

260.03 PATENT AND COPYRIGHT POLICY
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See Board of Trustees Policies, Article XI, Title J-2 for a complete discussion of patents, inventions and
copyright policy. Also, the College's policy for copyright and fair use can be found in full at
http://www.cortland.edu/copyright/tofcontents.html.

Minimal standards for the "fair use" of copyright material permit teachers, subject to some limitations, to
make multiple copies of complete poems of fewer than 250 words, as well as of complete articles,
stories, or essays of fewer than 2,500 words, without permission. They are also free to copy excerpts of
1,000 words or 10 percent of the total text, whichever is less of longer works.

Single copies of a book chapter, a periodical or newspaper article, a short story, short essay or short
poem, a chart, graph, diagram, drawing, cartoon, or picture may be made for a teacher's use in scholarly
research or teaching in class.

Multiple copies of the aforementioned materials may be made for classroom use, but not more than one
copy per pupil in a course, provided that the copying meets detailed tests and definitions of brevity,
spontaneity, cumulative effect, and that each copy includes a notice of copyright.

260.04 SALARY OF FACULTY

See latest negotiated agreement.

260.05 OUTSIDE ACTIVITIES OF FACULTY

See 435.03 - Extramural Activities.

260.06 VACATION LEAVES FOR FACULTY

See Policies, Article XIlI, Title A; B.

260.07 SICK LEAVES FOR FACULTY

See Policies, Article XlII, Title C.

260.08 SABBATICAL LEAVES

(See 210.08 for procedures)

Article XIII, Title E, of the Policies of the Board of Trustees makes it clear that "The objective of (a
sabbatical leave) is to increase an employee's value to the University and thereby improve and enrich its
program. Such leave shall not be regarded as a reward for service nor as a vacation or rest period
occurring automatically at stated intervals." See Policies Article XIlI Title E for details.

(Approved by President Clark, Oct. 14, 1980)

260.09 MILITARY LEAVES
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Campus personnel officers shall grant military leave according to the guidelines below:

A maximum of 22 work days or 30 calendar days (whichever is more) with pay may be granted
annually.

A minimum of one day must be charged for a whole day or any fraction thereof.

All days served on military duty are to be charged to military leave including Saturdays and Sundays
which may occur during the assignment.

Annual leave credits may be used for military leave beyond the paid days, subject to prior approval
of the campus president.

The privileges granted under the military law must be protected from abuse at all times. It is the
responsibility of each college to see that the law is uniformly applied. (Section 242 of the Military
Law)

260.10 VOLUNTEER STATUS

Persons providing a service to the University on a non-pay basis may be given workers' compensation and
limited legal indemnification under the Public Officers Law if they are enrolled as "volunteers." Generally,
these volunteers must be supervised by a state employee and provide services for a function that is
supported by state purpose funds. Campus departments may enroll these service providers by writing to
the Human Resources Office.

260.11 LIABILITY OF THE COLLEGE

SUNY Cortland is an institution of the State of New York. The State of New York is protected against
claims of civil liability under a self-insurance program. This program requires that any person or
corporation that feels they have a legal claim against New York State must entertain a lawsuit through
the New York State Court of Claims. The Office of the New York State Attorney General is responsible
for representing New York State in these matters. If you have questions regarding this process, you
should contact your attorney at law or call the Syracuse Office of the New York State Attorney General,
located at 615 Erie Boulevard, West; Syracuse, N.Y.

Back to Chapter 260
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270.05 Recycling Policy

270.06 False Alarms of Fire

270.07 Tampering with the Fire Alarm System

270.08 Fire Drills

270.09 Firearms Policy

270.10 Policy on Loitering om Campus

270.11 Complaints and Grievances Initiated onm Cortland Campus

270.01 HIRING POLICY - STUDENT EMPLOYMENT

It is the policy of SUNY Cortland to hire employees as federal Work-Study employees (through the
Financial Aid Office), as temporary service student assistants, or as casual labor workers under Civil
Service noncompetitive classifications. These students are normally hired on an hourly basis, part time
and full time, in College offices and academic departments.

Federal Work-Study employees and temporary service employees may work up to 20 hours per week
while school is in session and work up to 40 hours per week during vacation periods. All hiring for
Work-Study jobs must be arranged through the Financial Advisement Office.

Qualifications must be a factor for positions that are considered skilled or semi-skilled. On-the-job
training must be provided where practical to offset job unfamiliarity. Education and prior experience
could be important considerations for library, lab or some maintenance jobs. Students who have
previously worked satisfactorily in campus assignments will be given preference within each designated
category listed in item 4 of this section.

Not Working with Family Members:

The College strongly prohibits its student employees from being placed under the supervision of a
member of his or her family or in the same office/department as a member of their family, regardless of
a supervisory/evaluative relationship.

Priority: SUNY Cortland students who do not qualify for federal Work Study — eligibility may be
determined by calling the Work-Study coordinator in the Financial Aid Office.

All hiring of non-Work-Study employees — also called temporary service student assistants — must be
arranged through the Student Employment Services Office according to the College-wide policies below:
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a. Offices/departments will complete an On-Campus Job Posting Form and forward it to Student
Employment Services for posting on the On-Campus Job Bulletin Board and JobConnect website.

b. A member of the office/department doing the hiring will complete a "Student Appointment Form"
for every new student hired with Student Temporary Service funds and forward that form to the
Payroll Office. A new "Student Appointment Form" must be completed for every student at the
beginning of each fall semester.

c. Positions must be posted for a minimum of three weekdays on the On-Campus Job Bulletin Board
before an office/department can hire a student, even if that student served the office in
Work-Study capacity in the past; this is so that all students have reasonable access to the posted
information.

d. Exceptions to these policies must be submitted to the coordinator of student employment and
the vice president for student affairs.

Civil Service noncompetitive classification hiring is handled in coordination with the Human Resources
Office.

Questions regarding these policies should be forwarded to the Financial Aid Office (for Federal Work
Study), Student Employment Services (for Temporary Service), or the Human Resources Office (for casual
labor, noncompetitive Civil Service)

270.02 POLICY ON ENVIRONMENTAL HEALTH AND SAFETY AND REQUIRED
TRAINING

A. Policy

SUNY Cortland is committed to providing a safe and healthful environment for its students, faculty, staff
and visitors. Applicable environmental, health, and safety regulations promulgated by federal, state, and
local regulatory agencies are observed in establishing safety programs and policies. Appropriate standards
of nationally recognized professional organizations also serve as guidelines for establishing programs and
policies. To promote the achievement of excellence, the SUNY Cortland safety program emphasizes
continual improvement.

B. Responsibilities

Safety excellence is the result of good management and sound program development. While safety is
everyone's responsibility, the SUNY Cortland president is responsible for establishing a safe and healthful
environment at the campus. The authority and responsibility for achieving health and safety objectives
are delegated to the appropriate levels of management by the president.

Each department head is responsible for the health and safety of students, faculty, staff, and visitors in
their area. The department head should become familiar with established safety policies and programs,
and any unsafe conditions should be identified and corrected.

Supervisors are responsible for implementing effective safety programs within the department.
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Employees should be well trained and work areas should be free of hazards. Any unsafe conditions
should be identified and corrected. Moreover, supervisors must make sure that work-related injuries and
illnesses are reported promptly.

All employees must become familiar with campus safety policies and standards. Additionally, employees
must observe safe work practices, and reasonable precautions should be taken to prevent accidents and
injuries. Unsafe conditions should be brought to the attention of supervisors, and work-related injuries
and illnesses should be reported promptly.

The Environmental Health and Safety Office is responsible for providing counsel, guidance and
services to the campus in order to attain policy objectives. These responsibilities include:

Keeping current with environmental, health and safety regulatory developments and changes.
Acting as a liaison with regulatory agencies for environmental, health and safety compliance.
Developing and implementing effective programs for safety both on and off the job.
Providing timely training.

Performing regular safety inspections and timely incident/accident investigations.

270.03 ERGONOMICS POLICY

SUNY Cortland is committed to health and safety in the workplace. As part of that commitment,
ergonomic evaluations are available from the Environmental Health and Safety Office. Recommendations
from ergonomic evaluations will be provided to both the employee and the employee's supervisor.
Changes made based on the recommendations should be considered at the department level, and minor
costs should come from department budgets. If resources are needed for changes, a request should be
made through the appropriate vice president for funding consideration.

(Approved by President's Cabinet, Jan. 16, 2001)

270.04 SMOKING REGULATIONS
A. Policy:

The State University of New York College at Cortland is a totally smoke-free work environment. Smoking
is strictly prohibited in all campus buildings, including the Outdoor Education Center at Raquette Lake
and in all motorized fleet vehicles. All building entrances are designated as smoke-free entrances, with
the exception of one in each building, which has been designated as an approved smoking entrance. All
entrances are identified with the appropriate signage. Outside of the designated smoking areas, smoking
is not permitted within 50 feet of a building.

B. Background:

Health risks associated with smoking are well documented. Since 1989 when SUNY Cortland first
restricted smoking on the campus, additional studies have indicated that exposure to secondary smoke is
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a significant risk for the nonsmoker. As an employer, the College is responsible for providing a safe work
environment and, consequently, it cannot ignore this evidence.

C. Support:

Understanding the addictive nature of smoking and that breaking the habit is extremely difficult for
many people, the College will make every effort to assist those employees who wish to stop smoking.

D. Compliance:

This policy relies on the thoughtfulness, consideration and cooperation of smokers and non-smokers for
its success. It is the responsibility of all members in the College community to observe this smoking

policy.
E. Complaints:

Complaints or concerns regarding this policy or disputes regarding its implementation should be referred
to the immediate supervisor for resolution. If a resolution cannot be reached, the matter will be referred
by the supervisor to the appropriate department/division head or vice president for mediation. Student
violations may be referred to the Judicial Affairs Office.

F. Review and Revision:

The provisions of this policy shall be subject to future review and revision to ensure that its objective is
obtained and the College is in compliance with federal and state law.

(Revised May 2008)

270.05 RECYCLING POLICY

As an important part of the College's commitment to good environmental citizenship, all faculty and
staff have the responsibility to recycle when working in their offices and to empty their recycle bin at the
appropriate location in the building in which they work. Faculty also should encourage students to
recycle as much as possible in their on-campus activities.

270.06 FALSE ALARMS OF FIRE
A. State Penal Law Section 240.55:
Falsely Reporting an Incident in the Second Degree. A person is guilty of falsely reporting an incident in

the second degree when, knowing the information reported, conveyed, or circulated to be false or
baseless, he or she:

Initiates or circulates a false report or warning of an alleged occurrence or impending occurrence of a fire,
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explosion or the release of a hazardous substance under circumstances in which it is not unlikely that
public alarm or inconvenience will result;

Reports, by word or action, to any official or quasi-official agency or organization having the function of
dealing with emergencies involving danger to life or property, an alleged occurrence or impending
occurrence of a fire, explosion or the release of a hazardous substance which did not in fact occur or
does not in fact exist; or

Knowing the information reported, conveyed or circulated to be false or baseless and under
circumstances in which it is likely public alarm or inconvenience will result, he or she initiates or circulates
a report or warning of an alleged occurrence or an impending occurrence of a fire, an explosion or the
release of a hazardous substance upon any private premises. Falsely reporting an incident in the second
degree is a class E felony.

270.07 TAMPERING WITH THE FIRE ALARM SYSTEM

Anyone found tampering with the fire alarm system is subject to disciplinary action by the College, as
well as the penalty in accordance with the State Penal Law regarding false alarms.

270.08 FIRE DRILLS

In accordance with Education Law 807, “Fire Drills,” Sections 3 and 4:

"It shall be the duty of the person in charge of every public or private college or university within the
state, having more than 25 students, or maintained in a building two or more stories high to instruct and
train the students by means of drills, so that they may in a sudden emergency be able to leave the
college or university building in the shortest possible time and without confusion or panic.

"Such drills shall be held at least three times in each year, one of which required drills shall be held
between Sept. 1and Dec. 1 of each year. In buildings where summer sessions are conducted, one of such
required drills shall be held during the first week of such summer session. At least one of such required
drills shall be through use of the fire escapes on buildings where fire escapes are provided. At least one
additional drill shall be held in each year during the hours after sunset and before sunrise in college or
university buildings in which students are provided with sleeping accommodations.

"Neglect by any president or other person in charge of any public or private school or educational
institution to comply with the provisions of this section shall be a misdemeanor punishable at the
discretion of the court by a fine not exceeding fifty dollars; such fines to be paid to the pension fund of
the local fire department where there is such a fund."

270.09 FIREARMS POLICY
Possession of Firearms on Campus:

The possession of firearms, explosives and other dangerous weapons is expressly forbidden.
(Code of Student Conduct)
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Penalty for Violation of Firearms Policy
Failure to adhere strictly to this policy will necessitate disciplinary action for the guilty person and the
possibility of arrest under Section 265.01 (3), (4), (5), (6) of the Penal Law of the State of New York.

Persons using firearms or other dangerous instruments for hunting or other recreational purposes must
register and store them at the University Police Department. Pistols and revolvers will not be
accepted for storage. They should not be brought to campus.

270.10 POLICY ON LOITERING ON CAMPUS

A person is guilty of loitering when he/she loiters or remains in or about school grounds, a college or
university building or grounds or a children's overnight camp or a summer day camp, or loiters, remains in
or enters a school bus, not having any reason or relationship involving custody of or responsibility for a
pupil or student, or any other specific, legitimate reason for being there, and does not have written
permission from a granting authority. (NYS Penal Law Section 240.35(5))

270.11 COMPLAINTS AND GRIEVANCES INITIATED ON CORTLAND CAMPUS

. General employee complaints and grievances

Complaints that a person makes concerning any conditions of employment or administrative procedures
may be taken through the usual campus administrative channels, with ultimate decision, should it reach
that far, by the president.

Formal grievances against violations of the union agreement may be directed through the employee's
union.

See the appropriate union agreement for procedures.
ll. Employee grievance procedures for discrimination

SUNY Grievance Procedure; Grievance Procedures for Review of Allegations of Discrimination, (See
Chapter 950).

Other Agencies

1. Department of Education, Office of Civil Rights

2. U.S. Department of Labor, Division of Wage and Hours
3. State of New York, Division of Human Rights

4. Equal Employment Opportunity Commission

Information and assistance are available in the Affirmative Action Office.
l1l. Student academic complaints and grievances

Procedures shall follow the Academic Grievance System as outlined in 350.01. When there are
complaints concerning alleged discrimination in awarding grades, the affirmative action officer shall be
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notified. That officer shall be present at all meetings of the Academic Grievance Tribunal in cases
involving alleged discrimination and at the departmental and school levels should the complainant desire
(see Complaint Procedure for the Review of Allegations of Discrimination, Chapter 850).

Details on processing many of these procedures may be obtained from the affirmative action officer.

Back to Chapter 270
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Part Three: College Guidelines for Students

Chapter 310: Development of Student Regulations

Chapter 320: College Council Policies for Student Rights
Chapter 330: Student Judicial System

Chapter 340: Academic Integrity

Chapter 350: Academic Grievance System

Chapter 360: SUNY Cortland Alcohol and Other Drug Policies
Chapter 370: Policy on Students with HIV Disease

Chapter 380: State University Housing Policies

Chapter 390: SUNY Cortland Recognition of Fraternities and Sororities

CHAPTER 310: Development of Student Regulations

310.01 Manner in Which the Regulations Are Developed: Role of the College Council

310.02 Recognition of the Rights and Responsibilities of Students

310.03 Need for Due Process

310.04 Availability of the Rules and Regulations

310.01 MANNER IN WHICH THE REGULATIONS ARE DEVELOPED: ROLE OF THE
COLLEGE COUNCIL

In order to encourage, maintain, and assure adequate communication with and participation by the
administration, faculty, and students at the respective campuses, the Council shall act after consultation
with the chief administrative head of its campus and with representatives of faculty and students in
promulgating or in reviewing and ratifying regulations on student conduct. In the regulations, the Council
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may confer upon student groups, faculty committees, administrative officers, or combinations thereof
appropriate responsibilities concerning student conduct and behavior. Authority for the administration
of regulations at a campus shall rest with the campus' chief administrative officer.

310.02 RECOGNITION OF THE RIGHTS AND RESPONSIBILITIES OF STUDENTS

The regulation shall recognize that students have, within the law, the right of free expression and
advocacy and that the State University seeks to encourage and preserve freedom of expression and
inquiry within the entire University. The regulation shall also recognize the obligation of all students to
conduct themselves lawfully, maturely, and responsibly and shall take into account the responsibility of
the University to maintain standards of student conduct in line with the University's function as an
educational institution.

The ways in which students or student groups may use the name of the University or identify their
association with it shall also be provided for in the regulations.

310.03 NEED FOR DUE PROCESS

Where regulations govern student disciplinary proceedings, they should reflect the basic concepts of
procedural fairness and should make certain that no student shall be expelled or suffer other major
disciplinary action as defined by the Council for any offense, other than failure to meet required
academic standing, without being first given appropriate advance notice of the charges against her/him
and a hearing before an impartial body or officer as established by the Council or chief administrative
officer at such campus. While a formal judicial hearing is not required, the hearing should be of such
nature as to give the hearing body or officer, as the case may be, full opportunity to hear both sides of
the issue in considerable detail. The student may waive in writing the requirements of a hearing.

310.04 AVAILABILITY OF THE RULES AND REGULATIONS

The regulation established by a Council at a particular campus, in the manner described above, shall be
published and made available to the whole academic community of that campus and shall be given full
force and effect as rules and regulations of the State University applicable to that campus and shall be
filed with the Office of the Secretary of State.

310.05 PERIODIC REVIEW BY THE CHANCELLOR

The chancellor of the State University of New York shall, from time to time, cause to be reviewed the
regulations established by the Councils for consistency with rules and policies of the State University
Trustees and shall report thereon to the board of trustees at such time and in such manner as it shall
direct. (Office of the Chancellor, May 31, 1967)

Back to Chapter 310
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CHAPTER 320: College Council Policies for Student Rights

320.01 Basic Concepts Established by College Coumncil

320.02 Declaration of Rights and Freedoms

320.01 BASIC CONCEPTS ESTABLISHED BY COLLEGE COUNCIL

On June 27,1968, the College Council endorsed the Declaration of Rights and Freedoms with the
following explicit understandings, as described in the Council's minutes:

a. That the statement is in no way intended to abrogate the legal powers invested in the board of
trustees or College Council under American corporate law;

b. That interpretation of the statement's principles and procedures be understood as a continuing
joint process, and that application be worked out according to the educational purposes of this
particular institution.

c. That the implementation of the statement's recommendations take place in the context of the
total academic community with all responsible consideration for rights and freedoms of the other
constituents of the academic community;

d. That the concept of community itself implies the interdependence of faculty, students,
administration and governing boards and that, therefore, the arrogation to itself of absolute
autonomy or of absolute freedom by any one sector of the academic community contradicts the
very concept of community;

e. Finally, that the statement on rights and freedoms of students is welcomed as a thoughtful and
significant contribution to the dialogue that is essential to the well-being of the academic
community.

320.02 DECLARATION OF RIGHTS AND FREEDOMS

Preamble

Academic institutions exist for the transmission of knowledge, the pursuit of truth, the development of
the student and the general well-being of society. Students have become increasingly aware that learning
is a broad process whose boundaries extend beyond the classroom and encompass all aspects of their
lives. Thus, the academic community includes all those members of this College who promote the
learning experience. Membership in the academic community should develop the capacity for critical
judgment, for involvement in a sustained and independent search for truth and knowledge, and for
participation in the decision-making processes that are inherent in the attainment of these goals.
Realizing this, provisions for the recognition and protection of academic freedom are essential to the
functioning of this community. Achievement of the established goal of this University, "To learn, to
search, to serve," can come only with the acknowledgment of the continuing need for learning among all
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members of the community and the realization that a sense of community is imperative for the creation
of an atmosphere for individual growth.

It is impossible to separate the concept of student freedom and rights from the concept of student
responsibility. Coincidental with any rights are corresponding responsibilities. Developed from this
document and embedded in student social codes and constitutions will be the specific applications of
the rights and responsibilities stated herein. These responsibilities will have meaning only with full
cooperation and communication among all segments of the academic community. To this end it is
imperative that students, desiring respect for their rights, must then accord to the other segments of the
community the same respect. Student responsibility is the best deterrent to student irresponsibility. This
document should be viewed not as one which gives freedom but rather as one which illustrates the
willingness of students to accept a good measure of responsibility for their own actions.

This document recognizes all legal responsibilities mandated to the College and its members. It is meant
to be operable within existing laws governing the College and its community.

1. Freedom of Government

Students have the right to organize and maintain maximum democratic government in order to
guarantee the rights and freedoms of the individual. Students also have the right to formulate within
existing laws their own social rules and code of conduct.

2. Freedom of Access to Higher Education

The admissions policies of each college and university are a matter of determination by the academic
community provided that each college and university makes clear the standards that it considers relevant
to success in the institution's program. Within the limits of its facilities, this College shall be open to all
students who are qualified according to its admission standards. The facilities and services of this College
shall be open to all of its enrolled students, and it shall use its influence to secure equal access for all
students to public facilities in the local community.

3. Right to the Best Possible Education

It is a basic right that students have a well-devised curriculum, adequate library and laboratory facilities,
and competent teaching staff, operating in an environment of academic freedom that nourishes the
education process. Students have a right to guidance, advisement and ancillary services that aid in
education and/or career planning that help them progress toward their goals.

4. Right of Freedom of Thought in the Classroom
Students should be informed of the standard of academic performance expected by each professor or
department. Students should be free to take reasoned exception to the data or views offered in any

course of study and to reserve judgment about matters of opinion. Students should have protection
through orderly procedures against prejudiced or capricious academic evaluation. At the same time, they
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are responsible for maintaining standards of academic performance established for each course in which
they are enrolled.

5. Freedom of Expression

Students and student organizations should be free to discuss, pass resolutions, distribute leaflets,
circulate petitions and take other action by orderly means that do not disrupt the essential operation of
the institution. They are free to examine and to express opinions publicly or privately.

6. Freedom of Communications Media

All forms of student expression must enjoy full freedom of the press as guaranteed in the Bill of Rights of
the United States Constitution. The communications media are free of censorship and advance approval
of copy, and the editors and managers are free to develop their own editorial policies and news coverage.
The editorial freedom of student editors and managers entails corollary responsibilities to be governed
by the canons of responsible journalism. At the same time, it should be made clear to the academic and
larger community that in their public expressions or demonstrations students and student organizations
speak only for themselves. Editors and managers of communications media are protected from arbitrary
suspension and removal because of student, faculty, administrative, or public disapproval of editorial
policy or content.

7. Freedom of Association

Students must be free to organize and join associations for educational, political, social, religious, or
cultural purposes.

8. Freedom to Choose Speakers and Topics

No area of investigation and no point of view shall be excluded from the precincts of the College. It is
consonant with the principles of academic freedom, the traditions of free inquiry, and the educational
purposes of the State University of New York to assert that the student body, acting responsibly in the
spirit of free intellectual inquiry, is free to invite any person it chooses to address it on any topic.

9. Freedom from Disciplinary Action Without Due Process

The student body must have clearly defined means to participate in the formulation and application of
regulations affecting student affairs. No sanction or other disciplinary action shall be imposed on a
student by or in the name of the State University of New York in an arbitrary manner.

10. Freedom from Improper Disclosure

Protection against improper disclosure of information is a serious professional obligation of faculty
members and administrative staff that must be balanced with their other obligations to the individual
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student, the institution and society. (Judgments of ability and character may be provided under
appropriate circumstances.) Information about student views, beliefs and political associations that
professors and College staff acquire in the course of their work as instructors, advisors and counselors
should be considered confidential. No information from records is available to prospective employers,
graduate or professional schools, or government agencies, without the explicit consent of the student,
and such information must be limited to their academic experiences only.

11. Freedom to Rights as a Private Citizen

College students are citizens as well as members of the academic community. As citizens, students
should enjoy the same freedom of speech, peaceful assembly and right of petition that other citizens
enjoy; and as citizens they are subject to the obligations that accrue to them by virtue of this
membership. Faculty members and administrative officials should ensure that institutional powers are not
employed to inhibit such intellectual and personal development of students as is often promoted by
their exercise of the rights of citizenship both on and off campus. Activities of students may upon
occasion result in violation of the law. In such cases, institutional

officials should be prepared to apprise students of sources of legal counsel. Students who violate the law
may incur penalties prescribed by civil authorities, but institutional authority should never be used
merely to duplicate the function of civil laws. Only where the institution's interests as an academic
community are involved de facto, should procedures of the College judicial system be initiated.
Institutional action should be independent of community pressure.

12. Right to Participate in Decision-making

Provisions must be made for widest possible participation of the student body in the decisions that will
affect their lives and future careers. This participation shall range from advisory to a full and voting
membership of the group that is evaluating, recommending, planning, or deciding.

13. Right to Privacy

Students must be protected from invasions of privacy and arbitrary and capricious searches of their
residences, except where a civil search warrant has been legally obtained or where existing housing
inspection laws and regulations permit or require.

14. Right to be Informed

The College community, and the student government in particular, has the obligation to inform students
of their rights and responsibilities upon appointment and throughout their college career.

Back to Chapter 320

ToP
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CHAPTER 330: Student Judicial System

Code of Student Conduct

SUNY Cortland's student nonacademic judicial system is described in the Code of Student Conduct. The
definitions and procedures that follow are from the most recent edition of this document (2009-2010).
Please see the Code of Student Conduct for a complete compilation of nonacademic student judicial
policies.

Preamble

The State University of New York College at Cortland strives to maintain a community yhat promotes
and values the academic experience, institutional and personal integrity, justice, equality and diversity.
The College, therefore, believes in values that foster an environment where people can work, study and
recreate together as a community.

In establishing this community, it is necessary to state behavioral expectations for all students, which
promote the values that the College has stated are necessary. The purpose of the Code of Student
Conduct (also referred to as the Student Code or Code) is to outline these behavioral expectations and
to provide an explanation of the process involved for responding to allegations of student misconduct,
as well as detailing what actions the College shall take in dealing with policy violations.

A student attending SUNY Cortland agrees to be governed by this Student Code, as well as other
College policies. The College, through the Judicial Affairs Office, maintains the exclusive authority to
impose sanctions for behaviors that violate the Code of Student Conduct.

All students at SUNY Cortland have access to the Code of Student Conduct. Copies of the Student
Code are available from each residence hall staff office, the Judicial Affairs Office, the Corey Union
Information Desk and the Student Government Association (SGA). This document appears in its entirety
in the College publication titled Code of Student Conduct and Related Policies and also is accessible
online at: www.cortland.edu/judaffairs.

Definitions (Section One of the Code)

A. The term “College” means the State University of New York College at Cortland.

B. The term “student” includes all persons taking courses at the College, both full-time and part-time,
pursuing undergraduate or graduate studies, or those individuals who were students at the time of
an alleged violation of the Student Code, as well as individuals on College premises for any
purpose related to registration for enrollment. Persons who are not officially enrolled for a
particular term but who have a continuing relationship as a student with the College are
considered “students.”

C. The term “faculty member” means any person hired by the College to conduct classroom
activities.
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D. The term “staff ” or “staff member” means any person employed by the College performing
assigned administrative, professional or classified responsibilities. Note: Classified (non-exempt)
employees may only serve as staff justices as volunteers outside normal working hours.

E. The term “College official” includes any person employed by the College performing assigned
administrative or professional responsibilities.

F. The term “designated College official” means any person employed by the College and authorized
by the College to act in a prescribed manner in accordance with the statutes found in the
Maintenance of Public Order applying to the College and in accordance with the Policies of the
Board of Trustees of the State University of New York.

G. The term “member of the College community” includes any person who is a student, faculty
member, College official, or any other person employed by or affiliated with the College. The vice
president for student affairs shall determine a person's status in a particular situation.

H. The term “College premises” includes all land, buildings, facilities, or other property in the
possession of or owned, used or controlled by the College including adjacent streets and
sidewalks.

I. The term “College property” means all property owned, leased, or on loan to the College.

J. The term “personal property” means anything of value to which a person has legal possession or
title.

K. The term “student organization” means any number of persons who have complied with the
formal requirements for College recognition by the SGA and/or the Division of Student Affairs.

L. The term “student publication” means written material including, but not limited to, brochures,
newspapers and special interest magazines published by students and distributed to the College
community.

M. The terms “Student Code” and “Code” shall refer specifically to this Code of Student Conduct

document.

The term “judicial officer” means the director of judicial affairs and/or her/his designate.

O. The term “judicial body” means any person or persons authorized by the director of judicial affairs

to determine whether a student has violated the Code of Student Conduct and to impose

sanctions when necessary.

The term “judicial advisor” means any individual assigned to advise a judicial body.

Q. The term “complainant” means any person or persons who have filed disciplinary charges against a
student.

R. The term “accused student” means any student who has had disciplinary charges filed against
them.

S. The term “mediation” means a voluntary process in which two or more parties are assisted by a
neutral party in identifying and satisfying their interests relative to a dispute.

T. The term “arbitration” means a process in which a dispute is heard by a neutral party who has the
authority to make a decision after hearing arguments and reviewing evidence.

U. The term “school day” means a week day when school is in session or non-holiday business day

when school is not in session.

The term “shall” is used in the imperative sense.

The term “may” is used in the permissive sense.

Z

)
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Judicial Authority (Section Two of the Code)
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A. The director of judicial affairs shall determine the composition of judicial bodies (see Section Nine)
and the appellate boards and determine which judicial body, hearing officer and appellate board
shall be authorized to hear each case.

B. The director of judicial affairs shall develop policies for the administration of the judicial program
and procedural rules for the conduct of hearings that are not inconsistent with the provisions of
the Code of Student Conduct.

C. Decisions made by a judicial body and/or administrative hearing officer shall be final, pending the
normal appeal process (see Section 14).

D. In some instances, the College may elect to serve as arbiter of disputes within the student
community that do not involve a violation of the Code of Student Conduct. At these times, an
administrative hearing officer shall be appointed by the judicial officer to serve as arbiter. All
parties must agree to arbitration and to be bound by the decision of the arbiter with no right of
appeal (see Arbitration Bylaws).

Jurisdiction (Section Three of the Code)

Generally, College jurisdiction and discipline shall be limited to conduct that occurs on College property
and/or at College-related events, or that adversely affects the College community and/or the pursuit of
its objectives. The judicial officer, in conjunction with the vice president for student affairs, will
determine when the College will take action for allegations of off-campus misconduct that also violate
College policy and/or federal, state and/or local laws, statutes, or ordinances.

Violation of Law and College Discipline (Section Five of the Code)

A. College disciplinary proceedings may be instituted against a student charged with a violation of a
law that is also a violation of the Student Code. For example, if both violations result from the
same factual situation, without regard to the status of civil litigation in court or criminal arrest and
prosecution, proceedings under this Student Code may be carried out prior to, simultaneously
with, or following civil or criminal proceedings off-campus.

B. When a student is charged by federal, state, or local authorities with a violation of law, the College
will not request or agree to special consideration for that individual because of her/his status as a
student. If the alleged offense is also the subject of a proceeding before a judicial body under the
Student Code, however, the College may advise off-campus authorities of the existence of the
Student Code and of how such matters will be handled internally within the College community.
The College will cooperate fully with law enforcement and other agencies in the enforcement of
criminal law on campus and in the conditions imposed by criminal courts for the rehabilitation of
student violators. Individual students and faculty members, acting in their personal capacities,
remain free to interact with governmental representatives as they deem appropriate.

The Judicial Affairs Office (Section Six of the Code)
A. The Judicial Affairs Office has been delegated the responsibility to administer the student judicial

system. The operations of the office shall be the responsibility of the director of judicial affairs.
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Responsibilities of the office include but are not limited to:
1. Reviewing complaints and determining charges to be filed pursuant to the Code of Student
Conduct.
2. Investigating cases and conducting disciplinary conferences.
3. Determining which judicial body shall hear each case.
4. Interviewing and advising parties involved in disciplinary proceedings.
5. Supervising the selection, training and advising of all judicial bodies.
6. Reviewing the decisions of all judicial bodies.
7. Resolving disputes and contested issues that arise out of alleged cases of student misconduct.
8. Maintaining all student disciplinary records resulting from enforcement of the Code of Student
Conduct.
9. Collecting and disseminating data concerning student judicial system actions.
10. Management and supervision of the College's mediation program.

B. The Judicial Affairs Office shall function with a professional and student staff. This staff shall
include but not be limited to:
1. Director of judicial affairs
2. Assistant director of judicial affairs
3. Clerical staff, including an administrative aide and keyboard specialist.
4. Residence hall directors assigned to the Judicial Affairs Office as an outside assignment. The
number of residence hall directors and their responsibilities shall be determined annually by the
director of residence life and housing and the director of judicial affairs.
5. Judicial advisors shall be appointed by the director of judicial affairs to supervise hearings
conducted by the Judicial Review Board and and the College Hearing Panel and may be appointed
to supervise administrative proceedings. Judicial advisors will generally be residence hall directors
assigned to the Judicial Affairs Office, graduate student interns and other professional staff
members.

College Mediation Program (Section Seven of the Code)

In order to promote understanding and the resolution of disputes without disciplinary implications, the
Judicial Affairs Office shall implement and maintain the College Mediation Program. The director of
judicial affairs, in consultation with the vice president for student affairs and the director of residence life
and housing, shall outline the parameters of this program and determine how the program shall be
operated and staffed. All mediations must be entered into voluntarily by all parties and must meet with
the approval of the director of residence life and housing and the director of judicial affairs. (For more
information on mediation, see the Judicial Bylaws, Section 16.)

Due Process Rights (Section Ten of the Code)

Students should expect that disciplinary proceedings will be handled fairly. All SUNY Cortland students
accused of violating the Student Code shall be granted the following due process rights:

A. A student has the right to a hearing by an unbiased judicial body.
B. A student has the right to have an advisor present at the hearing.
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. A student has the right to written notice of the charges that indicates the time and place of the

hearing. Proper written notification shall be defined as the delivery of mail to a student's
on-campus mail box, hand delivery by campus staff or delivery by the U.S. Post Office to a
student's local off-campus address. Students shall be held responsible for the contents of mail for
which they have refused receipt.

A student has the right to receive a copy of the written report(s) stating the circumstances and
allegations involved. This information shall generally be given to the student at the time that they
receive notification of the time and place of the hearing.

A student has the right to object to a board/panel member or hearing officer who is serving in the
capacity of judicial body. The judicial advisor will determine the validity of the objection.

A student has the right not to present information against herself/himself.

A student has the right to hear and respond to all information presented against her/him. This
includes the right to question all parties through the judicial body.

A student has the right to present information and witnesses in her/his own behalf.

A student has the right to written notification of the results of a hearing no later than ten school
days after the hearing.

A student has the right to appeal the outcome of a hearing, except in cases of accepted residence
hall director decisions. A student must be informed of her or his right to appeal and the process by
which to do so.

Victim's Rights (Section Eleven of the Code)

When a member of the SUNY Cortland community has been the victim of an alleged act of misconduct
that violates the physical and/or mental welfare of an individual, the victim should expect that the
judicial system shall respond in a caring, sensitive manner that allows the victim to utilize the judicial
process unimpeded, while still maintaining the rights of the accused student. In cases including but not
limited to sexual assault, physical assault, hazing and harassment, the Judicial Affairs Office will review
each case for alleged victims and will inform individuals when victim status has been assigned. The
following rights shall be provided to victims of alleged offenses:

A.

B.

A victim has the right to be treated with dignity and compassion by the judicial body and by all
persons involved in the disciplinary process.

A victim has the right to information pertaining to the campus judicial process and appropriate
referrals for information on the criminal process.

A victim has the right to information pertaining to counseling assistance available to her/him.

A victim has the right to assistance throughout the judicial process, including the right to have an
advisor present at all proceedings.

A victim has the right to due process protections, including the right to written notification of a
hearing, the right to hear all information presented, the right to present information and witnesses,
and the right to notification of the final results of a hearing (for victims of crimes of violence or
nonforcible sexual offenses).

A victim has the right to testify from another location as long as it does not infringe upon the
rights of the accused student to have a fair hearing.

A victim has the right to have any unrelated past behavior excluded from the hearing process. The

9/30/10 9:09 AM



12 of 34

judicial body shall determine what constitutes unrelated behavior.

. A victim has the right to submit a written impact statement to the judicial body, which will be

considered only in sanctioning, should there be a finding of violation against the accused student.
The victim impact statement will remain a part of the record through all levels of appeal.

A victim has the right to not have her or his identity released by the College throughout the
judicial process in relation to campus and other media and from all other involved parties.

A victim has the right to expect to be free from intimidation and harassment throughout the
judicial process.

A victim has the right to request that campus personnel take the necessary steps reasonably
available to prevent unwanted contact or proximity with the alleged assailant(s). This could include
modification of living arrangements and/or class schedules.

Interim Sanctions (Section Thirteen of the Code)

A.

In certain circumstances, the vice president for student affairs or her/his designee, may impose a
disciplinary suspension or other restrictions prior to the hearing before a judicial body. These
circumstances shall relate directly to the institutional concerns outlined in Section Thirteen, C.

In certain circumstances, the director of residence life and housing or her or his designee, may
impose a residence hall suspension, mandated room reassignment or other restrictions prior to the
hearing before a judicial body. These circumstances shall relate directly to the institutional
concerns outlined in Section Thirteen, C.

In all cases, interim sanctions will be imposed only:

1. To ensure the safety and well-being of members of the community or preservation of College
property; or

2. To ensure the student's own physical or emotional safety and well-being; or

3. If the student poses a definite threat of disruption of or interference with the normal operations
of the College.

During an interim suspension, students may be denied access to the residence halls and/or to the
campus (including classes) and/or all other College activities or privileges for which the student
might otherwise be eligible, as the vice president for student affairs or her/his designee may
determine to be appropriate.

Whenever an interim sanction is imposed, the Judicial Affairs Office shall convene a hearing at the
earliest possible time, pending the normal due process requirements. The interim sanction may
remain in effect until a final decision has been reached, including any appropriate appeals process,
at the discretion of the vice president for student affairs or her/his designate.

Disciplinary Files and Records (Section Seventeen of the Code)

A.

The Judicial Affairs Office shall maintain disciplinary records and a disciplinary tracking system that
shall include, but not be limited to, the accused student's name and related information,
description of the incident, parties involved, Code violations, sanctions and other data deemed
relevant by the Judicial Affairs Office. Such information shall be maintained in accordance with the
provisions of the Family Educational Rights and Privacy Act. Disciplinary records shall be made
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available to judicial bodies and College officials designated in the Student Code as necessary.

B. Students may arrange to review their own disciplinary records by contacting the Judicial Affairs
Office. Except as provided in the Student Code or pursuant to a lawfully issued subpoena, the
College shall not communicate a student's disciplinary record and related information to any
person or agency without the prior written consent of the student.

C. The Judicial Affairs Office may share disciplinary record information with institutions at which the
student seeks or plans to enroll.

D. Upon graduation, the student’s confidential record may be expunged of disciplinary actions, upon
application to the judicial officer, unless the record must be maintained for federal record-keeping
requirements or unless the record involved disciplinary suspension or dismissal. Otherwise, the
confidential record will be retained for a period of one year after the student’s date of graduation.
Cases involving disciplinary suspension will be retained permanently and only may be expunged
upon successful application to the vice president for student affairs. Files for suspension for hazing
or other serious violations will not be expunged. Case files involving permanent dismissal will be
retained permanently

Notification of Parents of Disciplinary Action (Section Eighteen of the Code)

A. The Vice President for Student Affairs Office shall notify the parents of dependent students who
have had disciplinary sanctions placed on them. This notification will occur once the imposed
sanctions are final, at the expiration of any appeals process and will be limited to cases brought
before the Judicial Review Board, College Hearing Panel and Administrative Hearings held at those
levels as well disciplinary conferences that result in any type of probationary status. Cases handled
by a residence hall director are normally excluded from the notification process, except for cases
involving alcohol policy violations. Exceptions also may be made for repeated, minor offenses by a
dependent student on any type of probation that could result in removal from the residence hall
or other campus housing. In these cases, the residence hall director will consult with the judicial
officer in making the decision to notify the parents.

In disciplinary cases that involve a student who engages in behavior that poses a serious threat to
one's physical or emotional safety or the physical or emotional safety of others, the director of
judicial affairs or his/her designee shall notify the parents of dependent students.

B. All students enrolled at SUNY Cortland will be considered by the College to be dependent unless
they have approved independent status on file with the Financial Aid Office or are at least 25 years
of age. Any student who is already emancipated but has not declared her/his emancipation to the
College prior to a disciplinary hearing will be given five school days after the hearing to do so. For
more information on dependency status and emancipation, contact the Financial Aid Office.

C. Parental notification will consist of a copy of the decision letter sent to the student, a cover letter
to the parents and, at the discretion of the vice president for student affairs, any other written
materials deemed informative.

Interpretation and Revision (Section Nineteen of the Code)

A. Any question of interpretation regarding the Student Code shall be referred to the vice president
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for student affairs or her/his designee for final determination.
B. The Student Code shall be reviewed annually under the direction of the director of judicial affairs.

Back to Chapter 330

ToP

CHAPTER 340: Academic Integrity

340.01 Statement of Academic Integrity

340.02 Violation of Academic Integrity

340.03 Procedures for Handling the Violation of Academic Integrity

340.04 Responsibilities of the Academic Grievance Tribunal in Cases Involving Violation of Academic
Integrity

340.05 Responsibility of Administration

340.06 Responsibilities of Faculty

340.07 Responsibilities of Students

340.01 STATEMENT OF ACADEMIC INTEGRITY

The College is an academic community whose mission is to promote scholarship through the acquisition,
preservation and transmission of knowledge. Fundamental to this goal is the institution's dedication to
academic integrity. Providing an atmosphere that promotes honesty and the free exchange of ideas is the
essence of academic integrity. In this setting all members of the institution have an obligation to uphold
high intellectual and ethical standards.

It is the responsibility of the faculty to impart not only knowledge but also respect for knowledge. It is
also the professional responsibility of all faculty members to explain the importance of honesty and
respect for knowledge in order to ensure an academic environment that encourages integrity. To
establish such an environment, students must recognize that their role in their education is active; they
are responsible for their own learning. Specifically, it is the responsibility of students to protect their own
work from inappropriate use by others and to protect the work of other people by providing proper
citation of ideas and research findings to the appropriate source. This includes the obligation to preserve
all educational resources, thereby permitting full and equal access to knowledge.

This academic community takes seriously its responsibilities regarding academic honesty. Academic
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integrity is absolutely essential to ensure the validity of the grading system and maintain high standards
of academic excellence. In addition, all members of the academic community must exhibit behavior
exemplifying academic honesty and encourage such behavior in others.

340.02 VIOLATION OF ACADEMIC INTEGRITY

A violation of academic integrity as an instance of academic dishonesty can occur in many ways. At
SUNY Cortland, instances of academic dishonesty are:

1. Plagiarism

Students are expected to submit and present work that is their own with proper documentation and
acknowledgment when the work of others is consulted and used. Plagiarism can be intentional by
deliberately presenting the work of others as one's own, or inadvertent by accidentally omitting or
erroneously citing sources. Examples of plagiarism that can occur in research papers, lab reports, written
reports, oral presentations as well as other assignments are:

A. Failure to use quotation marks: sources quoted directly must be shown with quotation marks in the
body of the project and with the appropriate citation in the references, notes or footnotes

B. Undocumented paraphrasing: sources "put into one's own words" must have the source cited
properly in the body of the project and in references, notes or footnotes

C. Creating false documentation: purposefully presenting wrong information in references or citations
or manufacturing false information used in references, notes and footnotes

2. Cheating on examinations

A. Looking and/or copying from another student's paper during an examination or in-class assignment
Allowing another student to look or copy from one's work during an examination or in-class
assignment

C. Possessing crib sheets, answer sheets and other information not authorized by the instructor
during an examination or in-class assignment

Writing an answer to an in-class examination or assignment and submitting it as written in class
Taking an examination for another student

Allowing or arranging for a second party to take an examination or other in-class assignment
Allowing one's own work to be copied and submitted by another student

Altering or falsifying examination or assignment results after they have been evaluated by the
instructor and returned

Possessing and using an electronic device such as a cell phone, personal digital assistant or
Blackberry device not authorized by the instructor.

w
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3. Other infractions

A. Possessing papers, assignments, examinations, reports, lab reports or other assignments that have
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not formally been released by the instructor

. Obtaining a paper or assignment from an online source, paper mill, another student, or other

source and submitting it, wholly or in part, as one's own work

Possessing work that is similar to another student's, wholly or in part, without permission; allowing
one's own work to be copied and submitted by another student.

Writing or creating a research paper, written report, lab report or other work for another student
Submitting the same work for two different classes without the approval by both faculty members
teaching both classes

Falsifying College documents

Presenting false documents or forged documents

Destroying, vandalizing, altering and/or removing library materials without authorization

Falsifying data

Altering or falsifying another student's data, laboratory work, research, assignments or written
materials

(updated 8/22/07)

340.03 PROCEDURES FOR HANDLING THE VIOLATION OF ACADEMIC
INTEGRITY

Part One: Meeting, Discussion and Conclusion

A.

The faculty member discovering the instance of academic dishonesty shall make every attempt to
contact the student within five working days of discovery.

. The student will identify a faculty member to serve as a third party impartial witness to the

discussion of the charge of academic dishonesty. Should the student not identify a third party
witness, the faculty member will make the choice. (Amended Oct. 4, 2004)

Within five days of contact with the student, a meeting is scheduled by the faculty member to
discuss the alleged incident of academic dishonesty. The third party witness is to serve as an
independent observer and may not address the charges.

After the meeting, the faculty member will make a determination of guilty or not guilty. If guilt is
decided, the faculty member will assign a penalty.

Should the student fail to appear at the meeting, the faculty member will make a determination of
guilty or not guilty.

If guilt is decided, the faculty member shall fill out the "meeting and response form" identifying the
specifics of the charge and the penalty imposed. The report will be forwarded, within five working
days of the meeting, to the Academic Grievance Tribunal (AGT) chair.

. The AGT chair will send a copy of the report to the student who will have two working days to

respond. The student response options will be: 1) accept the guilty finding and the penalty; 2)
accept the guilty finding but deny the penalty; 3) deny both the guilty finding and the penalty. A
student who fails to respond to the report will automatically be found guilty and the penalty will
be imposed. No appeals will be given for a failure to respond to the report.

. The Academic Grievance Tribunal will file the student's response to the report with the faculty

member and the third-party witness.
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l. Penalties assigned by the faculty may be amended by the Academic Grievance Tribunal (see Part

Two of this section for relevant criteria in determining penalties). Notification of emendation must
be made to the student and the faculty member within five working days.

Part Two: The Academic Grievance Tribunal

G.
H.

A denial of the guilty finding and/or the penalty automatically sets the appeal process in motion.
Upon a receipt of the student appeal, the AGT chair shall convene a hearing of the Tribunal.

The hearing must be scheduled within 20 working days of the receipt of the appeal by the AGT
chair.

. The student shall receive written notice of the hearing at least five working days before the

hearing. The notice will be sent by certified mail and e-mail unless that right is waived in writing by
the student. The notice will include

1) time and place of the hearing

2) copy of the evidence and documentation in the file and

3) notification of student rights and responsibilities during the grievance process.

If guilt is established through the hearing, the AGT chair may increase the penalty. The AGT chair
shall consider student academic and disciplinary records and consult with the faculty member to
develop the additional penalty.

The AGT chair will send official notification to the student within five working days of the hearing,
with copies to the Provost, the faculty member filing the charge, the department chair and the
associate dean for the student's respective department and school, and any other party
mentioned in the notification letter. In addition, a copy of the official notification for those
majoring in teacher education programs will be sent to the coordinators and TEC Committee on
Teacher Education Application Review.

The student may appeal the decision of the AGT to the Provost within five working days after
official notification. Grounds for appeal are limited to claims of bias, procedural infractions and/or
new evidence.

The Provost will take final action on appeals within 10 working days of the AGT decision.

If a student is found not guilty of the charges at any level of review, all records will be expunged.

Number of days shall be defined as working days, exclusive of College holidays, intersessions and
summer.
(updated 8/22/07)

340.04 RESPONSIBILITIES OF THE ACADEMIC GRIEVANCE TRIBUNAL IN CASES
INVOLVING VIOLATION OF ACADEMIC INTEGRITY

The Academic Grievance Tribunal will hear the following types of cases: 1) cases of students not
responding to charges of academic dishonesty 2) cases of students appealing the penalty in a case of
academic dishonesty 3) cases of students appealing the guilty finding and the penalty in a case of
academic dishonesty. At the conclusion of the hearing, the AGT has the responsibility for finding guilty
or not guilty and reviewing the penalty. The AGT chair in consultation with the other faculty members on
the Tribunal has the responsibility for reviewing the penalties imposed in cases of academic dishonesty
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and making emendations as appropriate. It is the responsibility of the AGT chair to amend the procedure
in exceptional circumstances.

Procedures

1. A hearing must be held within 20 working days following receipt of the charge. In cases involving
charges brought at the end of a semester, the hearing must be held within 20 working days after
the beginning of the next semester. (Summer session is not considered a semester.) The AGT chair
may under some circumstances postpone the timeline for hearing cases.

2. A student shall receive written notification including: a) the time and place of the hearing, b)
supporting evidence, and c) information concerning his or her rights and responsibilities. This
information must be received at least five working days in advance of the hearing. The student and
third party may also have access to the case materials.

3. All members (or their alternates) must be present for the hearings of the Tribunal, deliberations
and decision. (See section 350.02, C4 for composition of the Tribunal.)

4. The student has the right to object to a Tribunal member hearing the case if the reasons are valid
(e.g., member is biased, close friend, hostile toward the alleged violator). The validity of the
objection shall be determined by the other members of the Tribunal. In cases where a member of
the Tribunal is the faculty member who referred the charges, he or she shall be automatically
excused from hearing the case.

5. The student charged may choose not to appear at the hearing or may refuse to make a statement
to the Tribunal. However, the Tribunal may make its findings in the absence of such appearance
and/or statement.

6. The student has the right to respond to all oral and written testimony presented against him or
her.

7. The student has the right to present witnesses and evidence to substantiate his or her case. The
Tribunal may, at its discretion, reasonably limit the number of witnesses, provided that no
individual having direct knowledge of factual issues in the dispute shall be excluded. The hearing is
an administrative procedure that involves the College community. Parents and lawyers are
therefore not allowed during a hearing.

8. The student must receive written notification of the results of any hearing no later than 10 working
days after the hearing. The student must be informed of his or her right to appeal the decision and
the deadline dates to appeal the decision. (See Section 340.03 for grounds for appeal).

Failure to Appear

If the student fails to appear at a hearing scheduled in accordance with these procedures and the
Tribunal believes the failure is without a justifiable excuse, the student may be considered guilty of the
violation alleged against him or her if the available evidence would so indicate. An appropriate sanction
may be imposed by the AGT chair. If the student fails to appear, but shows good cause, the Tribunal shall

reschedule the hearing in accordance with the guidelines above.

Records of Proceedings
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1. A tape-recording shall be made of all AGT hearings (excluding the AGT's deliberations) and the
tape-recording maintained for at least one year following the student's departure from the College
if the charges are sustained. If the charges are dismissed, the tape can be destroyed before that
time.

2. At said hearing, both parties shall be given the opportunity to make any oral arguments. Either
party may have someone present to provide assistance. Choice of assistance of this type must be
left to the individual parties involved, but the assistant must be a member of the SUNY Cortland
community. The hearing is an administrative procedure that involves the College community.
Parents and lawyers are therefore not allowed to attend a hearing.

Provision shall be made for other regular hearing procedures, e.g., calling and cross-examining
witnesses, as found necessary by this Tribunal in its operation.

3. A copy of the Tribunal's recommendation (i.e., guilt or innocence), along with voting results, is sent
to both the student and faculty member within 10 days after the hearing. If the charges that were
the subject of the hearing were, in the judgment of the Tribunal, not sustained, all records will be
expunged and the faculty member shall assign an appropriate grade. If, however, the charges are
sustained, the AGT, in consultation with the faculty member, will assign an appropriate sanction.

4. Potential sanctions for a violation of the College's policy on academic integrity include, but are not
limited to: reduction of grade, elimination of grade, reduction of course grade, failure for the
course, probation, suspension, counseling, expulsion from the College or any combination of these
sanctions. In those cases where the decision of either the AGT or the provost is for suspension or
dismissal, a notation that the student has violated the policy on academic dishonesty shall be
made on the official academic record of the student. The student may appeal to the provost to
have the notation removed after one year.

5. A student may appeal the decision and/or sanction of the AGT through the Provost and Vice
President for Academic Affairs Office within five working days after receiving official notification.

(See Section 340.03 for grounds for appeal).
340.05 RESPONSIBILITY OF ADMINISTRATION

Files of all adjudicated cases of academic dishonesty shall be established and maintained by the Provost
and Vice President for Academic Affairs Office. Records of a first cheating incident that results in
probation, suspension, or expulsion from the College and/or records for all subsequent offenses shall be
placed in a student's official academic record. Files of adjudicated cases that were not placed in the
student's official academic record shall be destroyed at the time of the student's graduation.

340.06 RESPONSIBILITIES OF FACULTY

1. Faculty members should model academic integrity for their students and engage them in a
discussion of academic integrity in their work as students and scholars. Instances of academic
dishonesty should be discussed along with the College's policy on academic integrity

2. Faculty members should conduct all evaluative instruments in a manner that is conducive to
maintaining academic integrity.
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340.07 RESPONSIBILITIES OF STUDENTS

1. Students are responsible for knowing the policy on academic integrity. Failure of a faculty member
to remind a student of what constitutes academic integrity and academic dishonesty will not
obviate this responsibility.

2. Students should not provide opportunities for others to obstruct academic integrity.

3. Students should inform a faculty member or member of the administration if any infringement of
academic integrity takes place.

(Revised on May 7, 2004 and approved by President Bitterbaum on May 28, 2004)

Back to Chapter 340

TOP
CHAPTER 350: Academic Grievance System

350.01 Academic Grievance System

350.02 Academic Grievance Procedures

350.01 ACADEMIC GRIEVANCE SYSTEM

A. For the purpose of this procedure, a grievance shall be a complaint of the following:
1. A violation, misinterpretation or inequitable application of an academic rule, regulation, or policy
of the College, school or department.
2. Unfair or inequitable treatment by reason of any act or condition that is contrary to established
policy or practice governing or affecting a present or former student of this College.
3. Prejudiced, capricious or manifestly unjust academic evaluation.

B. To facilitate this procedure the following general guidelines are provided:
1. A grievance complaint must be initially presented within 60 days of the alleged grievance

excluding any intersession and/or vacation.”

2. A grievance complaint must be initiated by the individual affected.

3. Any present or former student may present a grievance complaint, subject to these guidelines.
4. If any grievance complaint originates at the department level or higher, an informal settlement is
to be attempted at that level with subsequent appeals to be made in accordance with the
procedures outlined below.

350.02 ACADEMIC GRIEVANCE PROCEDURES

A.The Department Level
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1. In the case of grievance a student has with an instructor, the student should attempt an informal
settlement with the instructor. There may be instances when the student feels s/he needs to
involve his or her advisor or department chair in a specific case.

2. If no mutually satisfactory informal settlement can be reached with the instructor, then the
student may file a written statement of his or her grievance with the chair of the department in
which the grievance occurred. The chair shall hold an informal meeting with the student and the
instructor, and make a decision within one week after that meeting.

3. If either party is dissatisfied with the decision made by the department chair, it is the responsibility
of the department chair to inform both parties of the next possible recourse, namely to appeal
the decision to the dean of the school in which the department is located. Intent to appeal is to
be filed, in writing, in the office of the school dean within 10 days after receipt of the department
chair's decision.

4. If the grievance is initially with a department chair, then the student is to attempt an informal
settlement with the chair. If no mutually satisfactory decision can be reached, then the grievance is
to be filed with the school dean as outlined above.

B. The School Level

1. If either party is dissatisfied with the decision made at the departmental level, a written grievance
may be brought to the office of the dean of the school in which the grievance occurred within 10
days after receipt of the department chair's decision. The department chair will make available all
information relating to the case, his or her decision regarding the case and reasons for his or her
decision, and forward statements, arguments, etc. from parties involved in the case.

*In each case where the number of days is specified for a certain step in the procedure, it is
understood that this shall mean working days, exclusive of local college vacations, intersession and
summers.

2. The dean shall convene a special hearing for the case with all involved parties present, within 10
days of the written presentation of the grievance subject to the availability of the parties involved.
There may be cases when it is mutually agreeable to both parties involved to have a less formalized
settlement than a hearing such as this. If this is the case, the grievance will be handled in some
other mutually acceptable manner. It shall be the responsibility of the dean to make these
alternatives known to all parties involved in the case.

3. Either party involved in a grievance case may have someone (such as a student's advisor or a faculty
member's colleague) present to provide him or her with assistance. Choice of assistance of this
type is left to the individual parties involved, but the person chosen must be a member of the
SUNY Cortland community.

4. After hearing all facts and opinions relevant to the case, the school dean shall make a decision
regarding the specific grievance. S/he shall notify, in writing, all parties involved within one week.

5. A copy of the decision and all pertinent materials shall be kept on file in the respective dean's
office for at least one year after the student has graduated or left school.

6. It is the responsibility of the dean to inform all parties involved of the next step (should either of
them be unhappy with the decision). In this case, the next step is to appeal to the Academic
Grievance Tribunal.
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C. The Academic Grievance Tribunal (AGT)

1.

2.

Should either party be dissatisfied with the decision at the school level, the grievance shall next
come before the Academic Grievance Tribunal.

Notice of intent to appeal will be filed in the office of the AGT chair, within one calendar week
after receipt of the decision of the school dean.

In cases where an academic grievance does not fall within the scope of traditional departmental
and/or school lines, the AGT shall have original jurisdiction.

. Composition

a. Faculty: there shall be one faculty member and one alternate from each school. The method of
selecting these members shall be determined by the Faculty Senate. Faculty members will serve
staggered three-year terms.

b. Students: one undergraduate and one graduate student selected from students enrolled in each
of the academic schools. These students will be selected by the Student Senate. In cases where
the accused is a graduate student, at least one of the two students serving on the AGT must be a
graduate student.

c. Administrator: The provost's designee shall be the administrative representative on the Tribunal,
shall also serve as chair of the Tribunal, and shall have the tie-breaking vote.

d. In the event that a member of the Tribunal is directly involved in a grievance s/he shall relieve
himself or herself of his or her vote.

Procedures

a. In all cases arising from an appeal, the grievant shall submit written arguments within 10 days of
the filing of his or her notice to appeal.

b. Upon being notified by the chair of the Tribunal of a pending appeal, the school dean shall
forward all records of his or her findings and recommendations, and the reasons for the decisions,
to the Tribunal.

c. A copy of said arguments shall be filed with the Tribunal and a copy sent to the respondent.
These materials are available in the office of the AGT chair to the Tribunal members and to the
designated assistants.

d. The respondent then may file written arguments within 10 days of receipt of the grievant's
arguments, one copy of which is to be submitted to the Tribunal, and one copy to the grievant.

e. Within two weeks after the receipt of any written arguments and of the records above, the
Tribunal shall notify the parties of the time and place of the hearing.

f. At said hearing, both the grievant and the respondent shall be given the opportunity to make
oral arguments expanding on their written arguments. Either party may again have someone
present to provide assistance, as described above in Section B (3). The grievant and the respondent
may each communicate with his/her respective assistant throughout the hearing. Provision shall be
made for other regular hearing procedures and other provisions as found necessary by this Tribunal
in its operations. A tape-recording shall be made of all AGT hearings (establishing facts, but not of
the AGT's deliberations) and the tape-recordings maintained for at least one year following the
student's departure from the College if the charges are sustained. If the charges are dismissed, the
tapes can be destroyed before that time.

g. The Tribunal shall then render its decision that the grievance will be upheld or denied to the
provost and vice president for academic affairs. All members of the AGT will sign the
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recommendation to the provost. Copies of the Tribunal's recommendation and reasons shall be
sent to the grievant, the respondent and the provost and vice president for academic affairs, who
shall also receive all other pertinent materials gathered by the Tribunal. Should the final decision of
the provost and vice president for academic affairs be different from the Tribunal's
recommendation, copies of the provost and vice president's justification shall be sent to the
grievant, the respondent and the Tribunal within 10 days of the receipt of the Tribunal's
recommendation. The Provost and Vice President for Academic Affairs Office is responsible for
seeing that the decision is carried out.

h. A copy of the provost's decision plus all pertinent materials from the Tribunal shall be kept on
file in the Provost and Vice President for Academic Affairs Office for at least one year after the
student has graduated or left the College.

i. A student may appeal the decision and/or sanction through the President's Office within five
working days after receiving official notification. Grounds for appeal are limited to claims of bias,
procedural infractions and/or new evidence. Final action on appeals will be taken by the president
within 10 working days.

(Policy approved Feb. 5, 1973; amended Nov. 16, 1977. Revised and approved by the Faculty Senate, Jan. 26,
1993 and approved by President Clark, Jan. 29, 1993; Chapter 350.02C amended May 7, 2004 and approved
by President Bitterbaum on May 28, 2004)

Back to Chapter 350

TOP

CHAPTER 360: SUNY Cortland Alcohol and Other Drug Policies

360.01 General Philosophy Regarding Alcohol Use

360.02 Policies and Procedures

360.03 Drug and Alcohol Abuse Prevention

360.04 Problem Drinking

360.05 Other Drugs

360.01 GENERAL PHILOSOPHY REGARDING ALCOHOL USE

SUNY Cortland strives to create an academic and psychosocial environment conducive to the
intellectual and personal development of its students and to the safety and well-being of all members of
the College and surrounding community. This goal is reflected in the alcohol policies and procedures that
follow. SUNY Cortland permits the use of alcoholic beverages on campus by those who are in
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compliance with the State law and who adhere to the guidelines established by the College. More than
three-quarters of the student body are under the age of twenty-one, and the College prefers that they
not be excluded from activities at which alcoholic beverages are available. Approved precautionary
measures are to be taken to prevent alcoholic beverages from being dispensed to such persons.

The College maintains that choosing not to drink is as acceptable as choosing to drink. The College
expects its citizens who drink to do so responsibly. When excessive drinking or drunkenness occurs, it will
be met with disapproval and appropriate sanctions will be imposed for misconduct. Intoxication does
not excuse misconduct or infringement upon the rights and property of others.

360.02 POLICIES AND PROCEDURES

1. The use of alcoholic beverages must be consistent with the laws of the State of New York. The
Alcoholic Beverage Control Law, Section 65, as amended 1989:

prohibits the sale of alcoholic beverages to any person under the age of 21,

prohibits anyone from inducing the sale of alcoholic beverages for any person under the age of 21
by misrepresenting such person's age;

prohibits the provision of and possession with intent to consume of alcoholic beverages to any
person under the age of 21;

prohibits anyone under the age of 21 from purchasing or attempting to purchase alcoholic
beverages by fraudulent means. Attempting to obtain alcohol illegally by using a New York State
driver's license risks suspension of said license.

classifies as a Grade B misdemeanor subject to arrest and fine the act of any person, other than
parent or guardian, who gives or sells alcoholic beverages to anyone under the age of 21.

2. The following actions constitute violations of College policy:

a. Behavior by an intoxicated person such that he or she becomes a public nuisance.

b. Consumption of alcoholic beverages:
1. during intercollegiate athletic, intramural and sport club events.
2.in any building or area of campus unless approved by the Alcohol Advisory Committee except as
provided in 3a below.

c. Failure to take reasonable measures to identify underage persons and to ensure that alcoholic
beverages are not served to such persons.

d. Failure to provide equally accessible nonalcoholic beverages whenever alcoholic beverages are
available.

e. Serving of alcoholic beverages to individuals who are or appear to be intoxicated.

3. Guidelines pertaining to the use of alcoholic beverages on campus and at College events.

A. Individuals: Students living in College residence halls who are 21 years or older shall be allowed to
possess and consume alcoholic beverages in their rooms, in compliance with New York State law
and consistent with other college regulations pertaining to possession and consumption.
Students under the age of 21 shall not be allowed to possess, consume, distribute or
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be in the presence of alcoholic beverages.

No alcoholic beverages shall be permitted in rooms of students where all residents are under the
age of 21, even if a student 21 years of age or older is present. Only quantities and containers
appropriate to individual consumption are permitted for private use by students of legal age.
Although students are permitted to entertain friends in their rooms, residence halls are primarily
intended for study and sleep and are not designed for loud, crowded parties. Students are
responsible for behavior that occurs in their rooms. It will be assumed that the alcohol is
contributing to the disorderly behavior and all alcoholic beverages will be immediately confiscated
by the College staff to be returned at some future date if the student is in compliance with State
Law, but to be legally destroyed if the student is under the age of 21. Refusal to comply with a
request to hand over alcoholic beverages under these conditions is a violation of College policy.
The individual(s) hosting the disruptive or disorderly gathering in a room will be
held responsible for the event and will be subject to appropriate disciplinary action.
. College-wide:

1. The College president will appoint an Alcohol Advisory Committee representing the entire
College community. Campus events involving the serving of alcohol will be registered with the
Alcohol Advisory Committee before the event occurs. Requests to hold on- or off-campus events
that involve the serving of alcohol and include underage persons must be filed at least 30 days
prior to the event and must receive written approval from the Alcohol Advisory Committee before
the event occurs. The Alcohol Advisory Committee will monitor alcohol use at official College
events and evaluate compliance with the alcohol policy.

2. Registration should include the following information:

(a) A description of the nature of the event.

(b) The date, time and place and expected duration.

(c) A description of the kinds and amounts of alcoholic drinks, food and nonalcoholic beverages to
be provided.

(d) A mechanism for ensuring that underage persons will not be served or given alcoholic
beverages.

() The name of the person with primary responsibility during the event.

3. Publicity and promotion of College activities will exclude mention of alcoholic beverages.

4. Events at which alcoholic beverages are being served may be terminated if the building
administrator (or the designee), University Police, or the person having primary responsibility has
reason to believe that the College policy is not being observed or that the situation is becoming
uncontrollable.

5. Prohibited alcoholic beverages may be confiscated and destroyed.

. In Corey Union:

1. Corey Union is a “fully licensed premise.” The building must conform to all laws and regulations
mandated by the State of New York Liquor Authorities. The licensee is the Auxiliary Services
Corporation (ASC). ASC has sole rights to the purchase and sale of alcohol on the premises. Under
state law, no one except ASC may sell or redistribute alcohol in Corey Union. Prices for alcoholic
beverages in Corey Union will approximate the prices elsewhere in the City of Cortland.

2. Alcoholic beverages for private or closed parties must be purchased from ASC for consumption
in areas approved by the building administrator and the Alcohol Advisory Committee. All requests
for the use of alcohol in Corey Union must be accompanied by the appropriate facilities request
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form (available in the Corey Union Business Office), and an alcohol use request form (available from
the ASC Office). Events at which alcohol is being served may be terminated if the building
administrator (or the designee), University Police, or the individual responsible for the event has
reason to believe that the situation is becoming uncontrollable.

360.03 DRUG AND ALCOHOL ABUSE PREVENTION

The Drug Free Schools and Communities Act Amendment of 1989 (Public Law 101-226)

Title XII of the Higher Education Act of 1965 (20 U.S.C. 1001 et. seq.) is amended by adding at the end a
new section 1213 to read as follows:

Drug and Alcohol Abuse Prevention

Sec. 1213.

(a) Notwithstanding any other provision of law, no institution of higher education shall be eligible to
receive funds or any other form of financial assistance under any federal program, including participation
in any federally funded or guaranteed student loan program, unless it certifies to the secretary that it has
adopted and has implemented a program to prevent the use of illicit drugs and the abuse of alcohol by
students and employees that, at a minimum, includes

(1) the annual distribution to each student and employee of

(A) standards of conduct that clearly prohibit, at a minimum, the unlawful possession, use, or distribution
of illicit drugs and alcohol by students and employees on its property or as part of any of its activities;
(B) a description of the applicable legal sanctions under local, state, or federal law for the unlawful
possession or distribution of illicit drugs and alcohol;

(C) a description of the health risks associated with the use of illicit drugs and the abuse of alcohol;

(D) a description of any drug or alcohol counseling, treatment, or rehabilitation or re-entry programs that
are available to employees or students; and

(E) a clear statement that the institution will impose sanctions on students and employees (consistent
with local, state and federal law), and a description of those sanctions, up to and including expulsion or
termination of employment and referral for prosecution, for violations of the standards of conduct
required by paragraph (1)(A); and

(2) a biennial review by the institution of its program to
(A) determine its effectiveness and implement changes to the program if they are needed; and
(B) ensure that the sanctions required by paragraph (1)(E) are consistently enforced.

(b) Each institution of higher education that provides the certification required by subsection (a) shall,
upon request, make available to the secretary and to the public a copy of each item required by
subsection (a)(1) as well as the results of the biennial review required by subsection (a)(2).

(c) (1) The Secretary shall publish regulations to implement and enforce the provisions of this section,
including regulations that provide for
(A) the periodic review of a representative sample of programs required by subsection (a); and
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(B) a range of responses and sanctions for institutions of higher education that fail to implement their
programs or to consistently enforce their sanctions, including information and technical assistance, the
development of a compliance agreement, and the termination of any form of Federal financial assistance.
(2) The sanctions required by subsection (a)(1)(E) may include the completion of an appropriate
rehabilitation program.

(d) Upon determination by the Secretary to terminate financial assistance to any institution of higher
education under this section, the institution may file an appeal with an administrative law judge before
the expiration of the 30-day period beginning on the date such institution is notified of the decision to
terminate financial assistance under this section. Such judge shall hold a hearing with respect to such
termination of assistance before the expiration of the 45-day period beginning on the date that such
appeal is filed. Such judge may extend such 45-day period upon a motion by the institution concerned.
The decision of the judge with respect to such termination shall be considered to be a final agency
action.

EFFECTIVE DATE

(A) Except as provided in subparagraph (B), the amendment made by paragraph (1) shall take effect on
Oct. 1,1990.

(B) The Secretary of Education may allow any institution of higher education until not later than April 1,
1991, to comply with section 1213 of the Higher Education Act of 1965 (as added by paragraph (1)) if such
institution demonstrates

(i) that it is in the process of developing and implementing its plan under such section; and

(ii) it has a legitimate need for more time to develop and implement such plan.

The College commits itself to educating its constituencies regarding alcohol consumption and its
physiological, psychosocial and behavioral effects. Efforts will be made to identify the intrapersonal and
interpersonal conditions that foster abusive drinking, and skill development workshops will be offered to
assist students in coping with the academic, emotional and social pressures they face.

It is important to recognize that many college students have "negative" role models regarding the
consumption of alcoholic beverages. The misuse and abuse of alcohol is prevalent in the U.S. On those
occasions when alcohol is consumed by persons on campus, it is important that distinctions be made
between "acceptable” and "unacceptable" alcohol-related behavior. Therefore, in addition to the
regulatory policies and procedures, the College will conduct educational experiences designed to foster
an environment in which people understand and respect the power of alcohol as an intoxicant and learn
to use it with care and responsibility.

360.04 PROBLEM DRINKING
SUNY Cortland offers and supports individual or group counseling for all members of the College

community whose alcohol consumption impairs their academic and/or job performance, creates
significant interpersonal conflict, or contributes to damaging school or private property. The College's
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students receive services through student affairs programs and the faculty/staff are served through
employee assistance programs.

360.05 OTHER DRUGS

1. The illegal possession and/or use of marijuana, barbiturates, amphetamines, hallucinogenic
compounds, narcotics and other controlled substances is in violation of federal and state law. The
College will not protect members of the College community from prosecution under the law.
Providing information (about the possession, sale, or use of controlled substances) to law
enforcement agencies is left completely to the discretion of the individual student, faculty, staff
member or administrator. Decisions of this nature are a matter of conscience and individuals
making the decision to provide such information can do so with the assurance that they will be
supported by the College. In the event that an official investigation occurs, the persons involved
will be advised of their rights under the law. Legal counsel will not be provided by the College. The
College expects that individuals who choose to possess, sell or use controlled substances must be
prepared to accept complete responsibility for their actions.

2. The College has an obligation to provide its members with information on the medical,
psychological and legal consequences of the use of controlled substances. In addition to formal
presentations and informal discussions, audiovisual and printed material will be utilized to
accomplish this task.

3. Persons with drug problems or dependencies will be encouraged to seek professional assistance
through the College Counseling Service, the College Health Service, approved rehabilitation
programs, or private sources. The College shall consider conferences with resource persons
privileged and confidential, subject to the standards established by the medical and psychological
professions within the limits of state and federal laws.

(Approved by the College Council, May 14, 1983; revised May 1986 and again in May 1990)

Back to Chapter 360

ToP
CHAPTER 370: Policy on Students with HIV Disease

370.01 STATEMENT OF POLICY

The campus response to persons with HIV disease or HIV disease related conditions will be determined
on a case-by-case basis. College officials will analyze and respond to each case as required by its own
particular facts.

There will be no additional information requested on the medical history/physical examination form
required of students before enrollment.

Consideration of the existence of HIV disease, ARC or a positive HIV-IIl antibody test will not be part of
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the initial admission decision for those applying to attend this institution.

Decisions about residential housing of students with HIV disease, ARC or a positive HIV-IIl antibody test
will be made on a case-by-case basis using the best currently available medical information.

Guidelines concerning the handling of confidential medical information about students with HIV disease,
ARC or positive HIV-IIl antibody test will follow the general standards established by the New York State
Department of Health and the general standards included in the American College Health Association's
Recommended Standards and Practices for a College Health Program.

Additional information on this policy is available from the Vice President for Student Affairs' Office and
the Human Resources Office.

ToP

CHAPTER 380: State University Housing Policies

380.01 Rules and Regulations

380.02 Responsibility for Room and Contents

380.03 Administratiom of Housing

380.04 Chief Administrative Officers Authorized to Make Rules and Regulations for Student Housing

380.05 Residence in College-Operated or Approved Housing

380.06 Approval of Off-Campus Housing

380.07 Limitations on Separate Programs for Ethnic Minority Group Students

380.08 Guest Room Use Policy

380.09 Current Local Address, Local Phone Number and Valid E-mail Address

380.01 RULES AND REGULATIONS

Failure to comply with the following policy statements is a violation of College policy and any student
who is guilty of violating any of these regulations or who fails to pay any fee or assessment as required
shall be subject to such appropriate disciplinary action as may be deemed necessary by the chief
administrative officer of the unit at which the student is in attendance.
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A. The housing of any student in any College-operated building is conditioned upon his/her
continued attendance in good standing as a student of the College, the payment of all tuition,
fees, charges and assessments that are imposed, as well as compliance with the rules and
regulations of this code. It is also understood that students must comply with any and all
published housing and residence regulations.

B. Each student assigned housing in College-operated buildings will be held responsible for any
damage to his/her assigned room or quarters; to the furniture, fixtures, equipment and effects
contained therein; and for any damage caused by him/her to any other part of the premises or
attendant facilities.

C. In the event that two or more students occupy the same room or quarters, and it cannot be
determined which student is responsible for damages, assessments will be made against both or all
equally.

D. Each student has the responsibility to report immediately the need for repairs to his/her room or
quarters, furniture, fixtures, equipment and effects contained therein.

E. All students when on College property and residential premises shall conduct themselves in an
orderly manner and shall take care to see that no damage, defacement or other injury is caused to
such property; ordinary wear and tear excepted.

(NOTE: Please refer to the room and board license and Key to Residence Hall Living for specific
information regarding violations of residence life and housing policies.)

380.02 RESPONSIBILITY FOR ROOM AND CONTENTS

A. When students commence residence in a room or quarters in College-operated housing,
inspection of the existing condition will be noted on a Room Condition Report and the students
shall be required to sign this form.

B. The Room Condition Report shall include items that have been assigned to an individual and for
which she or he will be held responsible as an individual. It will also include suite lounges and other
public areas that have been assigned to roommates or suitemates and for which they are
collectively responsible.

C. Upon termination of the students' residency, a second inspection of the room or quarters will be
made and all items of damage not previously noted will be recorded, evaluated and assessed
against the students who occupy the room or quarters accordingly.

380.03 ADMINISTRATION OF HOUSING

The chief administrative officer of each institution shall have the power and duty of administering these
rules and regulations and is hereby authorized to adopt such additional rules and regulations as in his/her
opinion may be necessary for such purpose, not inconsistent herewith, subject to the prior approval
thereof by, and the filing of such regulations with, the chancellor of the State University.

380.04 CHIEF ADMINISTRATIVE OFFICERS AUTHORIZED TO MAKE RULES AND
REGULATIONS FOR STUDENT HOUSING
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A. Subject to these regulations the chief administrative officer of each state-operated unit of the
University is hereby authorized to make and administer rules and regulations for student housing
that may:

1. Prescribe the extent to which students in full-time attendance, other than married students or
students residing with a parent or parents, shall be required to live in College-operated housing
operated by such unit, and

2. Provide the procedure for obtaining the permission of such chief administrative officer or such
other officer or officers as s/he may designate to live off-campus.

B. In making such rules and regulations each chief administrative officer shall give consideration to
the extent to which housing is available and utilized in College-operated housing, to the availability
and suitability, with respect to health, safety, and supervision, of off-campus housing and to
provide for individual cases under special circumstances.

380.05 RESIDENCE IN COLLEGE-OPERATED HOUSING OR APPROVED
HOUSING

Every student in full-time attendance at a state-operated unit of the University, other than married
students or students residing with a parent or parents, shall be required to live in College-operated
housing maintained and operated by such unit or to have permission under such provisions as may be
made therefore by the chief administrative officer of such unit to live off-campus.

380.06 APPROVAL OF OFF-CAMPUS HOUSING

The College does not inspect or supervise private off-campus housing facilities. The College is not a
party to any lease or contract between a student and an operator of private housing facilities.

380.07 LIMITATIONS ON SEPARATE PROGRAMS FOR ETHNIC MINORITY
GROUP STUDENTS

Compliance requirements of Title VI and the Civil Rights Act of 1964:

A. Separate Housing for Students Based on Race

All housing that is owned, operated or supported by the institution or a public agency must be available
to all students without regard to race, ethnicity or national origin and assignment to such housing must
be made in a nondiscriminatory manner.

B. Separate Social Activity Space

Where the institution donates or otherwise makes available institution-owned facilities or land for
student use or activities or where it provides funds or other financial assistance to acquire or operate

facilities for such activities, it must be assured that the activities are to be operated without
discrimination based on race, ethnicity or national origin.
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C. Separate Colleges, Schools or Institutions

Every service and benefit offered by the institution to students must be open and available to all
students without regard to race, ethnicity or national origin. (Dept. HEW, March 1969)

380.08 GUEST ROOM USE POLICY

The College provides limited guest accommodations for official guests of College departments, student
clubs, the student activities board, the Student Government Association, the Auxiliary Services
Corporation and Greek field representatives. College associates who have retired, transferred or resigned
from service are also permitted to use the guest accommodations for one to two nights provided a
current member of the faculty/staff assumes the role of host/hostess.

Accommodations are also available for parents or immediate family of students involved in emergency or
crisis situations and for campus personnel during a time of campus or community emergency.

Long-term use of guest accommodations is subject to approval:

Four to six days — director of residence life and housing
Seven to 14 days — vice president for student affairs
More than 14 days — President's Cabinet

Information regarding charges and reservations can be secured through the Residence Life and Housing
Office.
(Approved by President Clark, Jan. 30, 1990)

380.09 CURRENT LOCAL ADDRESS, LOCAL PHONE NUMBER AND VALID
E-MAIL ADDRESS

In order to effectively communicate with all members of the College community, the College requires
students to register a current local address, local phone number and valid e-mail address. This
information is required in order for students to complete any registration functions. Any changes in local
directory information must be submitted within two weeks. Directory changes may be submitted
directly to the Registrar's Office.

Back to Chapter 380

Top

CHAPTER 390: SUNY Cortland Recognition of Fraternities and
Sororities
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390.01 Recognition of Fraternities and Sororities

390.02 GPA Requirements

390.03 Transfer Pledge Policy

390.04 Affiliation with Banned Greek Organizations

390.01 RECOGNITION OF FRATERNITIES AND SORORITIES

Fraternity and sorority colonies/chapters of a national or local organization will be held responsible for
positive contributions to the primary educational mission of the College, and therefore, are under an
obligation to encourage the most complete personal development of their members, intellectually and
socially.

Effective May 1,1988, only nationally affiliated sororities/fraternities may colonize at SUNY Cortland.
Recognition information, procedures and guidance can be obtained through the Campus Activities and
Corey Union Office. The vice president for student affairs has the right to revoke university recognition if
the fraternity or sorority fails to comply with any of the recognition guidelines.

(Approved by College Council, May 14,1988)

390.02 GPA REQUIREMENTS

No non-transfer student shall rush for a Greek social organization until that student has earned at least 12
credit hours at Cortland, and earned a grade point average of 2.0 or better, with this verification to occur
by the Student Affairs Office after Greek organizations have submitted lists of proposed members to the
Campus Activities and Corey Union Office. Any Greek organization failing to comply with the above
stipulation shall be suspended for a minimum of one year, and any Greek organization failing to submit
full required information on this matter shall also be suspended for one year.

(Approved by College Council, May 1991)
390.03 TRANSFER PLEDGE POLICY

Transfer students who wish to join recognized Greek organizations during their first semester here are
required to have a minimum of 24 post high school credit hours and have a minimum grade point average
of 2.5 for those credit hours. It is the responsibility of each Greek organization to submit a roster to the
Campus Activities and Corey Union Office with the names of each first-semester transfer student
wishing to join that organization. This roster will include each student's post high school credit hours and
his/her grade point average that will be verified by the Campus Activities and Corey Union Office prior
to the student beginning the new member/pledging process. The Campus Activities and Corey Union
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Office will maintain records of this process. At the end of a two-year period, the Faculty Senate will
review these records and make a recommendation regarding the continuation of this policy.

(Approved by President Taylor, July 2000)

390.04 AFFILIATION WITH BANNED GREEK ORGANIZATIONS

SUNY Cortland students are prohibited from joining or affiliating with any groups that have been
permanently banned by the College. For this purpose, affiliation is defined as joining, rushing, pledging or
being involved in any activity that would normally be associated with being a member of an organization.
In addition, residing in facilities that are owned or controlled by these organizations is considered
affiliation. This policy is effective May 3, 2000, meaning that any students who were affiliated with groups
banned by the College prior to that date will not be considered in violation of this policy.

(Approved by College Council, May 3, 2000)

TOP
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CHAPTER 410: Admission and Registrar's Office Policies

410.01 Admission Policy

410.02 Non-Degree Students

410.03 Educational Opportunity Program Students

410.04 Advanced Placement and Credit for Equivalency Examinations

410.05 General Education

410.06 College Credit Hour System

410.07 Change of Undergraduate Major

410.08 Eliqgibility for Student Teaching and Fieldwork

410.09 Auditing Courses

410.10 Academic Credit from Other Colleges

410.11 Class Attendance for Students and Faculty

410.12 Reporting Absences and lliness

410.13 Reporting Death of Student or of Parent

410.14 Course Schedule Changes

410.15 Regqistration

410.01 ADMISSION POLICY

SUNY Cortland, as a public institution, welcomes applications from all persons who meet the
College's admissions standards. A competitive selection process is necessary because the number
of students to be accepted must be limited by the College's teaching and physical resources.

With the help of admissions information, including Web information, potential applicants can
determine whether or not SUNY Cortland has the programs that meet their needs. SUNY Cortland
offers a broad range of major programs for undergraduate students as well as a variety of graduate
programs in teacher education, professional studies, English and history. Approximately 21 percent of
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the College's entering undergraduate students have not decided upon a major at the time they enroll,
and ordinarily it is not necessary to decide upon a major until the end of the sophomore year.

410.02 NON-DEGREE STUDENTS

On occasion, individuals who have not applied for degree status at SUNY Cortland enroll in course
work, at both the undergraduate and graduate levels. The College accommodates such individuals by
allowing them, on a course-available basis, to register as non-degree students. Undergraduate non-
degree students are not permitted to register until the first day of classes each semester. Non-degree
students are directed to the Register’s Office at the opening of the semester for additional
information. Those students who have been academically dismissed from SUNY Cortland are
ineligible for non-degree status. Those students who have applied for and have been denied regular
admission to SUNY Cortland are ineligible to enroll at the College during the semester in which they
applied for admission.

Non-degree students may enroll only on a part-time basis (11.5 credit hours or less for
undergraduates, nine credit hours or less for graduate students). Once undergraduate students have
attempted 15 credit hours at SUNY Cortland and once graduate students have completed nine credit
hours at SUNY Cortland, they must apply through the Admissions Office for matriculated status
(degree status) or discontinue course work at the College. No more than nine credit hours may be
taken as a non-matriculated student at the graduate level.

410.03 EDUCATIONAL OPPORTUNITY PROGRAM STUDENTS

In 1968 SUNY Cortland inaugurated a program then called "Project Opportunity," designed to admit
students who demonstrate an academic potential despite a background of economic and educational
disadvantagement. These students should be able to offer evidence of their ability to achieve in
college.

Financial assistance through outright grants and loans is available to those who qualify economically
and who are admitted to the program. Tutorial help and counseling are provided, if needed, during
special summer programs and during the academic year.

410.04 ADVANCED PLACEMENT AND CREDIT FOR EQUIVALENCY
EXAMINATIONS

SUNY Cortland will accept a maximum of 30 credit hours earned through such sources as Advanced
Placement, College Level Examination Program, or College Proficiency and/or the International
Baccalaureate. This maximum applies to all of these courses combined, not individually.

Challenge Examinations

At the discretion of individual departments, students may arrange challenge examinations to
demonstrate proficiency in the content areas of specific courses for academic credit. Faculty may
arrange written, oral or performance exercises to establish competency and the appropriate number
of credit hours will be awarded for satisfactory performance with a grade of P. Interested students
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should contact the department chair responsible for the content area that they wish to challenge. If
the department agrees to supervise the challenge, the student is referred to the office of the school
dean to complete the appropriate form and pay a fee, if appropriate.

Credit for International Baccalaureate Courses

Students enrolling at SUNY Cortland who have completed International Baccalaureate course work
will receive advanced standing credit toward their baccalaureate degree at the College as follows:

1. Students who have completed the International Baccalaureate diploma will receive up to 30
credit hours (one year's advanced standing).

2. Students who have not completed the International Baccalaureate diploma will receive
equivalent credit for up to two introductory courses for each higher level examination in which a
grade of four or better has been earned.

3. Subsidiary level subjects will be evaluated on an individual basis.

Credit for Courses Taken in Military Service

Credit for and/or waiver of courses or programs taken while in the military service may be granted by
the dean of the school in which the student majors with the consultation of the appropriate
department chair if these courses or programs are parallel to courses offered at SUNY Cortland.
Graduate students may receive such credits or waivers from the transfer credit coordinator in
consultation with the appropriate graduate coordinator.

Credit for Equivalency Examinations
Under State University of New York policy, credit will be granted for published examinations from the

following test series provided that the specified minimum performance levels are met and that the
examinations are in areas that normally receive transfer credit at SUNY Cortland.

SUNY Cortland students are not eligible to receive credit by equivalency examinations when they are
enrolled in or have completed a higher level course within the same discipline.

A maximum of 30 credit hours may be earned through these published examinations:
College-Level Examination Program

(Subject Examinations)
Credit is granted for a mean score obtained by persons from the standardization group who have
earned a grade of C in a formal course.

College Proficiency Examinations
Credit granted for performance at a grade level of C.

Advanced Placement Program
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Credit granted for a score of three or higher within the scale of five points used for this program.
Programs Sponsored by Non-collegiate Organizations and the Armed Forces

SUNY Cortland observes the recommendations of the American Council on Education's Office on
Educational Credit and of the University of the State of New York's Program in Non-collegiate
Sponsored Instruction in the evaluation of educational experiences sponsored by Non-collegiate
organizations and the military when the content is considered appropriate as transfer credit.

Credit for and/or waiver of courses or programs taken under the auspices of a Non-collegiate
organization or the armed forces may be granted by the school dean of the student's major with the
consultation of the appropriate department chair.

410.05 GENERAL EDUCATION
SUNY Cortland General Education

The purpose of General Education is to provide students with an intellectual and cultural basis for
their development as informed individuals in our society. This requires that they understand the ideas
that have formed our own civilization, that they appreciate other cultures and that they have
knowledge of the fundamental principles that govern the physical universe. All students must
complete the Cortland General Education Program requirements by taking one course in each of the
categories listed below, with the exception of the natural sciences category in which they must take
two courses.

Identifying courses that meet requirements

Students should refer to the General Education section of the registrar’s website for a current and full
listing of SUNY Cortland’s courses that fulfill General Education categories. Students should refer to
the search-by-attribute feature of the online Course Schedule for a listing of General Education
courses offered within a particular semester.

Cortland General Education

The Cortland General Education Program fulfills all SUNY General Education requirements and
includes additional elements specific to the Cortland degree. Students will take one course in each of
the categories listed below with the exception of:

a) natural sciences in which they must take two courses,

b) foreign language where the requirement depends on the degree program, and

c) basic communication in which they must complete both academic writing and presentation skills
areas.

Double counting, or the use of a single course to satisfy more than one category, is allowed but is
subject to the following limitations:
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a) no course used by an individual student to satisfy the humanities category may be used to satisfy
another subject category, and

b) no single course may in any case be used to satisfy more than two General Education categories.
Students may not take more than two courses in any one discipline to satisfy the requirements of the
Cortland General Education Program. Students should refer to the registrar’s website under All-
College Requirements for detailed information regarding Cortland General Education Program. A full
list of General Education requirements across SUNY is available at
www.suny.edu/provost/generaleducatioin/courselist/mastercampuslist.cfm .

Cortland General Education Learning Outcome Categories

Quantitative Skills

Natural Sciences (two courses, see Category 13)
Social Science

United States History and Society

Western Civilization

Contrasting Cultures

Humanities

The Arts

Foreign Language (refer to degree program)
Basic Communication

Academic Writing and

Presentation Skills

11. Prejudice and Discrimination

12. Science, Technology, Values and Society
13. Natural Sciences (second of two courses)

CO®NOOA~WN~

—_—

Transfer Courses

Any approved SUNY General Education course taken at another institution will be accepted into the
related Cortland General Education category. Courses from non-SUNY institutions and courses for
Cortland Category 11, Prejudice and Discrimination, and Category 12, Science, Technology, Values
and Society, also may be transferred, providing they meet the learning outcomes of these categories.
Natural sciences courses that provide a survey of a traditional discipline with a laboratory will be
accepted into Category 2A; all others will be accepted into Category 2B.

At the time of initial entry to SUNY Cortland, transfer students will be granted up to three waivers that
can be applied toward meeting the requirements in Category 11, Category 12 and one of the Natural
Science course requirements reflected in Category 13. Waivers will be granted based only on transfer
credit posted. Transfer students criteria:

1. Students entering Cortland with 20-34.5 credit hours will be eligible for one waiver.

2. Students entering Cortland with 35-49.5 credit hours will be eligible for two waivers.
3. Students entering Cortland with 50 or more credit hours will be eligible for three waivers.

410.06 COLLEGE CREDIT HOUR SYSTEM
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The basic unit of credit in college courses is the credit hour, one hour of credit for a 16-week
semester. Students are expected to study a minimum of three hours outside of class for each credit
hour. Thus a student should plan on a 45-hour study week for an academic load of 15 credit hours.

The full-time undergraduate student semester credit hour load varies from 12 to 18 hours a semester,
depending on the program. Credit workloads in excess of 18 credit hours must be approved by the
associate dean of the school of the student’s major.

410.07 CHANGE OF UNDERGRADUATE MAJOR
Change of Major

Qualified students who meet the academic criteria published in the College Catalog may apply for a
new major. In addition to establishing academic criteria, such as grade point averages and standards
to be met in prerequisite courses, some departments limit acceptances. Students who do not meet
the criteria or who are not accepted due to a limited number of openings must select another major.
Caution: Students remaining on a waiting list or as pre-majors after their sophomore year will
jeopardize their eligibility for financial aid and potentially their time to degree completion.

Undergraduate Change of Major forms are available on the Web or in department offices and require
the signed approval of the accepting department chair. Students should file all change of major forms
in the department of the new major before the established deadline each semester — October and
March — to ensure the ability to register for courses in the new major during the registration period.

Changes in Degree Requirements

While the curriculum at Cortland undergoes frequent review and new courses are established,
students are assured that requirements for graduation at the time of initial enrollment will remain
unchanged for those who complete their undergraduate programs within the same major without
interruption. A change of major, the addition of a new minor or concentration may result in a change
of catalog term and additional required course work for the new major and/or the need to meet
certain grade point criteria as determined by the new department’s published requirements at the
time of the change of major. An official leave of absence is not considered an interruption of
enroliment.

The College reserves the right to change the College calendar, fees and requirements other than
those for degrees. Such changes become effective when adopted.

Back to Chapter 410

TOP

410.08 ELIGIBILITY FOR STUDENT TEACHING AND FIELDWORK

To be eligible for student teaching, fieldwork, cooperative programs, internships or recreation
education practica, undergraduate students must have at least a 2.5 minimum cumulative quality
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point average for most programs, have no incompletes on their record and not be on any form of
probation. Graduate students must have at least a 3.0 cumulative quality point average, have no
incompletes and not be on any form of probation. Certain programs (in the School of Professional
Studies, School of Education, adolescence English, adolescence foreign language, adolescence
mathematics, adolescence sciences and adolescence social studies) have additional eligibility
requirements, which are fully explained under appropriate department sections of the Undergraduate
Catalog or the Graduate Catalog.

Students may not be enrolled in any course work (at Cortland or any other institution) nor participate
in any College-related activities while engaged in student teaching or fieldwork.

410.09 AUDITING COURSES

Auditing of courses is subject to the following conditions:

A. Auditors shall be accepted into classes only with the consent of the instructor of record and will
be denied admission to classes that have reached the maximum number of students.

B. Course auditors normally will not be charged any tuition, but will pay all laboratory and course-
related fees and any other charges connected with a course.

C. Course auditors will not be enrolled or listed on an official class roster. They will attend without
credit or formal recognition. They do not need to meet the requirements of the course.

D. Course auditors may not subsequently request credit for the course even if they complete the
course requirements.

Effective Sept. 1, 1974, Chapter 1002 of the Session Laws of New York 1974 amends sections 355
and 6303 of the Education Law to permit persons 60 years of age and older to enroll in courses at
colleges in State University of New York without tuition, examination, grading, or credit. The
permission to enroll is on a space available basis as determined by the president of the College
involved and provided that such audit attendance will not interfere with the attendance of otherwise
qualified students.

410.10 ACADEMIC CREDIT FROM OTHER COLLEGES

A. Advanced Standing

Only course work satisfactorily completed at regionally accredited collegiate institutions will be
accepted. Usually credit is allowed only

for those courses in which a grade of “C-” or better has been earned. However, credit may be granted
for “D” grades if the student has received an Associate of Arts (A.A.), Associate of Science (A.S.) or
any bachelor’s degree at the time of first admission to SUNY Cortland. Grades of Pass “P” and
Satisfactory “S” awarded at another institution may be accepted at the discretion of the associate
dean of the school of the student’s major at the initial point of matriculation. The associate deans will
have the opportunity to:

decline to accept the course,

waive a requirement on the basis of a Pass “P” and Satisfactory “S” grade without granting
course credit,
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allow the course to count as its equivalent at Cortland in the case of activity/participation
courses,
award credit under the General Elective (GEN) or Liberal Arts (LASR) labels.

All credits accepted for transfer must have been earned at institutions granted regional accreditation
by the Council for Higher Education Accreditation (CHEA), e.g., the Middle States Association,
Southern Association, North Central Association, New England Association, Northwest Association,
or Western Association of Secondary Schools and Colleges.

While credits are transferable, grades earned at other colleges are not calculated in the Cortland
grade point average. Grade point averages that qualify students for honors and recognition at
Commencement are based exclusively upon institutional course work at Cortland.

Students entering SUNY Cortland with an A.A. or A.S. will, in most instances, be able to complete
requirements for a bachelor’s degree with an additional 60 to 64 credit hours of course work.
Students pursuing professional degree programs, such as those leading to teacher certification, may
need additional courses to fulfill requirements over and above the minimum needed to earn a
Cortland bachelor’s degree. Requirements for the bachelor’s degree are listed in the Degree
Requirements section of the undergraduate catalog.

B. Credit From Other Colleges

SUNY Cortland students must complete at least 45 credit hours for the degree at SUNY Cortland to
meet the College’s residency requirement. In addition, one half the credit hours for the major, minor
and/or concentration must be completed at SUNY Cortland. Students matriculated at the College can
receive credit for course work taken at other colleges if they receive prior approval from the
appropriate associate dean. Cortland transfer students may receive up to 64 credit hours of transfer
credit from two-year colleges. This maximum credit hour total includes any 100- or 200- level
courses, Advanced Placement, College Level Examination Program, College Proficiency or
International Baccalaureate credits.

Only course work satisfactorily completed at regionally accredited collegiate institutions will be
accepted. Usually credit is allowed only for those courses in which a grade of C- or better has been
earned. However, credit may be granted for D grades if the student has received an associate of arts
(A.A.), associate of science (A.S.) or any bachelor’s degree at the time of first admission to SUNY
Cortland. Transfer students from four-year colleges or universities may receive additional credit hours
toward degree requirements at Cortland. The maximum number of credit hours accepted ranges from
75-83, depending on the number required for graduation in the chosen program.

Grades of Pass (P) and Satisfactory S awarded at another institution may be accepted at the
discretion of the associate dean of the school of the student’s major at the initial point of
matriculation. The associate dean will have the opportunity to:

decline to accept the course,

waive a requirement on the basis of a Pass (P) and Satisfactory (S) grade without granting
course credit,

allow the course to count as its equivalent at Cortland in the case of activity/participation
courses,
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award credit under the General Elective (GEN) or Liberal Arts (LAS) labels.

All credit hours accepted for transfer must have been earned at institutions granted regional
accreditation by the Council for Higher Education Accreditation (CHEA), e.g., the Middle States
Association, Southern Association, North Central Association, New England Association, Northwest
Association, or Western Association of Secondary Schools and Colleges.

While credit hours are transferable, grades earned at other colleges are not calculated in the
Cortland grade point average. Grade point averages that qualify students for honors and recognition
at Commencement are based exclusively on course work at Cortland.

Students entering SUNY Cortland with an A.A. or A.S. will, in most instances, be able to complete
requirements for a bachelor’s degree with an additional 60-64 credit hours of course work. Students
pursuing professional degree programs, such as those leading to teacher certification, may need
additional courses to fulfill requirements over and above the minimum needed to earn a Cortland
bachelor’s degree. Requirements for the bachelor’s degree are listed in the Degree Requirements
section of the College catalog.

Any school of the College may designate special requirements that may not be taken elsewhere.

410.11 CLASS ATTENDANCE FOR STUDENTS AND FACULTY

A. Students (Endorsed by the Faculty Senate, Feb. 27, 1990 and approved by President Clark,
March 28, 1990)

It is the policy of the College that regular class attendance is a basic requirement in all courses.
However, as long as absences are not excessive, it shall be the students' performance and not their
attendance record that shall determine their course grades. Penalties for excessive absences, as
determined by the instructor's policy, shall not exceed one-third of a letter grade per class hour of
absence.

Students are responsible for all work missed. Instructors shall establish procedures to allow students
who have been absent for valid reasons to make up missed class work. If students anticipate having
to miss class, it is their responsibility to inform the instructor ahead of time. Undergraduate students
who miss a final examination will receive an E for that course unless they obtain an excuse for their
absence from their dean.

New York's State Education Law, as amended, provides that "no person shall be expelled from or be
refused admission as a student to an institution of higher education for the reason that he is unable,
because of religious beliefs, to attend classes or participate in any examination, study or work
requirements on a particular day or days."

Classes and examinations are scheduled according to the academic calendar that is adopted by the
College each year. The fall semester usually begins late in August and ends in the third week of
December. The spring semester usually begins in mid-to-late January and ends in the third or fourth
week of May.

Students who drop out of college without officially withdrawing are severing ties to the College and
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must accept the academic penalties for their actions. If there is an intent to return to the College, a
student must go through the readmission process.

B. Faculty

Faculty members are required to meet their classes as scheduled by their department unless
permission to change meeting times has been granted by the school dean, after consultation with the
department chair and with the Registrar's Office. Approval of a request to change a course meeting
time requires that:

1. Students enrolled in the course have no conflicts with any other scheduled course including
laboratory or performance courses.

2. Students are not subjected to extreme inconvenience by the time change.

C. Class Attendance

It is the policy of the College that regular class attendance is a basic requirement of all courses.
However, as long as absences are not excessive, it shall be the student performance and not
attendance which shall determine the course grades. The policy does not exclude class participation
and/or performance as a factor in determining course grades.

Other than the restrictions stated in this policy, the taking of attendance and attendance requirements
are at the discretion of the individual instructor. In determining the student’s grade, the instructor may
consider excessive absences. Instructors shall state in the course syllabus, and emphasize to the
class at the first meeting, the attendance requirement for the course. Instructors should make clear to
their classes what they consider to be valid reasons for missing class, and what penalties will be
assessed for excessive absences.

Penalties for excessive absences, as determined by the instructor’s policy, shall not exceed one-third
of a letter grade per class hour of absence.

Students are responsible for all work missed. Instructors shall establish procedures to allow students
who have been absent for valid reasons to make up missed class work. If students anticipate having
to miss class, it is their responsibility to inform the instructor ahead of time.

Students who miss a final examination will receive a grade of E for that course unless they
have obtained an excuse for their absence from the associate dean of their school.

Absences due to participation in approved College activities shall be considered valid absences. The
provost and vice president for academic affairs shall determine what College activities are approved
as valid for students to be absent from classes.

Nonattendance does not mean a student has dropped a course. Students who have not
attended class and have not officially dropped or withdrawn from the course will receive a
grade of E.

410.12 REPORTING ABSENCES AND ILLNESS

If students are not in Cortland and are going to be absent from campus because of emergencies

http://www?2.cortland.edu/offices/publications/handbook/part-four/ Page 11 of 98



SUNY Cortland: Part Four: General Policies and Procedures of the College 3/10/11 11:54 AM

such as surgery, accidents involving lengthy absences from campus, or extenuating circumstances,
they should notify the associate dean of the school in which they are majoring. The associate dean
will notify instructors.

Classes and examinations are scheduled according to the academic calendar that is adopted by the
College each year. The fall semester usually begins late in August or early in September and ends in
the third week of December. The spring semester usually begins in mid- to late-January and ends in
the third or fourth week of May.

Religious Beliefs and Class Attendance
Section 224-a of the New York State Education Law reads as follows:

1. No person shall be expelled from or be refused admission as a student to an institution of higher
education for the reason that he is unable, because of his or her religious beliefs, to register or
attend classes or to participate in any examination, study or work requirements on a particular
day or days.

2. Any student in an institution of higher education who is unable, because of his or her religious
beliefs, to attend classes on a particular day or days shall, because of such absence on the
particular day or days, be excused from any examination or any study or work requirements.

3. It shall be the responsibility of the faculty and of the administrative officials of each institution of
higher education to make available to each student who is absent from school, because of his
or her religious beliefs, an equivalent opportunity to register for classes or make up any
examination, study or work requirements which he or she may have missed because of such
absence on any particular day or days. No fees of any kind shall be charged by the institution
for making available to the said student such equivalent opportunity.

4. If registration, classes, examinations, study or work requirements are held on Friday after four
o’clock post meridian or on Saturday, similar or makeup classes, examinations, study or work
requirements or opportunity to register shall be made available on other days, where it is
possible and practicable to do so. No special fees shall be charged to the student for these
classes, examinations, study or work requirements or registration held on other days.

5. In effectuating the provisions of this section, it shall be the duty of the faculty and of the
administrative officials of each institution of higher education to exercise the fullest measure of
good faith. No adverse or prejudicial effects shall result to any student because of his or her
availing himself or herself of the provisions of this section.

6. Any student, who is aggrieved by the alleged failure of any faculty or administrative officials to
comply in good faith with the provisions of this section, shall be entitled to maintain an action or
proceeding in the supreme court of the county in which such institution of higher education is
located for the enforcement of his or her rights under this section.

6-a. It shall be the responsibility of the administrative officials of each institution of higher
education to give written notice to students of their rights under this section, informing them that
each student who is absent from school, because of his or her religious beliefs, must be given
an equivalent opportunity to register for classes or make up any examination, study or work
requirements which he or she may have missed because of such absence on any particular day
or days. No fees of any kind shall be charged by the institution for making available to such
student such equivalent opportunity.

7. As used in this section, the term “institution of higher education” shall mean any institution of
higher education, recognized and approved by the regents of the university of the state of New
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York, which provides a course of study leading to the granting of a post-secondary degree or
diploma. Such term shall not include any institution which is operated, supervised or controlled
by a church or by a religious or denominational organization whose educational programs are
principally designed for the purpose of training ministers or other religious functionaries or for
the purpose of propagating religious doctrines. As used in this section, the term “religious belief
” shall mean beliefs associated with any corporation organized and operated exclusively for
religious purposes, which is not disqualified for tax exemption under section 501 of the United
States Code.

410.13 REPORTING A DEATH OF A STUDENT OR OF A PARENT

When notified of the death of a student or a student's parent, the vice president for student affairs will
take the responsibility for notifying the president, the provost and vice president for academic affairs,
and the school dean as appropriate.

410.14 COURSE SCHEDULE CHANGES

Students wishing to make adjustments to their academic class schedule may do so during the official
College drop/add period, the first full week of each semester. Classes may be dropped and added
without penalty during this period only. Second- and fourth-quarter courses have a designated two-
day drop/add period in October and March, respectively. Refer to the College calendar and the
registrar’s dates and deadlines for specific dates.

Students who do not attend a class are not dropped automatically and will receive a grade of E.

All drop/add transactions made after the official drop/add period are subject to late fees. After the
official drop/add period, students must withdraw from a class and file an Official Withdrawal from
Course Form that must have the approval of the respective associate dean.

410.15 REGISTRATION

Information about the procedures to be followed for registration are made available each semester by
the registrar, Advisement and Transition and the Graduate Admissions Office.

Back to Chapter 410

TOP

CHAPTER 415: General Academic Policies and Regulations

415.01 Grading System

415.02 Quality Points/Grade Point Average

415.03 Examination Policies
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415.27 Official College Transcript Policy — Nonacademic Disciplinary Action

415.28 Discipline Action Pending

415.29 Guidelines for Submitting Proposals to Change Existing Policy or Introduce New All-College Education
Policy

415.30 Posthumous Degree

415.01 GRADING SYSTEM
A. Letter Grading

SUNY Cortland employs the plus and minus grading system with the following basic classifications: A
indicates superior performance, B indicates good performance, C indicates fair performance, D
indicates minimally acceptable performance, and E indicates failure of a course. The grade D- is the
lowest grade for which College undergraduate credit is awarded.

A letter grade of A+ through E is employed when both of the following criteria are met:

a. the performance of each student is monitored and evaluated by the instructor with some
specific measure of each student's cognitive achievement;

b. the nature of the course and the measure(s) of student achievement employed lend themselves
to the full range of grades (A+ through E).

B. Alternative Grading System

1. SUNY Cortland has an alternative grading system, S for Satisfactory and U for Unsatisfactory.
Satisfactory indicates meeting minimum criteria for passing the course, while Unsatisfactory
indicates failure to meet minimum criteria for passing the course.

Normally, grades S and U will constitute the alternative grading system. However, additionally
with approval from appropriate curriculum committees, departments may use an H for Honors to
indicate an exceptional level of achievement in designated courses. This H, S, and U alternative
grading system is used for courses that do not satisfy both criteria 'a' and 'b' above.

Honors, Satisfactory and Unsatisfactory grades are entered on the student's transcript but are
not used in computing grade point averages.

Each department will designate, subject to approval of the school curriculum committee and the
school dean, which courses are appropriate for Satisfactory, Unsatisfactory and, where
appropriate, the Honors designation. Such designations will appear in the College Catalog and
the Graduate Catalog.

(Approved by the Faculty Senate, April 8, 1986 and by President Clark, April 21, 1986)

2. Incomplete (INC)

INC indicates that the student has not completed the course and that a grade is being withheld
until the work is performed and approved. The INC automatically will change to an E for
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undergraduate students unless the incomplete is converted to regular letter grade by the end of
the last day of classes of the following semester. Graduate students have one calendar year to
convert an INC to a regular letter grade. It is the student's responsibility to complete the required
work. Exceptions may be granted only upon written petition to the instructor and the dean of the
school in which the course is offered. On setting time periods for finishing the incomplete, the
instructor must give the student adequate time for finishing the course. Factors to be considered
should include deadlines for making up other incompletes and the student's schedule in the
semester the incomplete is to be made up. The associate dean should consult with the
instructor involved before granting an extension of an incomplete. (Please see the academic
policies sections of the undergraduate and graduate catalogs for more information.)

3. Withdrawal from a Course After Official Change of Schedule Period
College policy: The letter X indicates official withdrawal from a College course without academic
penalty. Grades of X will not be awarded for courses that are dropped during the official drop
and add period, the first three days of the semester for semester courses or before the second
class meeting of modular or quarter courses.
Students are not allowed to withdraw from classes the last three weeks of semester courses
(after Nov. 15 in the fall and April 15 in the spring) or the last week of quarter or modular
courses. Due to fluctuating dates, withdrawal deadlines for Summer and Winter Sessions will be
established prior to the term.
Note: A student who has been found in violation of the academic dishonesty code loses the
opportunity to withdraw from the course in which the violation occurred.
Impact of X Grades on Financial Aid: Grades of X are considered attempted but not completed
for the purpose of calculating Satisfactory Academic Progress (SAP) for Financial Aid Eligibility.
The policies regarding SAP for State and Federal Financial Aid are detailed in this catalog. The
most common financial aid impact from course withdrawal in a single semester is a loss of TAP
eligibility for the following semester. However, a pattern of withdrawal and/or failure across
more than one semester may result in the loss of ALL future aid eligibility, including student
loans. It is strongly recommended that students consult with their financial aid advisor if
withdrawal will reduce their total completed credit hours for the current semester to less than
12.

C. Pass/No Credit Option

Undergraduate Students: Juniors and seniors in good academic standing may elect to take certain
courses on a Pass/No Credit basis with the approval of the student's department chair under the
following conditions:

Courses shall be outside the student's major and minor requirements and concentration.

Courses for General Education requirements or all-college requirements cannot be taken for Pass/No
Credit (P/NC).

Language requirements for the B.A. or B.S. degree cannot be met with courses taken for Pass/No
Credit.

No 500-level course taken for graduate credit or may be taken with the Pass/No Credit.

The student may take no more than one course per semester under the option without special
approval from the student's dean.

The student's advisor shall discuss the option with the student and make a recommendation to the
department chair as to whether or not the request meets the rationale for the option.
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1. A written request for approval of the option must be submitted to the student's department chair

before the end of the formal drop and add period.

Students must renew their requests each semester to be eligible.

If approved, the program is binding on the student and cannot be reversed after the end of the

drop and add period.

4. The approved request is sent to the registrar. Instructors are not informed that a student has
been granted the option.

5. Upon receipt of the formal grade sheets, the registrar will convert the grade to P or NC. This
notation is placed on the student's official transcript. No other record is kept by the registrar.

6. No quality points will be awarded for courses completed under the option.

7. Pass/No Credit courses shall enter in no way into evaluation of academic probation or dismissal
or readmission.

8. Departments may set limits in addition to those listed heretofore but they cannot waive existing
limitations.

SRS

Graduate Students: Courses taken on a Pass/No Credit basis may not be applied to a SUNY
Cortland graduate degree or certificate program. Non-matriculated students may take graduate
courses for which they are qualified on a Pass/No Credit basis. However, courses taken on a
Pass/No Credit basis may not be applied later toward a SUNY Cortland degree or certificate
program. Matriculated students may not undertake any course applicable to a Cortland degree or
certificate program on a Pass/No Credit basis. Only work of C quality or better qualifies as a passing
grade and students must complete all required work for the course.

415.02 QUALITY POINTS/GRADE POINT AVERAGE

A student's level of scholarship is determined by the following system of quality points per semester
hour of credit:

A+=43 | A=40 | A-=37
B+=33 | B=3.0 | B-=27
C+=23 |C=20|C-=17
D+=13 |D=10 | D- =.7
E =00

Grade point averages are determined by dividing the total number of quality points by the total
number of credit hours for which a student has been graded. For example, a grade of C in a three-
credit-hour course is equivalent to six quality points. If a student completes 17 credit hours of course
work and accumulates 38 quality points, the grade point average will be 2.235. Although it is possible
to attain a 4.3 grade point average, the College considers the method a 4.0 grading system.

In courses where grades are listed as Satisfactory/Unsatisfactory or Pass/No Credit neither grade is

used in determining the student’s grade point average. A Satisfactory or Pass grade is credited
toward graduation, however.

415.03 EXAMINATION POLICIES
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Final examinations are required. An instructor may request exception to this policy from the
department chair. The chair may grant such request if: (1) the nature of the course makes such
action desirable; or (2) an adequate series of other evaluation procedures is substituted. An instructor
may have a policy of exempting students who meet specified criteria from final examinations: the
policy and criteria shall be stated and placed on file with the department chair.

Final examinations or last examinations of the course are given during final examination week
(except for examinations in quarter courses, which end in the middle of the semester.) No
examinations, quizzes, or tests of any type should be given during the last week of classes prior to
the published final examination week. Any deviation from this policy must be approved in advance by
the appropriate department chair and school dean.

(Approved by the Faculty Senate, Feb. 11, 1977; subsequently approved by Vice President Corey)

A copy of all final examinations shall be kept on file in the department chair's office for a period of
three years. After three years the examinations shall be returned to the appropriate staff members.

Each instructor, after receiving approval of his/her examination policy from his/her chair, shall inform
each class of the course requirements and grading procedures by the end of the first full week of
classes. Persons in the class shall be informed of policies on:

1. examinations and other evaluation procedures
2. exemption from examinations
3. make-up of examinations

All such policies shall reflect current college policy.
A student may request an adjustment in his/her final examination schedule if

there is a conflict in his/her examination schedule
the student is scheduled for more than two examinations in any one day
the student has a verified iliness or other emergency.

Requests for adjustment shall follow procedures established and published by the Registrar. No
make-ups for final exams shall be given except for students who are officially excused or who have
been verifiably excused by a physician.

The student shall have the right to appeal decisions resulting from these policies to the chair of the
department, the associate dean of the school or the provost.

(Approved by the Executive Council, April 11, 1972)

415.04 MISSED FINAL EXAMINATION, MAKE-UP EXAMINATION

Students who miss a final examination will receive a grade of E for that course unless they obtain
excuses for their absence from their school deans. It is the student's responsibility to arrange with the
instructor for a make-up examination. Such a make-up examination must be taken after the regularly
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scheduled examination and will be given at the convenience of the instructor.

415.05 REPORTING OF GRADES

A. At both the mid-semester point and again at the end of the semester, students may access and
review their estimates and/or final grades on the Web. Students are also notified when they are
placed on academic probation.

B. A change of grade due to instructor error or student appeal must be submitted by the end of the
following semester. Grade changes submitted a semester after the initial semester in which the
grade was issued will not be accepted. Once a student’s degree is conferred, the academic
record cannot be altered and no further grade adjustments will be made.

415.06 RETAKING OF COURSES

When a student retakes a course all grades will remain on his/her official transcript but his/her
cumulative average will reflect only the last grade received.

(Approved by President Clark, May 13, 1980)

415.07 PROCEDURES CONCERNING GRADE INFLATION

1. Grade point averages by faculty member, course and department shall be regularly computed.
These data shall be collected each semester and shall be made available as soon as possible
to the faculty member involved, to the department chairperson involved, to the appropriate
school dean and to the provost and vice president for academic affairs.

2. Each department chairperson shall be responsible for encouraging departmental seminars on
grading, opening opportunities to peruse grading patterns in the department, and promoting the
development of common grading standards for multiple sections of courses — where feasible.

3. The department chair shall be responsible for reviewing grading patterns of faculty members in
the department; unusual grading practices shall be justified on the basis of academic
considerations, e.g., mastery learning, competency-based education, etc. The chair shall
remind faculty members periodically of the way grades are defined in the current catalog and
that average performance is equivalent to the letter grade of C.

4. The school deans and the provost and vice president for academic affairs shall be responsible
for monitoring grading patterns within schools and across the College.

415.08 DEAN'S LIST

Dean's List, the highest ranking for undergraduate students in their respective academic areas of the
College, is earned with a 3.3 semester grade point average. In addition to the 3.3 grade point
average, students must meet the following criteria:

a. be enrolled in a full-time 12 credit hour course load;

b. at least eight of the 12 credit hours must be taken for standard letter grade,

c. receive no incomplete grades for the semester. Dean’s List designees are named at the end of
each semester.
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415.09 PRESIDENT'S LIST

a. President’s List is a College-wide honor given to students based on their academic performance
for each semester. Students who achieve grades of A - or better in each of their courses for a
given semester will be designated a member of the President’s List. In addition to achieving the
stipulated grades, students must meet the following criteria:

b. be enrolled as a full-time student with a minimum of 12 credit hours;

at least eight of the 12 credit hours must be taken for a standard letter grade;

have no grades lower than “Satisfactory” in courses being taken for other than a standard letter

grade;

e. receive no “Incomplete” grades for the semester. President’s List designees are named at the
end of each semester.

Qo

(Approved by President Bitterbaum, Dec. 30, 2003)

415.10 PART-TIME STUDENT AWARD FOR ACADEMIC ACHIEVEMENT

The Part-time Student Award for Academic Achievement recognizes academic excellence among
part-time undergraduate students. To earn this award, students must meet the following criteria:

a. have earned at least 12 credit hours of cumulative standard grade course work at SUNY
Cortland;

b. have a 3.3 cumulative grade point average;

c. have a 3.3 semester grade point average;

d. be enrolled at part-time status throughout the semester, with a minimum of three credits of
standard letter grade;

e. receive no “Incomplete” grades for the semester. Part-time Student Award for Academic
Achievement designees are named at the end of each semester.

Back to Chapter 415
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415.11 ACADEMIC STANDARDS, GOOD ACADEMIC STANDING, PROBATION
AND DISMISSAL

1. Statement of “Good Academic Standing”

“Good Academic Standing” for academic considerations means that the student is meeting the
academic standards as defined by grade point average and is making satisfactory progress toward
the degree. The mechanism of academic probation, including any accompanying constraints upon a
student's activities, is intended merely as an educational device designed to encourage greater effort
on the part of students who appear to be having difficulty in meeting certain academic standards.
Placement on academic probation may precede denial of the right to register for academic course
work if certain conditions are not met.
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Any question concerning whether or not an individual student is in good academic standing will be
determined by the school associate dean.

2. Financial Aid “Good Academic Standing”

Both the State of New York and U.S. Department of Education require periodic measurement of a
student’s academic progress to determine eligibility for future financial aid. Since the state and federal
criteria differ from each other, and since these two sets of criteria also differ from the College's
definition of “good academic standing,” it is necessary to have separate and distinct academic
standards for continued eligibility for financial aid. These standards are listed in some detail in the
undergraduate catalog and the craduate Catalog.

Because these sets of standards are fundamentally different and because the financial aid standards
are applicable only to aid recipients, the Financial Aid Office is responsible for calculation, notification
and enforcement of the financial aid academic standards. The Financial Aid Office also recruits and
maintains a committee to hear appeals from students with exceptional or unusual mitigating
circumstances. Members of the Financial Aid Office professional staff shall represent a minority of
that committee.

The actions of the Financial Aid Office and the Appeals Committee on Academic Eligibility for
Financial Aid are independent of any actions taken by the academic offices, the deans and the
associate deans. Financial aid recipients should always be advised to consult with the Financial Aid
Office prior to taking actions (such as withdrawals or course incompletes) which may have an effect
on their aid eligibility.

3. The College Policy on Academic Standards

SUNY Cortland’s academic standards policy is dependent upon the student’s grade point average
achievement in each semester — semester by semester — rather than a cumulative grade point
average. The same standards apply to all undergraduates except those designated as Education
Opportunity Program (EOP) students.

Levels of academic standing

A. Academic Probation: All SUNY Cortland students with a cumulative grade point average between
1.01 and 1.99 will be placed on academic probation. They will receive a notice of academic probation
from the associate dean of their school along with an academic contract notifying them of the
semester grade point average needed to regain good academic standing of 2.00 cumulative grade
point average, limiting their course load to no more than 15 credit hours and providing other
recommendations.

Students on academic probation will be advised to curtail any activity that is detrimental to regaining
good academic standing (e.g. on and off-campus employment, fraternity/sorority, resident assistant
activities).

SUNY Cortland students whose semester grade point average is less than 1.01 but whose
cumulative grade point average is greater than 2.00 will be placed on academic warning and advised
to improve their academic performance.
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B. Academic Suspension: Students who fail to meet their academic contract will be subject to
academic suspension. Suspension mandates a minimum of two semesters away from campus
(summer course work may be counted toward meeting one semester of the two-semester
requirement). During that time, students are required to take full-time course work at another
accredited college earning an overall 2.75 or higher grade point average, or be employed full time
with an excellent employment record, or have an honorable record of military service.

Students whose semester grade point average is less than 1.01 will be automatically suspended.
Students placed on academic suspension have the right of appeal to the Academic Standing
Committee. Students who are reinstated after appeal or upon return from suspension will be placed
on academic probation with an academic contract.

First-semester freshmen and first-semester transfer students with a cumulative grade point average
of less than 1.01 will be automatically suspended but will be eligible for expedited appeal through
their respective associate dean. Those students reinstated following expedited appeal of suspension
will be placed on academic probation with an academic contract. They must meet expectations
outlined above for students on probation.

C. Academic Dismissal: Students who are reinstated following academic suspension and fail to
meet their academic contract will be subject to academic dismissal, with the right of appeal to the
Academic Standing Committee. Students who are academically dismissed are ineligible to apply for
readmission for a minimum of three years.

Note: Any academic contract, whether signed by the student or not, will be in effect for the term in
question and will supersede other probation and suspension policies. Grounds for appeal will be
mitigating circumstances such as death in the family, injury or illness requiring hospitalization and
other special circumstances.

Academic contracts are targeted for students to achieve good academic standing (2.00 cumulative
grade point average). Attaining this grade point average, however, may not be sufficient to allow entry
into some majors. Students should check with their department for specific cumulative grade point
average entry requirements.

Full-time students are permitted a maximum of one and one half times the normal length of time to
complete their degree for financial aid purposes. For students attending on less than a full-time basis,
the scale will be adjusted accordingly. Any student who is not in good academic standing should
always check with the Financial Aid Office to determine their individual financial status. (See the
financial aid section of the the College Catalog for an explanation of financial aid implications.)

An Academic Standing Committee will consider student appeals to academic suspension and
dismissal. Since granting of an appeal is not automatic, it is intended only to accommodate
extraordinary or unusual situations. The committee will convene in January, May and August of each
academic year to consider student appeals and review pertinent documentation of mitigating
circumstances provided by the student. The student must also provide the committee with a written plan for achieving academic success.

Decisions of the Academic Standing Committee are final. If the Academic Standing Committee grants
the appeal, the student will be allowed to return for the next semester on academic probation.
Students are only eligible for one appeal as an undergraduate student.
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Graduate Students: For graduate students, SUNY Cortland's probation-dismissal policy is
dependent upon the student's cumulative grade point average (GPA). The same probation-dismissal
standards apply to all graduate students, regardless of their financial aid status:

Students enrolled in a master's degree or certificate of advanced study program are required to
maintain a minimum 2.80 cumulative grade point average in graduate work. Students whose
cumulative grade point average remains below 2.80 for two consecutive terms of enrollment may be
dismissed from the College.

A graduate student subject to academic dismissal may appeal to the school associate dean if there
are mitigating circumstances. A further appeal may be directed to the provost and vice president for
academic affairs.

415.12 ACADEMIC PROBATION POLICY

Although scholarship is the primary obligation for the College and the student, the SUNY Cortland
faculty recognizes and endorses the enriching experience gained through participation in campus
organizations and activities. These are universally accepted as part of higher education. Thus the
College does not deny students placed on academic probation the educational and vocational
benefits derived from non-classroom activities.

Students on probation are urged to improve their standing through tutorial help, remedial reading

programs, study and writing courses, and student-sponsored living center programs for intellectual
advancement.

415.13 CLASS YEAR DETERMINATION

Undergraduate students are identified by class year in accordance with the number of semester
hours of credit earned toward graduation as follows:

Freshman 0-25.5 credit hours

Sophomore || 26-56 credit hours
Junior 56.5 - 89.5 credit hours

Senior 90 or more credit hour

Students are reminded, however, that ordinarily they are expected to register for a full load of courses
each semester and that normal semester loads differ from one curriculum to another.

415.14 READMISSION

Candidates matriculated for undergraduate degrees who interrupt their education at SUNY Cortland
and later wish to return must formally apply to be readmitted. An official leave of absence is not
considered an interruption in enrollment. A student who has applied to graduate and has not
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completed degree requirements, and fails to register for a full calendar year from the end of the last
semester of enroliment, must seek readmission before returning to classes at Cortland, or seeking
graduation from Cortland.

Readmitted students re-enter SUNY Cortland under the catalog at the time of readmission and are,
therefore, responsible for all College requirements, including the Cortland General Education
requirements, SUNY and NYSED requirements, and all other major requirements in effect at the time
of readmission. Students readmitted to Cortland are not eligible to waive additional general education
requirements. Appeals concerning readmission questions can be made to the appropriate dean.

Students who have been dismissed for academic reasons ordinarily will not be eligible for
readmission until at least three years have passed since their dismissal. Previous academic
achievement at the College, grades received for college work completed elsewhere, and the
circumstances under which the student left Cortland are all considered in the readmissions process.
Also considered may be length of time away from Cortland, military service, and/or employment
experience.

A condition of readmission may be “successful academic performance” — 2.75 cumulative grade
point average — at another regionally accredited institution. Transcripts from other institutions
attended must be included with the readmission application.

415.15 ACADEMIC STANDARDS FOR EDUCATIONAL OPPORTUNITY PROGRAM (EOP)
STUDENTS

Grade Point Requirements

Automatically on Probation Subject to Dismissal
Semester | Below 1.50 Below 1.00
Semester Il |[Below 1.75 Below 1.50
Semester lll |[Below 2.00 Below 1.75
Semester IV Below 2.00
Semester V
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Services Available to EOP Students

The Educational Opportunity Program (EOP) makes available academic and personal counseling to
students. The program provides an intensive and comprehensive tutorial program utilizing peer and
professional tutors. The above services are in addition to services available through the College
Counseling Center, the ASAP Program and other offices.

Advisement

EOP students will be advised by program counselors for their first registration at the College. All
subsequent advisement and registration will be conducted by (a) departmental advisors for students
who have declared a major or (b) EOP counselors for students who have not declared a major.

Probation and Dismissal Procedure

1. Progress reports are presented to the director throughout the semester from:

a. Tutorial Services (includes class attendance and other relevant information)
b. Educational Opportunity Program Counselors
c. Midterm grade assessments

2. Director of Programs

a. Will compile and assess reports regarding student progress
b. Provide appropriate associate dean with pertinent information prior to probation or dismissal
decisions.

3. Appeals

Students who are dismissed for academic ineligibility or who are required to attend summer school
may appeal such decisions to the dean of their school.

415.16 WITHDRAWAL FROM COLLEGE

Students withdrawing from the College will be assigned a grade of W in all courses in which students

are enrolled. ltis the student's responsibility to officially clear all records and obligations to receive official separation. The official withdrawal form and
procedures for filing may be obtained from the associate dean in the school of the student's major.

Students who decide not to return to Cortland are responsible for notifying the Registrar's Office in writing to avoid tuition and fee liability problems and to
release seats to fellow students. Students who withdraw from the College, or who fail to register, will be required to readmit before being allowed to register. If
the College is in session, the withdrawal form should be completed with the associate dean. Failure to do so will delay any refunds the student may be eligible
to receive

Students who have withdrawn after midterm or failed to register ordinarily will not be considered for readmission until a minimum of one full semester (fall,
spring, summer) has passed.

415.17 EMERGENCY ADMINISTRATIVE WITHDRAWAL Policy (Medical)
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Occasionally, a student's physical or emotional condition may interfere with his or her educational
progress and may be disruptive to classroom or out-of-class environments. The College maintains a
Health Service and Counseling Center to attend to the short-term medical and psychological needs
of students. Students whose needs extend beyond the response capabilities of these campus
services will be referred to off-campus facilities when appropriate and available. However, a student
who cannot adequately be helped by available resources and whose medical or psychological
condition, in the judgement of the College's professional staff, renders him or her unable to function
at the College, may be required to withdraw from the College. The vice president for student affairs
will inform the president of such occurrences. The procedures are on file in the Vice President for
Student Affairs Office.

Procedure

A College faculty or staff member who encounters a student having physical or emotional difficulties
beyond the ability of the staff member to handle shall normally refer the student to the College's
Student Health Service or the Counseling Center as appropriate. The staff member may also inform
the Vice President for Student Affairs' Office of the referral. Referral means suggesting to the student
that he or she visit the appropriate referral center for assistance and may include a telephone call to
that resource to provide appropriate background information.

1. If the student accepts the referral, and in the judgment of the director of student development or
designee, the student is unable to be adequately helped by either the Student Health or
Counseling centers or by other available facilities and whose condition renders him or her
unable to adequately function as a member of the campus community, the director shall notify
the vice president for student affairs.

2. If the student rejects the referral, and the physical or emotional difficulties continue to manifest
themselves, the College staff member shall notify the appropriate Student Health Service or
Counseling Center staff, University Police and the vice president for student affairs.

3. If an extreme emergency exists such that the student places himself or herself or others in
immediate threat or harm and, therefore, a referral would be appropriate, the College staff
member shall immediately notify Public Safety and the vice president for student affairs.

When the vice president for student affairs receives notification in any of these three instances from
the Student Development Center, the vice president may seek other professional opinions as
deemed appropriate. Opinions sought may include, but are not limited to, those of an academic
advisor or residence hall director or, in the case of graduate students, the graduate coordinator. If
possible, the vice president will then confer with the student. The vice president, or designee, may
consult with the student's parent, spouse, or guardian as needed. If, in the judgment of the vice
president for student affairs, the student is unable to adequately function as a member of the College
community and/or the student is seriously disrupting others' ability to function as members of this
community, the vice president for student affairs may recommend to the student that he or she
withdraw from the College for a specified period of time. If the student declines to withdraw from the
College, the vice president may effect the initiation of disciplinary action against the student and may
also invoke an interim suspension pending a formal hearing.

(Approved by President Clark, Feb. 23, 1994)
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415.18 TRANSCRIPTS OF RECORD

Grades are reported to the Registrar’s Office, from which the official College transcript is issued.
Effective Fall 2008, all enrolled students (undergraduate and graduate) will be charged a $5 per
semester transcript fee. Any student enrolled at SUNY Cortland prior to Fall 2008 will be
“grandfathered” as a former student and receive unlimited official transcripts as a “lifetime service.”
Refer to the Registrar’s website for detailed information on how to request an official College
transcript. Following degree conferral, all students receive an official College transcript that is mailed
with the diploma after graduation. The College reserves the right to deny transcripts to any student
who is delinquent in an obligation to the College.

415.19 STUDENT LEAVE OF ABSENCE

Leave of absence for a specific period of time may be granted to a student in good academic
standing — not subject to academic suspension, dismissal or probation. A student applying for leave
of absence must give a definite date for return to the College and must register within one academic
year of the date of leaving the College.

A student not returning to register within a specific time will be classified as an official withdrawal.

Application for leave of absence must be made to the dean of the school in which the student is
enrolled. To affect the current semester, the application must be made by the last day of classes.

Back to Chapter 415
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415.20 VOLUNTARY MEDICAL AND PSYCHOLOGICAL LEAVES

All students requesting a medical leave of absence or a medical withdrawal for documented medical
reasons will have their paperwork processed through the Student Health Service. This process can
be initiated by any Student Health Service clinician, but must be approved by the Student Health
Service physician.

Students requesting a medical leave of absence or a medical withdrawal for psychological reasons
may have their paperwork processed through the Counseling Center. This process can be initiated by
any counselor, but must be approved by the director of counseling.

All students receiving a medical leave or a medical withdrawal will have the differences between
these two options explained to them and will have a chance to ask questions regarding these options.
Once a decision is made, students will be asked to sign a statement agreeing to the conditions, if
any, of their leave or withdrawal.

(Approved by President's Cabinet, October 2010)

415.21 REQUIREMENTS FOR GRADUATION
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While the curriculum at SUNY Cortland undergoes frequent review and new courses are established,
undergraduate students are assured that requirements for graduation will remain unchanged for
those who enroll in the College and complete their undergraduate programs without interruption.
Graduate students are assured that requirements for graduation will remain unchanged for those who
enroll in the College and complete their graduate program within five years of th