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|. Binghamton University: General Information

I.A. Board of Trustees

Overall direction of the State University is the responsibility of a sixteen-member Board of Trustees.
Fifteen members are appointed by the governor; the sixteenth is the president of the Student Assembly
of the State University, ex officio, who serves as a voting member of the Board.

|.B. Chancellor of the State University of New York

The chancellor, the chief executive officer of the State University of New York, is responsible for
developing and promulgating University-wide policies adopted by the Board of Trustees, including
revising the University's Master Plan, coordinating the University-wide budget process, overseeing
facilities and academic planning, and directing statewide programs for the educationally disadvantaged.

|.C. Binghamton University Council

The Council of the State University of New York at Binghamton is a ten-member body. Nine members
are appointed by the governor; one is elected by and from among the undergraduate and graduate
students of the University and is a voting member. The council's duties and powers include
recommending to the Board of Trustees candidates for appointment as president; reviewing major plans
regarding the development and improvement of the faculty, student life and academic programs; making
regulations regarding campus facilities; naming buildings and grounds; making regulations regarding
student conduct; and exercising supervision of student housing and safety.

|.D. Organization

The day-to-day affairs of the State University of New York at Binghamton are conducted by the
president, the administrative staff, and the faculty. The roles of the president and major administrative
staff are described below. The organization and functions of the faculty are described in the Faculty
Bylaws.

1.D.1. Office of the President

President

The chief executive officer of the University, the president is responsible to the chancellor and the Board
of Trustees. The president is charged with promoting the development and effectiveness of the
institution and with overall administrative responsibility for the University, including budgetary
planning and the allocation of resources. In addition, the president oversees the development of all
University policies (as articulated in part in the Handbook) and the appointment and supervision of
employees, as well as planning and implementation of initiatives supporting the University's mission,
academic plans, and student development. The president also promotes the University's interests and
advocates for it among external constituencies. As part of these responsibilities, the president prepares
reports and makes recommendations to the University Council, the Chancellor and the Board of Trustees

concerning the operation, plans and development of the institution. As chief administrative officer, the
Faculty-Staff Handbook, 2012-13, page 9



president assigns such powers, duties, and responsibilities as are appropriate to other administrative
officers and special committees.

Chief of Staff

Reporting directly to the president, the chief participates in all meetings of the President's Staff, serves
as an adviser to the president on trends in higher education and policy implications of presidential
decisions, and functions as a liaison with the faculty. The chief works with the vice presidents on
University issues; coordinates the appointment of presidential advisory and other University
committees; prepares special letters and reports for the president; serves as ex officio on a number of
committees; provides support on a wide range of campus and system-wide issues; supervises secretarial
staff for the Office of the President; monitors and oversees budgets for the office; and carries out special
tasks as assigned by the president.

Director of Athletics

The director of athletics, who reports to the president of the University, has responsibility for the overall
supervision and administration of the Intercollegiate Athletic program for the University, including
management of facilities, budget preparation, financial management, planning, and staffing, as well as
communications, marketing, and fundraising. The director of athletics is responsible for recruitment and
selection of the coaches as well as relevant staff. The director is responsible for the relationships with,
as well as compliance with, the rules and regulations of Binghamton University, the NCAA, and all
affiliated conferences.

University Ombudsman

The University ombudsman is the designated neutral or impartial dispute resolution practitioner whose
major function is to provide confidential and informal assistance to constituents of the University
community (including students, staff, faculty and/or administrators). The ombudsman serves to protect
against abuse, bias and other improper treatment or unfairness. Serving as a designated neutral, the
ombudsman is neither an advocate for any individual nor the organization, but rather, an advocate for
fairness and fair process who acts as a source of information and referral and assists in the resolution of
concerns and issues. This office supplements, but does not replace, the University's existing resources
for conflict resolution. As an independent, neutral, confidential and informal resource, the Office of the
University Ombudsman does not accept legal notice for Binghamton University. For more information,
please visit http://wwwz2.binghamton.edu/ombudsman/.

1.D.2. Division of Academic Affairs

Provost and Vice President for Academic Affairs

As Binghamton's chief academic officer, the provost and vice president for academic affairs administers
all the academic programs conducted here, while also seeing to their enhancement and to the
development of the curriculum at all levels. The provost oversees academic staff recruitment, retention,
and promotion and the academic budget and provides overall leadership in the furtherance of
Binghamton's academic plan.
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Vice Provost and Dean of the Graduate School

The vice provost and dean of the Graduate School provides leadership for the development of graduate
education. As the principal academic and administrative officer of the Graduate School, the vice provost
oversees admissions, academic progress, and awarding of degrees at the graduate level; allocates and
administers state support for graduate assistantships and fellowships; implements graduate curricular
policy as determined by the Graduate Council; has responsibility for activities involving graduate
curricular and academic matters; and works closely with graduate directors and chairs to recruit graduate
students and develop new programs. The vice provost also assists both faculty and graduate students in
their realization of the teaching mission of the institution and coordinates with the vice president for
research to facilitate the research mission of the institution. Academic units temporarily housed in the
Graduate School report to the vice provost and dean of the Graduate School. The vice provost and dean
of the Graduate School reports to the provost.

Vice Provost for Undergraduate Education

The vice provost for undergraduate education provides administrative coordination for the
undergraduate programs in the various schools at Binghamton University. Working directly with the
offices of the deans, the directors of undergraduate programs and the faculty masters, the vice provost
interprets policies and procedures and is also the primary contact, relative to undergraduate curricula,
with the administration of the State University of New York and the New York State Education
Department. The vice provost for undergraduate education reports to the provost and vice president for
academic affairs.

Vice Provost for Strategic and Fiscal Planning

The vice provost for strategic and fiscal planning is responsible for developing and maintaining base
budgets for the University's academic units and for developing strategies, assessments, and information
that guide decisions about University program development. In addition to these responsibilities for the
provost, the vice provost for strategic and fiscal planning has the following responsibilities:

e To develop long-term and yearly enrollment projections

e To develop long-term and annual budget projections

e To develop a regularized budget request process

e To collect and analyze data on key metrics that track progress toward strategic objectives

e To track University achievements relative to System expectations including assessment programs
and performance funding

e To develop long-term and annual plans for space utilization

o To serve as a liaison to the University's facilities planning process

The vice provost has direct line responsibility for the operations of the Office of Institutional Research
and Assessment, the Office of Strategic and Fiscal Planning, the Office of Course Building and
Academic Space Management, the Anderson Center for the Performing Arts, and the University Art
Museum. He also has dotted-line reporting responsibility for the Educational Communications Center.
The vice provost also serves as the ethics officer for the University. The vice provost for strategic and
fiscal planning reports to the provost and vice president for academic affairs and has a dotted reporting
line to the president.
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Vice Provost for International Affairs and Director of the Office of International Programs

The vice provost for international affairs guides the University’s internationalization processes and
oversees the Office of International Programs (OIP), the unit responsible for university-wide
international partnerships, programs and projects. These include Binghamton’s international exchange
and study abroad programs, the Global Studies Minor (GSM), Languages Across the Curriculum (LxC),
and the Dual-Diploma Programs with Turkey. The vice provost for international affairs and director of
the Office of International Programs reports to the provost and vice president for academic affairs.

Vice Provost for Enrollment Management

The vice provost's responsibilities include the development of the University's undergraduate enrollment
plan, emphasizing both recruitment and retention of students, and the supervision of the Office of
Admissions and the Office of Financial Aid and Student Records. The vice provost for enrollment
management reports to the provost and vice president for academic affairs.

Dean of Harpur College of Arts and Sciences

The dean of Harpur College of Arts and Sciences is the college's chief administrative and academic
officer, and leads it in accordance with the University's mission and goals. Among the dean's general
responsibilities are to consult with faculty to develop curricula and to maintain standards of
performance; to foster excellence in teaching and research; to provide leadership for private fundraising;
to facilitate new approaches to student learning; to promote interdisciplinary collaboration; to administer
the college's budget; to recruit faculty; and to take a leading role in other faculty personnel matters,
including tenure, promotion, and renewal. The dean serves as chair of the Harpur College Council and
acts to implement such academic policies as may be determined by that body. The dean of Harpur
College of Arts and Sciences reports to the provost.

Dean of the Graduate School of Education

The dean of the Graduate School of Education has overall responsibility for the development and
operation of that school in accordance with the University's mission and goals. As the school'’s chief
academic and administrative officer, the dean consults with the faculty in planning, developing, and
supervising curricula for the school's degree programs; recruits and hires faculty and makes
recommendations concerning faculty promotions, tenure, and renewals; and prepares and administers
the school's annual budget. The dean is charged with building relationships with the external community
as a part of the school's mission of service to the area. The dean also has responsibility for outreach and
continuing education programs specific to GSE, and directs all external funding operations. The dean of
the Graduate School of Education reports to the provost.

Dean of the College of Community and Public Affairs

The dean of the College of Community and Public Affairs has overall responsibility for the development
and operation of that school in accordance with the University's mission and goals. As the school's chief
academic and administrative officer, the dean consults with the faculty in planning, developing, and
supervising curricula for the school's degree programs; recruits and hires faculty and makes
recommendations concerning faculty promotions, tenure, and renewals; and prepares and administers
the school's annual budget. The dean is charged with building relationships with the external community
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as a part of the school's mission of service to the area. The dean also has responsibility for outreach and
continuing education programs specific to CCPA, and directs all external funding operations. The dean
of the College of Community and Public Affairs reports to the provost.

Dean of the Thomas J. Watson School of Engineering and Applied Science

The dean of the Thomas J. Watson School of Engineering and Applied Science has overall responsibility
for the advancement and operating of the school in accordance with the university's mission and goals.
As the school's chief academic and administrative officer, the dean consults with the faculty in planning,
developing, and supervising curricula for the school's degree programs; recruits and hires faculty; makes
recommendations concerning faculty promotions, tenure, and renewals; fosters the research programs of
the school; and administers the school's budget. The dean is charged with building relationships with the
external community as part of the school's mission of service to the region and to the State of New York.
The dean also has responsibility for outreach and continuing education programs specific to the school.
The dean of the Watson School reports to the provost.

Dean of the School of Management

The dean of the School of Management, as its chief academic and administrative officer, has general
responsibility for the operation of the school in accordance with the University's mission and goals.
With the advice of the school's faculty, the dean is responsible for the development and operation of the
graduate and undergraduate curricula, for the recruitment of faculty and staff, for planning and
development, and for leading the fundraising efforts of the school. In addition, the dean's responsibilities
include the preparation of the school's budget, the establishment and maintenance of appropriate ties
with the business community, and the development of executive training programs and other non- credit
instructional programs relevant to the school's mission. The dean of the School of Management reports
to the provost.

Dean of the Decker School of Nursing

The dean of the Decker School of Nursing serves as its principal administrative and academic officer
and is responsible for all aspects of the school, leading it in accordance with the University's mission
and goals. These include faculty recruitment and development, curriculum planning, coordination and
development of both undergraduate and graduate programs, and presentation of an academic budget.
The dean consults with other deans and with the chairs of academic departments to assure that required
courses in the physical, behavioral, and social sciences are available to meet nursing pre- and co-
requisites. The dean works with the faculty of the school to develop and evaluate academic programs
and to prepare proposals for outside funding. The dean also consults with local, regional, and state
leaders in health care to determine the impact of the programs operated by the school, to assess regional
needs in nursing education, and to promote further opportunities for the school and its programs. The
dean of the Decker School of Nursing reports to the provost.

Dean of Libraries

The dean of University Libraries is responsible for strategically leading and managing the University
Library system to support the institution's mission of teaching and research. The dean administers and
enhances the Libraries' budget by developing additional sources of revenue, coordinates the
development of library collections and provision of library services, manages library human resources,
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implements knowledge management techniques that include utilization of new and emerging
information technologies, and represents the University and its Libraries to appropriate constituencies
within the community, region and nation. The dean sits on the Council of Deans and reports to the
Provost. The dean of Libraries reports to the Provost.

Director of Continuing Education and Outreach

The director of Continuing Education and Outreach provides leadership for the development of the
institution's Continuing Education programs. As the principal academic and administrative officer of
Continuing Education and Outreach, the director oversees policy, programmatic and fiscal management
in the areas of Summer and Winter Sessions, continuing education, and advising. Working with all
campus units, the director shapes and guides implementation of University policies affecting Continuing
Education; oversees activities involving academic and administrative matters; and works closely with
deans, staff and faculty in problem resolution in order to ensure student learning needs are met and
programs are successful. The director of Continuing Education and Outreach reports to the provost.

1.D.3. Division of Administration

Vice President for Administration

The vice president for administration manages the financial and administrative division of the
University; coordinates the development of the University budget; develops and maintains financial
records, reports, and fiscal support services, including provision of accurate financial information to
other campus administrators as necessary for planning and decision-making; develops, implements, and
monitors University policies governing Physical Facilities, Campus Safety and Security, Human
Resources, and Capital Construction responsibilities, and develops, implements, monitors, and maintains
personnel and financial policies and records. The chief fiscal officer for the University, the vice
president for administration reports the financial condition of the University directly to the president.
Reporting to the cice president for administration are the following offices and areas: associate vice
president for administration, associate vice president for facilities management, associate vice president
for information technology services, associate vice president for administrative services, assistant vice
president for financial planning and analysis, director of public safety/chief of university police, director
of internal audit, associate university counsel, and the director of affirmative action. The president may
designate other duties. In the absence of the president and the provost, the vice president for
administration acts as chief administrative officer of the University.

Assistant to the Vice President for Administration

The assistant to the vice president for administration supports the Office of the Vice President for
Administration through the supervision of student staff, maintenance of all office files and calendars,
coordination of incoming and outgoing mail, preparation of reports, coordinates the appointment of vice
presidential advisory committees; serves as ex officio and provides support on a number of committees
representing the Office of the Vice President for Administration. The assistant serves as a building
administrator as well as a liaison to the other staff members within the division and University
community. The assistant reports directly to the vice president for administration.
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Associate Vice President for Facilities Management

The associate vice president for facilities management is responsible for the overall management of the
physical plant, including all maintenance operations (custodial, building trades, HVAC, central heating
plant, central receiving, grounds maintenance and vehicle repair), capital budget process and the
management of the utility budget. The associate vice president is also responsible for campus facilities
planning and constructing new buildings and rehabilitations including site, civil, architectural, and
mechanical development; for equipment requests for new buildings; and for developing requests for
conversions within existing buildings. The associate vice president for facilities management serves as
the primary liaison with the State University Construction Fund as well as the Dormitory Authority of
the State of New York. The associate vice president reports directly to the vice president for
administration.

Associate Vice President for Information Technology Services

The associate vice president for information technology is responsible for the University’s data and
voice networks, academic and administrative computing services, classroom technology support,
telecommunications, and long-range planning for the use and integration of information technologies on
campus. The major areas of concern are service levels, budget, hardware and software procurement,
contracts, measurement of resources, external liaison with System Administration, other SUNY
campuses, and national networks, and personnel management and development. The associate vice
president reports to the vice president for administration with coordinative reporting to the provost.

Associate Vice President for Administrative Services

The associate vice president for administrative services is responsible for overseeing the following
areas:

e Human Resources - hiring and appointment, classification and compensation,
reclassification/promotion, wage and salary administration, payroll and compensation, employee
and labor relations for six union and eight bargaining agreements, orientation and benefits
management, records (personnel) and maintenance, and performance management. The AVP
also serves as one of the presidential designees on contract/union matters.

o Auxiliary Services - responsible for vendor relations including food and beverage services, the
bookstore, vending operations, washer/dryer operations, banking, refrigerator rental, pouring
rights, transportation and childcare. Also provides financial oversight for the Student Association
and Graduate Student Organization.

o Conference and Events Service - acts as liaison for individuals and organizations visiting the
campus and is the primary resource for those interested in holding a conference, seminar, or
special event.

« Environmental Health and Safety - responsible for promoting and supporting a safe and
environmentally conscious campus setting through the delivery of professional consultation,
education, training and various other safety compliance programs and initiatives.

o University Center for Training and Development - The Center's mission is to provide support
and facilitate learning, growth and development for the faculty and staff of Binghamton
University. The Center conducts assessments to identify training needs, creates and facilitates
training and development programs, provides resources and materials to enhance career
initiatives, and promotes a University culture of shared dedication and success.
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The associate vice president reports directly to the vice president for administration.

Assistant Vice President for Administrative Affairs

The assistant vice president for administrative affairs is responsible for the Administrative Division
budget planning, staffing and budget execution. In addition, the office coordinates summary level
financial analysis and coordination of financial projects with related organizations, strategic planning,
and benchmarking. Special projects are completed as assigned by senior management.

Chief of University Police

Chief of University Police plans, directs, coordinates, controls, develops policies and procedures for, and
staffs all activities of the University Police Division and the Parking Services Division. This includes
oversight of parking operations, public safety, crime prevention, and matters relating to community
security programs. The chief of University Police reports to the vice president for administration.

Director of Internal Audit

The director of internal audit has responsibility for planning and conducting internal audits of the
University's financial and operating procedures, records and reports, and provides to University
management analyses, appraisals, and recommendations concerning the activities reviewed. The director
acts as the University's liaison with public, state, and federal auditors. In addition, the director will also
assist University management in coordinating the University's response to external audits, including
status reports when applicable. The director shall perform other activities and functions as requested.
The director of internal audit reports to the president with a coordinative reporting relationship to the
vice president for administration.

Director of Affirmative Action

The director of affirmative action is responsible for affirmative action and equal opportunity
employment practices. The director is an advisor on matters of equity, develops and supports policies,
procedures, and programs to ensure equal opportunity, and serves as a central information source for
affirmative actions policies, procedures, and regulations affecting students, staff, and faculty. The
director also investigates discrimination and harassment complaints, develops policies and procedures to
attract and retain under-represented faculty and staff and provides leadership to and is responsible for
the operation of the Affirmative Action Office. The director of affirmative action reports directly to the
vice president for administration.

Counsel

Binghamton University employs a regional counsel whose responsibility it is to provide legal advice to
the president and other senior administrators and to represent the University when its legal interests are
involved. Questions or issues involving legal matters that have a direct or indirect bearing upon the
University should be referred to the appropriate vice president who will then contact the regional
counsel for assistance and advice.
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1.D.4. Division of External Affairs

Vice President for External Affairs

The vice president for external affairs is responsible for the University's institutional advancement
program and for communications and marketing of the campus. Advancement programs include the
Binghamton University Foundation and the Binghamton University Forum; the Alumni Relations
Office, including the Alumni Association and its regional chapters; and the University Communications
and Marketing Office, including University Communications, Media and Public Relations, and Creative
Services. The vice president for external affairs works closely with the boards of the Binghamton
University Foundation and the Alumni Association, and with their respective committees. In the absence
of the president, the vice president for external affairs may act as chief administrative officer. The vice
president for external affairs reports to the president.

Associate Vice President for External Affairs

The associate vice president for external affairs serves as the associate executive director of the
Binghamton University Foundation and staff liaison to the Binghamton University Foundation Board of
Directors and all committees. With fiduciary responsibility over foundation and division operating
budgets and finances, the associate vice president assists and supports the vice president for external
affairs in all functions of administering and managing the foundation and division, serves as chief liaison
with Research Foundation and Binghamton University personnel offices on all personnel matters, is
chief financial and operating officer for the Binghamton University Foundation and the Division of
External Affairs, internally supervises accounting services and the Binghamton University Forum, and
serves as executive director of the Binghamton University Foundation Housing Corporation. The
associate vice president for external affairs reports to the vice president for external affairs.

Senior Director for Alumni Relations

A member of the senior management team for external affairs, the senior director for alumni relations
serves as staff liaison to the Alumni Association Board of Directors and its committees, is a member of
the Campaign Cabinet, supervises the Office of Alumni Relations, and is liaison to the Office of
Communications and Marketing. The senior director for alumni relations reports to the associate vice
president for external affairs.

Senior Executive Director for Advancement Operations

The senior executive director for advancement operations is a senior management position within the
Division of External Affairs. This position serves as chief information officer for both the division and
the Binghamton University Foundation and leads the effort to effectively and consistently make use of
data and technology in support of the division's mission. In addition, this position serves as the chief
operating officer of the comprehensive gifts campaign and is responsible for coordinating all functions
of campaign planning and execution including communications, events, volunteer management and
reporting. The senior executive director for advancement services reports to the vice president for
external affairs.
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Senior Director for Principal Gifts

The senior director of principal gifts stewards and furthers the relationships between the University and
those individuals who have the greatest capacity to financially support the institution, with primary
responsibility for managing a portfolio of between 40 and 70 donors capable of giving $250,000 or more
over a five-year period. This position engages in strategic planning; program development; volunteer
management and principal donor identification; engagement, solicitation and stewardship; and
coordinates with University leaders and faculty to engage prospective donors in the principal gift
portfolio. The senior director of principal gifts serves as a member of the senior management team for
external affairs and reports to the vice president for external affairs.

Senior Director of Major Gifts

The senior director of major gifts leads and manages a hybrid major-gifts program; represents the
University as well as serves as advocate for the individuals within the portfolios of the major gifts
officers; engages in strategic planning, program development, volunteer management and major donor
identification, engagement, solicitation and stewardship; coordinates with University leaders and faculty
to engage prospective donors as needed. This position has direct supervision of other major gifts
officers, a significant role in supporting campaign volunteers and manages a portfolio predominately of
foundation and corporate relations prospects. The senior director of major gifts serves as a member of
the senior management team for external affairs and reports to the vice president for external affairs.

Associate Vice President for Communications and Marketing

The associate vice president has supervisory responsibility for the University's branding, publications,
Web marketing and public relations programs. The associate vice president integrates the University's
overall marketing efforts; designs and implements a comprehensive public relations program comprising
internal communications and local, regional, national and international media initiatives; supports the
University's institutional advancement efforts; and advises administrators, faculty, staff and students on
public relations and publications. The associate vice president reports to the vice president for external
affairs and has a secondary reporting relationship to the president.

Senior Director of Communications

The senior director of communications is responsible for the content, writing, editing and distribution of
internal and some external communications vehicles including Inside, Dateline, B-line and the
Binghamton University Magazine. This position also plays a central role in emergency communications
for the campus and serves on the University's Incident Management Team. The senior director, along
with the senior director of media and public relations, plays a key role in issues management, developing
appropriate proactive and reactive strategies and messages for the University as necessary to maintain
and support a positive image. The senior director reports to the associate vice president for
communications and marketing.

Senior Director of Media and Public Relations

The senior director of media and public relations is responsible for developing, executing and evaluating
a comprehensive media relations program to support Binghamton University's strategic goals, in
particular to increase national, regional and local visibility and enhance reputation. The senior director,
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along with the senior director of communications, plays a key role in issues management for the
institution and develops and manages strategic relationships with the media that serve Binghamton
University in the short and long term. The senior director reports to the associate vice president for
communications and marketing.

Web Director

The University web director is responsible for the University website, planning for its future growth and
development, and supporting its role as a key communications tool for facilitating interactions with
global audiences and its enhancement of the University's reputation as a premier public research
institution. In particular, the director is responsible for transforming the website into a best-of-class Web
presence, maintaining it and helping it to evolve over time. The director reports to the associate vice
president for communications and marketing.

Assistant Director of Creative Services

The assistant director of creative services is responsible for managing the creative development, editing,
design and production of University publications such as catalogs, periodicals, posters, forms,
directories, programs and brochures, and for arranging printing services through outside vendors. The
assistant director reports to the associate vice president for communications and marketing.

1.D.5. Division of Research

Vice President for Research

The vice president for research establishes divisional goals, spearheads strategic planning, administers
divisional directives and builds internal and external partnerships to enhance the quality, productivity
and reputation of research and scholarship at Binghamton University.

Associate Vice President for Research Administration

The associate vice president for research administration oversees the operations of research
administration for the Research Foundation at Binghamton and Binghamton University. The associate
vice president also serves as the financial and budget officer for the Division of Research, with oversight
of Research Foundation and state funding, and serves as the Research Foundation operations manager.

Associate Vice President for Research

The associate vice president supports the vice president for research and oversees Research Compliance,
the Organized Research Centers, and research space issues. The associate vice president also serves as
the University internal controls officer.

Assistant Vice President for Entrepreneurship and Innovation Partnerships

The assistant vice president for entrepreneurship and innovation partnerships takes those actions needed
to transfer new knowledge and technology from the campus to the community. This position works
together with faculty to develop invention disclosures, processes those disclosures through patent
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attorneys for optimum patent protection, markets inventions and negotiates with private industry to
establish licensing agreements.

Assistant Vice President for Sponsored Programs

The assistant vice president for sponsored programs directly oversees "pre-award™ sponsored program
activities on the campus and works closely with the associate vice president for research administration
on initiatives that impact pre- and post-award research administration.

Assistant Vice President for Government Relations

The assistant vice president for government relations represents the interests of Binghamton University
by serving as the University's lead advocate to the governor's office, the New York State Legislature,
state agencies, and county and municipal governments. This position also channels pertinent information
to the University concerning legislation, budgets and opportunities for advancement.

Director, Federal Relations

The director for federal relations is involved in a host of outreach activities, specifically in the areas of
economic development, divisional research and government and community relations. Specific duties
include advancing federal relations initiatives and making presentations to local and regional community
groups while maintaining regular contact and positive relations with appropriate political offices and
elected representatives.

Director, Research Advancement

The director of research advancement provides communications leadership, expertise, perspective and
services to advance an understanding of and appreciation for University research and scholarship.

Director, Strategic Initiatives

The director of strategic initiatives is responsible for developing and implementing new interdisciplinary
research projects as prioritized by senior administration.

Director, Laboratory Animal Resources

The director of laboratory animal resources oversees the animal care program. The position assures that
facilities, personnel, equipment and services are available to comply with requirements established by
federal, state, local agencies, and manages the veterinary services program.

Director, Small Business Development Center (SBDC)

The director manages a program to provide entrepreneurs and small business owners in a seven-county
region with management and technical assistance to help companies get started, grow and prosper. The
SBDC draws not only from the expertise of its staff but also from the resources of the SBDC Central
Library, the State University of New York at Binghamton, and various federal, state, & local
government agencies. Services are free and strictly confidential.
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Director, Trade Adjustment and Assistance Center (TAAC)

The director manages a program sponsored by the U. S. Department of Commerce that provides
assistance to companies that have been adversely impacted by foreign competition. This assistance
comes in the form of corporate reviews and consultation to level the playing field and improve products,
marketing or internal corporate efficiency.

1.D.6. Division of Student Affairs

Vice President for Student Affairs

The vice president for student affairs is responsible for various academic support services and student
development programs and services. These include the Dean of Students, Educational Opportunity
Program, TRIO and Veterans Programs, Discovery, Campus Recreational Services, Multicultural
Resource Center, Off Campus Services, Career Development Center, University Counseling Center,
University Health Service, Campus Activities, University Union, Office of Student Conduct,
International Student and Scholar Services, Center for Civic Engagement, Transfer Student Initiatives
and Services, and Services for Students with Disabilities. In the absence of the president, the provost,
and the vice president for administration, the vice president for student affairs acts as the chief
administrative officer.

Dean of Students

The dean of students reports to the Vice President for Student Affairs and oversees the Office of Student
Conduct, Off Campus Services, Campus Activities, the Multicultural Resource Center, as well as
student leadership development and fraternity-sorority affairs. The dean of students chairs the Students
of Concern Committee and is a primary point of contact for students in crisis. The dean of students
advises student government and student organizations.

Assistant Vice President for Student Life

Reporting to the vice president for student affairs, the assistant vice president oversees the offices of the
University Union, Residential Life, Campus Recreational Services, University Counseling Center and
University Health Service. The assistant vice president for student life acts as the chief student affairs
officer in the absence of the vice president.

Executive Director of Student Services

The executive director of student services reports to the vice president for student affairs and oversees
the offices of International Student and Scholar Services, Career Development Center, Discovery
Program, Center for Civic Engagement, New Student Programs, Services for Students with Disabilities
and the TRI10O/Veterans programs. The executive director of student services also sits on the Provost's
Council and is responsible for collaborative programs with Academic Affairs.
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Assistant Vice President for Student Affairs Administration

The assistant vice president reports to the vice president and is responsible for many administrative
functions of the Division of Student Affairs, including fiscal planning, technology, space management,
personnel matters, and Student Affairs assessment.

Director of Divisional Planning and Management

The director reports to the assistant vice president for student affairs administration and is responsible
for many administrative functions of the Division of Student Affairs. Primary among these
responsibilities is human resource management, strategic planning, assessment, and special projects.

Director of the Student Affairs Assessment and Strategic Initiatives

The director is responsible for coordinating assessment support services for the departments within the
Division of Student Affairs by implementing assessment projects, creating surveys and analyzing
results, identifying and prioritizing outcomes, and creating data collection systems to determine
instructional or service needs and providing and publicizing training related to assessment. The director
also assists the vice president with strategic planning.

Director of Educational Opportunity Program

The director is responsible for providing financially and educationally disadvantaged students the
opportunity to pursue higher education with services such as counseling, tutoring, developmental
coursework and financial aid. The program is supported by New York State's Office of Opportunity
Programs and the Federal Special Services Project.

Director of Career Development Center

The director administers a centralized office that serves undergraduate and graduate students in all
majors, as well as alumni. The director supervises resources and services that provide assistance with:
increasing understanding about the skills and competencies needed for career success, exploring careers,
pursuing internships and other experiential learning, and gaining professional employment or admission
to graduate and professional school. These include programs and workshops, special events, career
counseling, on-campus recruiting, the career resource area and eRecruiting.

Director of International Student and Scholar Services

The director of international student and scholar services is responsible for assisting international
students with processing of immigration documents, immigration information, health insurance, special
programs including orientation and general advising.

Director of Health and Counseling Services

The director is responsible for the overall operations of the University Health Service and the University
Counseling Center, including primary outpatient care to all University students, health education, and
individual and group counseling to students with concerns about academics, personal or other matters
and helping them overcome difficulties in their emotional or psychological development.
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Director of Center for Civic Engagement

The director oversees the Center for Civic Engagement, which promotes and supports student and
faculty engagement with the community through cultivation of credit-bearing experiential education
opportunities and internships, short-and long-term voluntary service and community-based research
initiatives.

Director of Services for Students with Disabilities

The director is responsible for the overall direction of the office in the fulfillment of its mission. The
office provides direct support to students through counseling, advising, consultation, advocacy and the
coordination of appropriate university accommodations, and works with staff throughout the university
to ensure effective disability access and enhance educational opportunities.

Project Director of TRIO/Veterans Program

The director coordinates all projects relating to the TRIO/Veterans programs, including Upward Bound
and Student Support Services, and provides services to veterans who are pursuing an education at the
University

Director, Transfer Student Initiatives and Services

The director of transfer student initiatives and services reports to the vice president for student affairs
and assists and supports transfer students making the transition to Binghamton University after attending
college elsewhere. The office provides transfer mentors and also hosts several events for transfer
students throughout the semester. The director provides mentoring, advice and advocacy for transfer
students.

Director of Campus Recreational Services

The director is responsible for providing quality programming that enriches the educational experience
of students. Campus Recreational Services offers a vast array of activities for individuals and various
interest groups on campus, all of which offer opportunities to create a balanced lifestyle through
wellness and physical activity. There are five distinct recreational programs: Club Sports, Intramural
Sports, Open Recreation, Outdoor Pursuits and Wellness Services.

Assistant Dean of Students and Director of the Office of Student Conduct

The assistant dean directs all aspects of the campus student conduct system, including advising students
of their rights, protection guarantees, and responsibilities as members of the campus community. The
assistant dean resolves alleged violations of the University's Rules of Student Conduct or refers charges
to the appropriate hearing body and trains students and staff who serve on judicial boards. The assistant
dean works closely with the dean of students to manage all aspects of the Office of the Dean of Students.

Director of the Multicultural Resource Center

The director is responsible for providing advocacy and support to students of color and under-
represented students in their academic and social adjustment to the University and coordinating diversity
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programs that promote multicultural awareness, understanding, meaningful inter-group interaction and
dialogue at Binghamton University. The director also works closely with the dean of students to provide
support to students in crisis.

Director of Off Campus Services

The director is responsible for serving the needs of students living off campus and acting as a liaison
between the University and wider community, including off-campus housing assistance, free legal
clinics, and a student-run bus service. The director also represents the University on several town-gown
initiatives.

Director of Residential Life

The director is responsible for coordinating housing policies and procedures for the University's
residential colleges and communities for students, special programs and conferences, and operating
programs in residential areas that provide for educational and social growth.

Director of University Union
The director is responsible for overseeing management of the University Union facility and providing
space for University programs, and for offering services including an information desk, food court,

mini-grocery, dry cleaning, videotape and DVD rental, florist, film processing, UPS and recreational
facilities such as billiards, bowling and video games.

|.E. Management Procedures

http://bingdev.binghamton.edu/administration/procedures/

|.F. Alcohol-free and Drug-free Workplace Policy

I.F.1. Alcohol and Substance Abuse in the Workplace
http://bingdev.binghamton.edu/administration/procedures/600series/629.htm

An employee who is also a student must also be aware of the rules regarding student alcohol and
substance abuse. These can be found in the Student Handbook online at
http://www?2.binghamton.edu/student-handbook/

I.F.2. Smoking Policy

http://bingdev.binghamton.edu/administration/procedures/800series/800.htm

1.G. Campus and Workplace Violence Policy

http://www?2.binghamton.edu/human-resources/policies/workplace-violence.html

I.H. Information for Faculty and Staff with Disabilities
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I.H.1. Rights and Responsibilities under the Americans with Disabilities Act (ADA)

Historical Context

The Americans with Disabilities Act of 1990 (ADA) and the ADA Amendments Act of 2008 is a wide-
ranging civil rights statute that prohibits discrimination against people with disabilities in a variety of
sectors, including employment and education. While the passage of the ADA in 1990 lent a particular
immediacy to the rights of individuals with disabilities, Binghamton University, as a recipient of federal
funds, has been subject to laws prohibiting discrimination against current or potential students and
employees with disabilities since the enactment of the Rehabilitation Act of 1972. Despite this relatively
long history of compliance with statutes prohibiting discrimination on the basis of disability, it is
essential that we continually review institutional policies as well as our own individual practices to
ensure that qualified students and employees with disabilities are accorded both their rights under the
law and their rightful places within the University.

Some Important Definitions

Under the ADA, a person has a disability if he or she has a physical or mental impairment that
substantially limits one or more major life activities. The ADA, as amended, also protects individuals
who have a record of such an impairment, as well as people who are regarded as having such an
impairment. A substantial impairment is one that significantly limits or restricts a major life activity,
such as hearing, seeing, speaking, breathing, performing manual tasks, walking, caring for oneself,
learning, or working. To be protected by the ADA, however, a current or potential student or employee
with a disability must be otherwise "qualified"-i.e., someone who, with or without reasonable job
accommodations or reasonable modifications to educational policies or practices, meets the essential
requirements of the job or the educational program.

General Requirements Under the Americans with Disabilities Act

(Adapted from Jane E. Jarrow's Title by Title: The ADA's Impact on Postsecondary Education, published
by the Association on Higher Education and Disability.)

e There may be no exclusion of persons on the basis of disability. It is unlawful to deny admission to or to
limit the enrollment of students with disabilities when they are otherwise qualified. Likewise, it is
unlawful to discriminate against a qualified employee or applicant for employment on the basis of
disability.

e There may be no discrimination through contract. The University is responsible for ADA compliance
even in those services, programs, or activities it contracts out to other entities. Contracts should stipulate
that outside lessees, lessors, and vendors must abide by the institution's requirements under the ADA, in
addition to any other requirements for which they themselves are responsibilities under the law.

e Persons with disabilities are entitled to participate in the most integrated settings possible. If special
problems are established, the individual with a disability may still choose to participate in the general
program. Persons with disabilities have the right to refuse accommodation.

o It is unlawful to use eligibility criteria that screen out, directly or indirectly, an individual with a disability
or a class of individuals with disabilities unless such criteria can be shown to be necessary to the
provision of the activities or services, or essential to the performance of the job. Safety-related criteria
may be imposed, but those criteria must be shown to be based on actual risk and not on stereotypes or
assumptions about the abilities of people with disabilities.

o Reasonable job accommodations or reasonable modifications to educational policies, practices, or
procedures must be made to otherwise qualified employees or students with disabilities, unless such job
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accommaodations would impose an undue financial or operational hardship on the employer, or such
modifications to educational programs would fundamentally alter the nature of the activities or services
offered.

o It is unlawful to deny equal services, programs, or activities to an individual or entity because that
individual or entity has an affiliation with an individual or class of individuals who are known to have a
disability. For example, it would be unlawful to deny space on campus for an AIDS support group to
meet because of fear of exposure to AIDS/HIV. It would also be unlawful to deny employment to an
individual with a chronically ill partner or child because of a perceived potential for missed work or
increased insurance costs.

e It is unlawful to attempt to cover or offset costs of complying with the ADA by imposing a surcharge
solely on people with disabilities.

e It is unlawful to refuse to serve persons with disabilities, or to serve them differently on the basis of their
disabilities, due to insurance coverage or rates. For example, it would be illegal to bar persons with low
vision or limited mobility from a science laboratory because it is believed that insurance coverage may be
jeopardized, or the costs increased, as a result of the presence of these individuals.

e It is unlawful to retaliate or threaten retaliation against individuals with disabilities for asserting their
rights under the ADA.

Grievance Procedure

If you feel that you have been discriminated against on the basis of disability, a procedure exists for the
timely review of your complaint. The "Grievance Procedure for Review of Allegations of
Discrimination” is available from the Affirmative Action Office, LSG 667.

504/ADA Coordinators

Barbara Jean Fairbairn, director of Services for Students with Disabilities, 607-777-2686 (V/TT), and
Valerie Hampton, director of Affirmative Action, 607-777-4775, are Binghamton University's 504/ADA
Coordinators. Please contact them if you have questions or would like additional information regarding
the ADA.

I.H.2. Disability Parking Policies and Procedures

http://www?2.binghamton.edu/ssd/accessibility/parking.html

I.1. Access to University Records

The Freedom of Information Law, effective January 1, 1978, (Public Officers, Article 6) provides rights
of access to University records, except those that fall within one of the eight categories of deniable
records [section 87 (2)]. Written application for examination and copying of accessible records must be
made to the Records Access Officer, Office of University Counsel, Couper Administration Building,
room 609, Binghamton University, PO Box 6000, Binghamton, NY 13902-6000, during regular
business hours or by email foil@binghamton.edu, first class mail or fax (607-777-6453). Appeals of a
denial of requested information must be taken within 30 days to the FOIL Appeals Officer, State
University of New York, State University Plaza, Albany, New York 12246.

|.J. Release of Listings and Labels to Third Parties
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As a general policy and practice, the University neither produces nor releases labels or lists of its
students, faculty, staff, administrators, or alumni except for official University purposes. When labels or
lists are produced and released, their use must be directly related, in a primary manner, to the stated
mission of the University. Once released, mailing labels and lists may not be duplicated or stored by any
means. The University has adopted this position to ensure compliance with the laws affecting privacy, to
avoid possible participation in illegal discrimination, and to act in a fashion that is in the best
educational interests of students and other members of the University community.

Student organizations, for purposes of this policy, are not considered officially related to the University
for purposes of obtaining lists or labels. However, the Campus Post Office will continue to provide
recognized student organizations with scheduled access to campus mail rooms for purposes of placing
information materials in student mailboxes.

|.K. Binghamton University Counsel

Binghamton University employs a regional counsel whose responsibility it is to furnish legal advice to
the president and other senior administrators, and to be present to represent the University when its legal
interests are involved. Questions involving legal matters that have a direct bearing upon the University
should be referred to the appropriate vice president.
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11. Faculty and Professional Staff Governance

I1.A. Faculty Bylaws

http://www?2.binghamton.edu/faculty-senate/

11.B. Graduate School Bylaws

http://www?2.binghamton.edu/grad-school/faculty-and-staff/policy/graduate-school-by-laws.html

11.C. Professional Employees Council Constitution

http://pec.binghamton.edu/constitution.htm

11.D. Professional Employees Council Bylaws

http://pec.binghamton.edu/bylaws.htm
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I11. General Personnel Policies and Procedures

I11.A. Binghamton University Affirmative Action/Equal Access
Policy

Binghamton University Affirmative Action Policy

111.B. Professional Responsibility

Faculty and professional staff should note that this Handbook contains, when the state code is taken in
conjunction with the University policies found in sections I11. General Personnel Policies and
Procedures, 1V. Faculty Personnel Policies and Procedures, V. Professional Staff Personnel Policies and
Procedures, VII. Instructional Policies, and XIV. Other Policies, a description of professional and
academic responsibilities. New York State law mandates a set of Standards and a Code of Ethics for its
employees.

111.C. Standards and Codes of Ethics Mandated by NYS Law

Every officer and employee in State service is bound by the provisions of the State ethics laws, which
establish specific standards of conduct, restrict certain business and professional activities — both while
in State service and after leaving government — and require financial disclosure of policymakers and
other higher level officials. Violators face serious penalties.

Although the underlying principles of the laws are fairly simple — preventing conflicts of interest and
encouraging ethical behavior — the law’s specific provisions can be quite technical. Please visit the New
York State Joint Commission on Public Ethics (JCOPE) web page located at http://www.jcope.ny.gov/
for an outline of what is expected of State officers and employees.

[11.D. Conflict of Interest Policy

The federal regulations under which grant and contract funds are made available to the University
require that they be administered in such a way as to preclude "conflict of interest" practices in such
areas as the purchase of goods and services and employment. In the area of employment, federal
auditors review for any evidence that individuals have given preferential treatment to persons related to
them in appointment and/or promotion actions. Federal and state EEO and Affirmative Action policies
and regulations also prohibit discriminatory practices in hiring.

Binghamton University's conflict of interest policy does not preclude the employment of two or more
members of the same family. However, to ensure compliance with federal policy, no employee of the
University may recommend or approve any personnel action affecting a relative nor may one relative
supervise another. This applies to all forms of employment on the campus, permanent or temporary,
regardless of the source of funding (state, Research Foundation, IFR, agency accounts, etc.).

Where the search and selection process results in a situation in which a University employee must
recommend or approve the appointment of a relative, the employee must defer to the next administrative
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level to make the initial recommendation. In forwarding the personnel action to the next administrative
level, the employee should include the vita of the proposed appointee; a statement of the position's
requirements and salary, and their relationship to the proposed appointee's qualifications; and a
summary of the recruitment and selection process, including the names of the other candidates
considered and the basis for their rejection. The review at the next administrative level shall be based on
the relationship of the proposed appointee’s qualifications to the requirements and salary of the position,
the qualifications of other interested candidates, and any other extenuating, job-related circumstances.
The review should also involve consultation with the director of human resources and with the
Affirmative Action Office, and, for Research Foundation appointments, the associate vice president for
research administration. If the appointment is recommended by the next administrative level, the case
will proceed through the normal channels. If it is not approved, the case will be returned to the employee
so that another candidate may be recommended.

Public Officers Law requires public notice (Contract Reporter) and a sealed competitive bid process for

award of any transaction exceeding $25.00 when a state employee may be the vendor. This process
should take about five weeks. State employees wishing to sell to the campus should complete Form A-1
and return it to M. Loveria, Purchasing Department. More information about the bid process is available
online at http://www2.binghamton.edu/purchasing/.

[11.E. Enrollment in Graduate Degree Programs

To avoid any possible conflict of interest in which an employee, faculty member, professional staff
member, or graduate student might exercise a special and undesirable influence on academic decisions
directly influencing the individual's own degree program, the following regulation, approved by the
Graduate Coordinating Council on May 21, 1974, is currently in effect.

1.

2.

Only those with other than the rank of assistant professor, associate professor, or professor (or equivalent
status), and those with administrative or professional staff positions below the rank of assistant dean (or
its professional staff equivalent) are eligible to be enrolled in a graduate degree program of study within
their own department, school, or college. However, any person may be enrolled as a graduate degree
student in a Binghamton University department, school, or college other than the one in which the person
is employed, provided that there is no conflict of interest or a restriction by the policies stated below.

o No graduate student in a degree program at Binghamton University shall hold voting faculty
status (as defined by the By-Laws of the University and the individual school or college) in a
department, division, school, or college within Binghamton University in which the individual is
also enrolled as a graduate student.

o No graduate degree student shall hold or be assigned any administrative post within the SUNY
System in which the individual is in a position to:

1. alter graduate student records (transcripts); or

2. influence academic and/or financial decisions bearing directly on the department or non-

departmentalized school in which the individual is enrolled as a degree program student.

Where a full-time employee desires to enter a graduate program, the responsible administrative officer is
informed. The student and the official should reach a common understanding concerning the relationship
between job responsibilities and the required academic study. Rarely should an employee be permitted to
enroll in more than eight (8) hours of graduate-level courses per semester.
Exceptions to this policy may be granted only by vote of the Graduate Council (or equivalent graduate
body responsible for overall supervision of graduate work) and by approval of the vice provost and dean
of the Graduate School. The Graduate Council is also the agency for interpreting ambiguities and making
necessary extensions in the above policy.
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[11.F. Guidelines Governing Relationships Between the
Binghamton University Community and United States
Intelligence Agencies

(Endorsed by the Faculty Senate, April 19, 1979)

1. Binghamton University may enter into research contracts with the CIA provided that such contracts
conform with Binghamton University's normal rules governing contracting with outside sponsors, and
that the existence of a contract is made public by University officials.

2. Individual members of the Binghamton University community may enter into direct or indirect consulting
arrangements for the CIA to provide research and analytical services. The individual should report in
writing the existence of such an arrangement to the appropriate vice president, who should then inform
the President of the University.

3. Any member of the Binghamton University community who has an ongoing relationship with the CIA as
a recruiter should report that fact in writing to the appropriate officer, who should inform the president of
the University and the Career Development Center. A recruiter should not give the CIA the name of
another member of the Binghamton University community without the prior consent of that individual.
Members of the Binghamton University community whose advice is sought on a one-time or occasional
basis should consider carefully whether, under the circumstances, it is appropriate to give the CIA the
name of another member of the Binghamton University community without the prior consent of the
individual.

4. Members of the Binghamton University community should not undertake intelligence operations of the
CIA. They should not participate in propaganda activities if the activities involve lending their names and
positions to gain public acceptance for materials they know to be misleading or untrue. Before
undertaking any other propaganda activities, an individual should consider whether the task is consistent
with scholarly and professional obligations.

5. No member of the Binghamton University community should assist the CIA in obtaining the unwitting
services of another member of the Binghamton University community. The CIA should not employ
members of the Binghamton University community in an unwitting manner.

6. Questions concerning the interpretation and application of these guidelines should be discussed initially
with the appropriate vice president and, if necessary, with the president of the University or with a
member of the president's staff.

111.G. Liability of University Officers and Employees

Current and former state officers, employees and volunteers in a state-sponsored program, who are sued
in their individual capacity in a civil suit in state or federal court for acts or omissions occurring, or
alleged in the complaint to have occurred, within the scope of their employment are entitled to request
the State provide for their defense under the terms and conditions of NYS Public Officers Law 817
("Section 17"). To invoke the protections of Section 17, the employee must deliver a copy of any papers
with which he or she has been served, as well as a request for representation, to the Attorney General's
Office within five days of being served. The employee must also cooperate fully with the attorney
feneral in the defense of the matter, the defense of any related action against the State, and in the
prosecution of any appeal. If the employee meets the above terms and conditions, in most cases the
employee is entitled to defense by the Attorney General's Office, or in the case where the attorney
feneral determines that a conflict of interest exists, by outside counsel paid for by the State. Where an
employee is sued in connection with an accident in which he or she was driving a privately owned
vehicle on state business, the employee should request defense from the vehicle's liability insurer. Even
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if the employee is entitled to Section 17 coverage, the State will only act as an excess-insurance carrier
in such a situation.

If a monetary judgment is awarded against the employee in state or federal court, or the matter is settled,
in most cases, the State will indemnify the employee where the injury resulted from acts or omissions
which actually occurred, as opposed to merely alleged in the complaint to have occurred, within the
scope of the employee's public employment or duties. In addition, the damage must not have resulted
from intentional acts on the part of the employee. Indemnification and payment of a judgment or
settlement must be approved by SUNY, the attorney general and the comptroller.

When sued in an individual capacity, all personnel located at state-operated campuses outside New York
City and Long Island should send the summons, complaint, or other process, with the individual
defendant's request for representation and defense pursuant to Section 17 to the attorney general at the
State Capitol, Albany, New York 12224. Following receipt of this material, the attorney general will
determine whether the Law Department will assume the defense of the litigation and will so advise the
individual officer or employee. In all cases, a copy of the letter and papers should also be sent to the
Office of the University Counsel.

In situations where the summons or notice must be answered immediately, the Office of the University
Counsel should be contacted by telephone so that arrangements may be made to have the necessary
papers delivered to the nearest regional bureau of the Office of the Attorney General.

Where the legal papers name the State University, the State of New York, or State University officers or
employees described by their official title as the party or parties defendant, the summons or summons
and complaint should be forwarded to the Office of the University Counsel in the usual manner. Where
there may be some doubt as to whether the defendants are named in a corporate or personal capacity, the
University counsel's office will be glad to advise by telephone.

I11.H. Extra Service Compensation for Faculty and Professional
Employees

http://bingdev.binghamton.edu/administration/procedures/600series/624.htm

I11.1. Safety and Environmental Health
I11.1.1. General Policy

It is the policy of this University to maintain, insofar as it is reasonably within the control of the
University to do so, an environment for its faculty, staff, students, and visitors that will neither adversely
affect their health and safety nor subject them to avoidable risk of accidental injury. Appropriate health
and safety standards promulgated by federal and state agencies are followed whenever feasible in
establishing campus regulations and policy. Published standards of nationally recognized professional
health and safety groups serve as guidelines in the absence of appropriate statutes and governmental
regulations.
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I11.1.2. Responsibilities

The president has ultimate responsibility for the campus safety and environmental health program, and
delegates to all levels of supervision the responsibility and authority for achieving the established
objectives.

Each department chair is responsible for the safety and health of all students, faculty, staff, and visitors
in that particular area. This includes the obligation and authority to prevent or stop any operations
considered to be unsafe. The department chair may delegate all or part of these responsibilities to a
departmental safety coordinator. Ideally, this person will be a faculty member in an academic
department or a supervisor or administrative assistant in a staff department. However, such delegation in
no way relieves the department chair of responsibility in matters of departmental safety and health.

It is incumbent upon individuals to provide the constant vigilance necessary to avoid unsafe acts. Each
person has an obligation to take all reasonable precautions to prevent personal injury and injuries to
fellow employees or students. Employees are expected to learn and to follow the approved standards and
procedures applying to any activities, and to consult with the appropriate individual when there are any
doubts concerning potential hazards.

The associate director of environmental health and safety (607-777-72211) provides guidance to and
services needed by campus personnel to attain the goals and objectives of the campus safety and
environmental health program. (See also Management Procedure 807,
http://bingdev.binghamton.edu/administration/procedures/800series/807.htm).

111.1.3. Hazard Communication Standard (Right to Know)

The Hazard Communication Standard (part 29CFR1910.1200 of the Occupational Safety and Health Act
[OSHA]) is a performance standard that requires the University to: 1) obtain Safety Data Sheets (SDS)
for all chemicals purchased; 2) determine what chemicals in the workplace present a real or potential
hazard for exposure for employees; 3) make SDSs readily available to employees at all times; 4) provide
to employees all information specified by the Standard; 5) ensure that all chemical containers are
properly labeled; 6) train all employees in accordance with the requirements of the Standard; and 7)
develop a written Hazard Communication Program. A copy of the program is available for employees to
review in the Office of Environmental Health and Safety. (See also Management Procedure 815,
http://bingdev.binghamton.edu/administration/procedures/800series/815.htm).

111.1.4. Labeling of Chemical Containers

It is the policy of the University that all containers of chemical products be properly labeled in
compliance with the Hazard Communication Standard. Such labels must contain the identity of the
chemical in the container, along with an appropriate warning such as "flammable,” "poison,” "xxidizer,"
and the like. Existing labels, if appropriate for the chemical contents, must not be removed or defaced.

I11.1.5. Emergency Preparedness

Report fire or medical emergencies by dialing 911 from a campus land line or 607-777-2222 from any
non-campus (cell) phone. You will be connected to University Police, who are on duty 24 hours a day.
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If the fire alarm sounds, please exit the building in a safe and orderly manner. Do not use the elevator.
Remain outside until the "all clear” is given.

Additional information can be found at http://www.binghamton.edu/ehs/ or
http://www.binghamton.edu/emergency/.

111.J. Travel

http://www?2.binghamton.edu/travel/
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V. Faculty Personnel Policies and Procedures

IVV.A. Personnel Actions

Current procedures for faculty personnel actions are described in Article V1I of the Faculty Bylaws. (See
Section 1l of this Handbook.) The information that follows relating to faculty personnel actions
comments upon the Bylaws and describes local practice.

IV.A.1. Recruitment

Recruitment is carried out under the direction of the president, though it is normally initiated within an
academic unit. So far as is possible, prospective faculty members are brought to the campus, where they
are interviewed by as many members of the faculty, particularly senior members in the candidate’s area
and in related area, as is feasible.

Article VII. Title E.1.b. of the Faculty Bylaws requires that initial appointments to the rank of associate
or full professor, and any appointments with tenure, be submitted to the president by the Initiating
Personnel Committee, the chair, and/or the dean or director. In cases of non-concurrence or requests for
consultation by any of these parties, the appropriate University Personnel Committee shall review the
case and submit a formal report and recommendation to the president.

Article VII. Title E.1.a of the Faculty Bylaws requires that the manner in which each academic
subdivision handles appointments below the rank of associate professor, all visiting appointments, and
changes from a qualified (non tenure/tenure-track position such as a clinical or research appointment) to
an unqualified (tenure/tenure-track) title, shall be specified in its Bylaws. Recommendations from
academic subdivisions shall be submitted to the president through the dean or director.

An important part of the recruitment procedure concerns equal employment opportunity for women,
minority group members, and disabled individuals. See the various Guidelines in Section Il above, and
Management Procedure 604 of the University's Management Procedures, which can be found online at
http://bingdev.binghamton.edu/administration/procedures/600series/604.htm

1VV.A.2. Verification of Credentials

It is the University's policy to verify the academic credentials claimed by a prospective faculty member.
This verification occurs at the level of search committee or department prior to extending an offer of
employment. In the event the verification does not support the claim, any offer of employment to the
individual will be withdrawn, or, when necessary, the individual's appointment at the institution will be
terminated.

IV.A.3. Term Appointment

Except as provided in Article XI, Title D, Section 6 of the Policies of the Board of Trustees, which can
be found online at http://www.suny.edu/board_of _trustees/pdf/policies.pdf, a term appointment is an
appointment for a specified period, but not more than three years, which automatically expires at the end
of that period unless ended earlier because of resignation, retirement, or termination. An initial tenure-
track appointment will ordinarily be for three years. For further information concerning “Eligibility,"
Faculty-Staff Handbook, 2012-13, page 35



http://bingdev.binghamton.edu/administration/procedures/600series/604.htm
http://www.suny.edu/board_of_trustees/pdf/policies.pdf

"Method of Appointment,
Article XI of the Policies.

Renewal of Term," and "Notice," refer to Sections 2 through 5 of Title D of

IV.A.4. Renewal Terms

The normal pre-tenure appointment pattern will be two three-year terms as assistant professor, with
substantive reviews in years 3 and 6, followed by promotion and the award of tenure at the beginning of
year 7. The unit's Initiating Personnel Committee will conduct these substantive reviews of the
cumulative record of teaching, research, and service in accordance with the Faculty By-Laws.

If the review in year 3 discloses that the candidate is not making and is unlikely to make satisfactory
progress, a one-year terminal appointment will be given for year 4, rather than a second three-year
appointment. If the review in year 6 leads to a negative decision on tenure, the candidate will receive a
one-year terminal appointment for year 7. All notifications of non-renewal must be made in accordance
with Article XI, Title D. 5. of the Policies of the Board of Trustees and the UUP Agreement.

If the ongoing review processes of an academic unit indicate that a review schedule other than that
outlined above is more appropriate for a particular candidate's circumstances, the unit may make such
recommendations accordingly through the dean and the Provost.

Under normal circumstances, this sequence allows a junior untenured faculty member two years
following initial appointment to establish a research program, to demonstrate teaching ability, and to
perform an appropriate amount of University service before a substantive review takes place. It also
provides time for direction and mentoring by senior colleagues as the faculty member progresses toward
the tenure decision. It is expected that these faculty members will be informally reviewed within their
academic units annually, and that they will be kept informed of the results of those reviews.

1VV.A.5. Evaluation for Renewal, Promotion, Tenure Decisions

A tenure decision is of major consequence, representing the commitment of a faculty line for the balance
of the candidate's career. Tenure is rarely given below the associate professor level, and all
recommendations for tenure are carefully reviewed in the light of "both standards of individual
professional competence and the needs and resources of the University." (See Policy Handbook, State
University of New York, "Statement on Tenure," December, 1982) The evaluation considers the
candidate's professional record in terms of the programmatic needs of the University and arrives at an
estimation of the candidate's potential for future accomplishment. Article XII, Titles A and B of the
Policies of the Board of Trustees enumerate the qualities sought in a faculty member. They provide the
criteria used at Binghamton in evaluating candidates for promotion and tenure.

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

It is standard practice to employ peer evaluation in order to support a candidate's reputation in his or her
subject area. Therefore, in cases involving tenure and promotion, the administration expects four or
more external letters of evaluation, as appropriate to the rank under consideration, from scholars with
academic rank equivalent to or higher than that of the candidate, and with recognized competence in the
candidate's field of specialization. While the candidate should be asked to identify potential evaluators,
the Initiating Personnel Committee must go beyond those writers in seeking evaluations.
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Effectiveness in teaching--as demonstrated by such things as judgment of colleagues, development of teaching
materials or new courses and student reaction, as determined from surveys, interviews and classroom
observation.

High quality in teaching as well as high quality in research is of fundamental importance to
considerations for advancement. While instructional modes vary widely among the disciplines, some
representative sources of information are listed below.

student opinions of teaching;

classroom visitation by other faculty and administrators;

syllabi, reading lists, evidence of curricular and pedagogical innovation;

information regarding supervision of students and record of student performance;

all other evidence amassed by department chairs/program directors that bears on teaching performance,
including materials from unit student advisory committees.

agrwbdE

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.

Scholarship or other creative contributions are essential for promotion, especially to a position with
tenure. For most fields, publication of refereed papers in professional journals of high repute is a clear
sign of scholarly activity. Scholarly books released through recognized publishers, either academic or
commercial, are another sign, as are artistic presentations such as juried shows and critically reviewed
performances.

Effectiveness of University service--as demonstrated by such things as college and University public service,
committee work, administrative work and work with students or community in addition to formal teacher-
student relationships.

As the most influential group on campus, faculty have an obligation to participate in the functioning of
the campus, and particularly in campus governance. Faculty service may also be directed toward
professional organizations and toward the local area, the state, and the nation. Service contributions
should reflect the experience and talents of the faculty member, and will often be more apparent as the
faculty member becomes more senior.

Continuing growth--as demonstrated by such things as reading, research or other activities to keep abreast of
current developments in the academic employee’s fields and being able to handle successfully increased
responsibility.

In order to pursue new knowledge and present it to students and colleagues, a faculty member must stay
current in the field of scholarship. For untenured faculty, evidence should show sustained intellectual
growth that reflects progress toward the achievement of tenure. For tenured faculty, evidence of
continued mastery of the subject area is expected. The evaluation of a candidate must take into account
the contributions the individual may be making to interdisciplinary fields of study. When there is such a
scholarly affiliation, evaluators must invite and consider materials submitted by interdisciplinary
programs as evidence of the candidate's professional activities within that program.
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In the case of an inter-unit joint appointment, evaluators in the personnel berth unit will solicit an
advisory report and recommendation from the initiating personnel committee and from the chair or
program director of the other unit. The two units must also cooperate in the identification of appropriate
outside evaluators and in the solicitation of their opinions.

The University assumes that each faculty member will achieve tenure after the probationary period.
Inevitably, however, not every faculty member will fulfill the criteria appropriate for the award of
tenure. Moreover, in addition to considering the above criteria, the administration must also consider
institutional priorities and programmatic needs in making personnel decisions.

IV.A.6. Changes in Faculty Status - Procedures

Procedures for submitting to the President recommendations for reappointment, promotion, tenure, and
non-renewal are prescribed and described in Article VII of the Faculty Bylaws, in the UUP Agreement,
and in the "Procedures for Personnel Cases," a set of guidelines prepared by the Office of the Provost in
consultation with the All-University Personnel Committee which is available online at
http://www?2.binghamton.edu/academics/provost/documents/procedures-personnel-cases.doc.

IV.A.7. Notice of Change in Status

Notice of non-renewal of a term appointment takes place as follows:

1. forty-five calendar days prior to the end of a part-time service term appointment;

2. three months prior to the end of a term expiring at the end of an appointee's first year of service within the
University, but not later than March 1 for terms ending in June, July, or August;

3. six months prior to the end of a term expiring at the end of an appointee's second year of service within
the University;

4. twelve months prior to the expiration of an appointment after two or more years of service within the
University. (See also Management Procedure 616,
http://bingdev.binghamton.edu/administration/procedures/600series/616.htm)

These dates are those mandated by the Policies of the Board of Trustees (Article XI, Title D. 5.) and by
the Agreement between the State of New York and UUP. Established policy is to notify faculty as soon
as is practicable of salary recommendations and of promotion and tenure decisions.

IV.A.8. Tenure

Continuing appointment as professor, associate professor, librarian, or associate librarian may be given
on initial appointment or thereafter upon recommendation of the appropriate personnel committee. The
Policies of the Board of Trustees specify that reappointment at the end of three consecutive years at
these ranks for those holding these titles shall be with tenure. An exception can be made in the case of a
faculty member who resigns from a continuing appointment or term appointment at one unit of State
University to accept a term appointment on another campus, in which case one additional term
appointment of no more than three years may be given by the chancellor upon the recommendation of
the president.

Instructors, assistant professors, assistant librarians, and senior assistant librarians must complete seven
years of full- time service in a position or positions of academic rank before they can be granted tenure
in these ranks according to Article XI of the Policies of the Board of Trustees. Reappointment upon
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completion of such service must be on a continuing basis. Prior academic service at another accredited
institution of higher education may account for up to three years of the total seven. At the time of initial
appointment, a faculty member may request such credit, which is granted at the discretion of the
president. Such prior academic service credit may be waived, but the waiver option does not apply to
faculty transferring from another SUNY unit. If credit is granted, it may be withdrawn, in whole or in
part, by written request of the faculty member within six months from the effective date of appointment.

If an instructor, assistant professor, assistant librarian, or senior assistant librarian has three or fewer
years of prior academic service, the individual must complete enough years in a position having
academic rank to total seven, the last three of which must be consecutive years of service at this campus,
before tenure can be granted. If there is no prior academic service then seven years of service here must
be completed before tenure can be granted in the ranks listed. As noted above, exception can be made in
the case of a faculty member who resigns from a continuing appointment or term appointment at one
unit of State University to accept a term appointment on another campus, in which case one additional
term appointment of no more than three years may be given.

Tenure becomes effective only by action of the chancellor.

It should be noted that service with the title of Lecturer or with a title of academic rank preceded by
designations such as "visiting™" does not count toward tenure; such titles are defined as "qualified"
academic rank, in accordance with Article 11 of the Policies.

IV.A.9. Joint Appointments and Titles

A joint appointment constitutes an appointment to a position that is in more than one academic unit.
The appointee has formal and on- going teaching obligations in each unit, and the line and salary of the
position are divided among the units. It is the position that is jointly assigned.

A joint title may be granted to an individual who has an appointment to a position that is entirely within
one unit, and who has formal and on-going teaching obligations only in that unit. The line and salary of
the position are assigned entirely to that one unit. Joint titles constitute a recognition of affiliation based
upon the individual's interest in another discipline. Individuals holding joint titles may, on a voluntary
basis, participate in the teaching or research program of the other unit, but the joint title does not imply
any obligation to do so. Joint titles are awarded for renewable terms of up to three years.

IV.A.10. Distinguished Professorships

Created by the State University Board of Trustees as a prestigious system-level distinction, the
Distinguished Faculty Rank (DFR) programs recognize and reward SUNY’s finest and most
accomplished faculty. The Distinguished Professorship (DP), Distinguished Service Professorship
(DSP) and Distinguished Teaching Professorship (DTP) are three of the four designations that constitute
this highest system tribute conferred upon SUNY instructional faculty. The other designation is
Distinguished Librarian.

Distinguished Faculty Rank programs encourage ongoing commitment to excellence, kindle intellectual

vibrancy, elevate the standards of instruction and enrich contributions to public service. They
demonstrate the State University’s pride and gratitude for the consummate professionalism, the
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groundbreaking scholarship, the exceptional instruction and the breadth and significance of service
contributions of its faculty.

Appointment constitutes a promotion to the State University’s highest academic rank, and it is conferred
solely by the State University Board of Trustees. The expectation is that individuals so appointed will
receive additional support, consistent with the resources of the campus.

Information regarding these programs is available at
http://www.suny.edu/provost/academic affairs/Dist Prof Guide.cfm.

IV.A.11. Policy and Procedure for Granting of Emeritus/a Status

Article XV. Title D. Privileges After Retirement

o Emeritus Status. Members of the University faculty who retire in good standing, in accordance with the
provisions of Title B, C, or D of this Article, shall be entitled to append the term "Emeritus" to the title of
their academic or administrative post after the time of retirement.

e Privileges. Emeritus rank shall carry with it such of the following privileges which, in the judgment of
the chief administrative officer, are feasible: use of library and study facilities, use of office and
laboratory space, eligibility for research grants, and representation of the University in professional
groups. (Policies of the Board of Trustees).

Since the title "emeritus/a” is a privilege accorded to all faculty retiring in good standing, no special
action is necessary to assume that designation. However, the form submitted through channels that
indicates the faculty member's retirement in good standing should also show, in the Campus Title
section, the emeritus/a title. By this means, the change may be endorsed by all appropriate campus
officers.

Policy for Granting Specific Privileges to Faculty in Emeritus/a Status

Requests for specific privileges, including private office, library, or research space, from an emeritus/a
faculty member should be made to the chair of the department from which the faculty member has
retired (or in the case of non-departmentalized units, to the dean or director). Requests, including those
for space, library carrels, offices, services (e.g., computer use), and research laboratories, should contain
specific information about the type of research or other activity for which services are required. In
departmentalized units, the department chair is charged with the responsibility of ascertaining the exact
extent of those privileges requested, as well as of assessing their availability to emeriti/ae faculty, and of
requesting their authorization from the dean.

The dean or director will authorize requested privileges only after consultation with the Provost and any
others as circumstances warrant. The dean or director will, in turn, inform the department chair (or, in
non-departmentalized schools, the emeritus/a faculty member directly) which privileges are to be
granted and the explanation of why certain requests will not be honored. Any services granted will
continue for periods of no longer than two years. Requests for the continued use of services should be
initiated at the close of the authorized period of use in a manner similar to the original request. Appeals
from negative decisions may be made by the emeritus/a faculty member to the Provost, who will consult
with the dean/director (and the department chair in departmentalized units) before responding.

Faculty-Staff Handbook, 2012-13, page 40


http://www.suny.edu/provost/academic_affairs/Dist_Prof_Guide.cfm

Policy Regarding Routine Privileges Associated with Emeritus/a Status

Routine privileges, with no time limits established, should be specified at the time of retirement when an
emeritus/a faculty ID card is issued. These might include certain library borrowing privileges, a
University mailing address, and such other privileges deemed appropriate to all emeriti/ae faculty.

Ceremonies Appropriate to Emeritus/a Faculty Status

Upon the retirement of a faculty member and his/her reversion to emeritus/a standing, the department or
school will assume responsibility for any special retirement ceremony honoring that individual.

IV.A.12. Departure Interviews

When the Office of Human Resources receives word that an employee is leaving the University, they
issue a document to the employee with a summary of the status of their fringe benefits, retirement
account, COBRA benefits, final paycheck, etc. If the employee still wishes to meet in person with a
representative from Human Resources, the employee should call (607) 777-2187 to schedule an
appointment. The Provost's Office will conduct exit interviews with faculty who are leaving the
University.

IV.A.13. Professional Obligation

The usual professional obligation for teaching faculty is for the academic year. The usual professional
obligation for library faculty is the calendar year.

IV.A.14. Academic Year Obligation and Semester Obligations

The academic year obligation covers the dates from approximately the first day of registration in the Fall
through the day after Commencement. Faculty receive yearly notification of the exact dates from the
Provost. During the period of academic year and semester obligations, all members of the faculty except
those on Title F leave, sabbatical leave, or leave without pay are expected to be available for such
service as may be dictated by their University obligations, departmental assignments, and program
responsibilities.

IV.A.15. Annual Faculty Reports

Each faculty member must file an Annual Faculty Report. Except in the most unusual of circumstances,
neither salary adjustments nor leave requests will be countenanced without a complete sequence of
Annual Faculty Reports on file in the Provost's Office. Annual Faculty Reports can be submitted online
at http://facultyreporting.binghamton.edu.

IV.A.16. Jury Service

Policies covering jury service are defined in the Agreement between the State of New York and UUP.
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IV.A.17. Faculty Absence from Campus

Other than absences due to illness, all absences from campus during the academic year that affect
University obligations, especially while classes are in session, must be fully and appropriately justified,
e.g. important professional and scholarly activities. Extended absences that entail missing two or more
consecutive classes require prior approval of the dean/director or designee.

It is expected that classes canceled for any reason will either be rescheduled or compensated for in some
other way.

1V.A.18. Attendance Records

In accordance with the Policies of the Board of Trustees and the Agreement between the State of New
York and UUP, faculty are required to maintain monthly attendance records on which they certify their
attendance, i.e. their attending to their professional obligations. In addition, they must record any
accruals of or charges to sick leave credits.

IVV.A.19. Faculty Resignations

Notice of resignation by faculty members shall be given by May 15. Prior to this deadline, members of
the faculty seriously considering accepting a position elsewhere are requested, but not required, to
advise their department chairs and deans. The Agreement with UUP requires that faculty who intend to
leave the employ of the University must give at least 30 days written notice to the president or the
president's designee.

IV.B. Leaves

IV.B.1. Sabbatical Policy

Sabbatical leaves may be granted for the reasons and under the conditions described in the Policies of
the Board of Trustees. Since extra allocations of funds are not available for leaves, they must be covered
by regular unit allocations.

In order to be eligible for a sabbatical leave, an academic employee must be tenured and must have
completed at least six consecutive years of service within the University. Academic employees who
have previously had a sabbatical leave must have completed at least six consecutive years of service
with the University from the date of return from their last sabbatical leave. Please refer to the Policies of
the Board of Trustees for guidelines in computing consecutive years of service.

According to the Policies of the Board of Trustees, "the objective of such 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."”

The policies state that "sabbatical leaves shall be granted for planned travel, study, formal education,
research, writing or other experience of professional value.” In addition, "the chief administrative officer
may approve such sabbatical leave as he or she deems appropriate and such leave shall be reported to the
xhancellor.” The policies also state that each application for sabbatical leave "shall include a statement
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outlining the program to be followed while on sabbatical leave, indicating any prospective income,
stating that the applicant will continue as a member of the professional staff for a minimum of one year
upon return and stating that upon return the applicant will submit to the chief administrative officer a
detailed report of professional activities and accomplishments while on sabbatical leave."

An application for sabbatical leave, including the rationale for the request and the planned activities, as
well as any other supporting materials, must be submitted through channels and received by the provost
and vice president for academic affairs by the second Monday in January (eight months in advance of a
fall semester leave request, and 12 months in advance of a spring semester leave request. Applicants
must have on file their Annual Faculty Reports for each year since any earlier sabbaticals have been
submitted. Application forms are available in the various deans' offices.

Faculty should submit the original application to the president through channels. The original is forwarded from
the chair to the dean, from the dean to the provost, and from the provost to the president.

To receive administrative approval for a sabbatical leave, faculty members must show substantive
results from any earlier sabbaticals and must perform at the level expected of tenured faculty, as
demonstrated in the Annual Faculty Report. In addition, provision must have been made to meet the
faculty member's teaching obligations during the proposed absence from campus.

The overriding objective of sabbatical leave must be "to increase an employee's value to the University
and thereby improve and enrich its program.” Faculty members must provide a specific plan of work
with their requests. That plan will involve research that will likely lead to publication. In addition, the
plan may lead to enhanced teaching competence and to expanded abilities for public service. Sabbatical
leave provides a faculty member the chance to look beyond the campus for professional renewal and
contacts with colleagues. When possible, faculty should avail themselves of this opportunity for a
change of environment.

Should a change occur in the sabbatical work plan or in the expectation of earned income, an addendum
to the sabbatical leave request must be made to the president through channels.

Within six months of return from sabbatical leave, an original plus three or four copies (see above) of
the report required by the policies must be submitted to the president through channels.

Sick leave credits do not accrue, nor may they be used, during a sabbatical. Credit toward retirement is
based upon percentage of full-time status.

Please note that any faculty member who does not return from sabbatical leave for at least one additional
year of employment may be expected to remit to the University any salary paid by the University while
on leave, or to arrange for a new employer to reimburse the University for such salary.

IV.B.2. Leave of Absence (Title F Leave)

The University encourages faculty to seek fellowships and similar awards that will enhance their
credentials and promote their research and scholarship in the belief that such awards reflect favorably
upon the institution and its community.
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The president may grant leaves of absence, also known as Title F Leaves, for purposes of professional
development or for other purposes consistent with the needs and interests of State University. The
president may approve of such leaves at partial salary -- for full salary applications, the final approval
must be given by the Chancellor. This is usually done to support faculty who have obtained fellowships;
however, the University is under no commitment to provide any faculty member a leave at partial salary
or to make up the difference between salary plus fringe benefits and the amount of the fellowship. In
short, no faculty member is entitled to the difference between regular compensation and fellowship
income as a matter of right. A faculty member applying for a fellowship or similar award should inform
the appropriate dean or director before submission of the application. This will allow sufficient time to
discuss possible arrangements with the sponsor regarding the transfer of funds to a University account
that will allow for no interruption in salary and benefits. The University will make every effort to ensure
that no faculty member who receives a fellowship or similar award is disadvantaged financially in
accepting it.

Each application should include a detailed statement of the purpose for which the leave is requested, its
anticipated duration, and its value to the applicant and the University. Application for leave of absence
for Harpur College faculty should be submitted with four (4) copies. The department chair, keeps one
and forwards the remaining three, with recommendations, to the dean. This process is repeated with the
provost, so that the original arrives on the desk of the president with all endorsements. For units other
than Harpur College, an original plus three (3) copies are submitted to the dean or director, who follows
the above procedure for forwarding.

Once a leave has been approved, the same procedure must be followed to make changes.

Sick leave credits do not accrue during a leave of absence. Credit toward retirement is based upon
percentage of full-time status.

A request for a leave of absence without pay or with partial pay by a faculty member whose mandated
personnel action is scheduled to take place during the period of the anticipated leave may be
accompanied by a request for an extension of the current appointment corresponding to the length of the
leave. Should the leave request be approved, the extension will also be approved unless circumstances
dictate otherwise. (Deans/directors will include the extension of appointment on the transaction form
prepared for the leave.)

Any faculty member who does not return from a leave with full or partial pay for at least one additional
year of employment may be expected to remit to the University any salary paid by the University while
on leave, or to arrange for a new employer to reimburse the University for such salary.

IV.B.3. Leave Status and Faculty Responsibility

Faculty who will be on leave and not in residence, and will thus not be available to students, will be
expected to make arrangements with their students and their department chairs (or other appropriate
office) to fulfill all professional obligations for any semester of service preceding the leave. Faculty who
will be on leave must have submitted grades for their students, and must have made arrangements for the
return of papers or other student materials in their keeping. In the event it becomes necessary to contact
them, faculty members should provide to the appropriate personnel addresses and telephone numbers
where they may be reached while on leave.
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Faculty members may be required to make a statement similar to the following on their leave requests:
"l have made arrangements for the disposition of all student-related matters still remaining at the time |
begin my leave."

IV.B.4. Payroll Procedures for September Faculty Returning from Leave and for Mid-Year Faculty
Appointments

Faculty members with September appointments returning from a fall semester leave without salary will
be restored to full payroll status in the payroll period that coincides with the resumption of their
obligation. They will receive nine regular biweekly checks (January through April) followed by eight (8)
checks at half-pay (May through August). These checks will total 50% of a full academic year's salary.
The normal September 1 through August 31 payroll cycle will resume following the eight (8) checks at
half-pay.

Faculty members whose initial appointments begin in January with the spring semester will be subject to
the same payroll schedule described above. Questions should be directed to the Office of Personnel
Services.

IVV.C. Teaching

IV.C.1. Guiding Principles and Practices of Effective Teaching

(Revised by Faculty Senate Executive Committee on February 24, 2004)
(Adopted by Faculty Senate on May 4, 2004 for insertion in Handbook for Faculty and Staff)

Statement of Purpose:

Teaching is part of Binghamton University's core mission, whether it be in the context of undergraduate
or graduate education, mentoring, or any of the other myriad ways that faculty interact with students.
Our students challenge us as a faculty to foster a rich and diverse learning environment. To this end, the
Faculty Senate endorses the following eight guiding principles of teaching and learning and encourages
the individual schools and departments to develop complementary sets of principles and practices that
better reflect their specific mission.

The faculty member:

Principle 1. Sets clear goals and intellectual challenges for student learning

Examples of effective practices:

identifies key concepts or ideas in the field and helps students to understand and apply them
communicates current research and knowledge relevant to course goals

identifies key steps in achieving learning goals

actively helps students to accomplish goals and meet challenges as defined in the course outline
sets high, yet reasonable, expectations of students' learning

encourages students to think analytically and solve problems
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Principle 2. Employs teaching methods and strategies that actively involve students

Examples of effective practices:

o organizes effective learning experiences to meet intellectual goals and learning outcomes

o shows awareness that learning is a process that transforms and changes learners

o values and encourages student input and feedback

o evaluates and assesses learning in a manner consistent with established goals and learning outcomes
e encourages and assists students in self-directed learning activities

Principle 3. Communicates and interacts effectively with students

Examples of effective practices:

o exhibits a strong interest in students

e engenders enthusiasm and interest in subject matter

e attends to classroom dynamics that enhance or inhibit learning

o expresses goals, intended outcomes, and expectations clearly and effectively and discusses these with
students

o uses fair and reasonable methods of evaluating learning

e encourages appropriate student-faculty interaction

Principle 4. Attends to the intellectual and social growth of students

Examples of effective practices:

e provides, and discusses with students, explicit criteria for assessing learning

e reviews students' progress in achieving intellectual goals and learning outcomes

e acquires regular and varied feedback on students' accomplishments

e provides advanced learning opportunities for those students who seek them

o helps students to develop social skills such as team work, communication, and leadership

Principle 5. Respects the diverse talents and learning styles of students

Examples of effective practices:

e recognizes and accommodates different learning styles

o employs multiple methods in evaluating students

o Dbalances collaborative and individual student learning to reflect the course aims and outcomes
e demonstrates sensitivity to social and cultural issues

e accommodates students with diverse abilities

Principle 6. Encourages learning beyond the classroom

Examples of effective practices:

seeks to make connections with living and learning communities

applies academic learning in university contexts outside the classroom

helps students connect their academic learning to the world outside the classroom
encourages students to be lifelong learners
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Principle 7. Reflects on, monitors and improves teaching philosophy and practices

Examples of effective practices:

improves teaching through self-reflection and periodic peer and student feedback
regularly revises and updates course content, format and assignments

regularly revises and updates teaching methods and use of technologies
enhances teaching by participating in professional development activities

Principle 8. Integrates teaching and learning with research, scholarship, and creative activities

Examples of effective practices:

uses student learning experiences to stimulate research, scholarship and creative activities

uses research, scholarship and creative activities to enhance teaching and to foster student research
uses research, scholarship or creative activities to constantly renew and energize student learning
involves students in faculty research, scholarship and creative activities and gives students appropriate
recognition

o collaborates with library faculty to help students develop the skills to locate, evaluate, and use
information resources

In accepting these principles the Faculty Senate recognizes that the inventory of effective practices listed
above should be dynamic and reflect changes in pedagogy. It therefore authorizes the Faculty Senate
Executive Committee to make changes in these lists as the Executive Committee sees appropriate.

Based on a similar set of principles developed at the University of British Columbia.

IV.C.2. Statement of Goals, Principles and Responsibilities for Undergraduate Education at Binghamton
University

(Revised and adopted by Faculty Senate on January 27, 2004 for insertion in the Handbook for Faculty
and Staff)

Background

(The following paragraph was added by the Faculty Senate on May 4, 2004):

The State University of New York operates within a framework of federal and state laws, the enacted
Policies of the Board of Trustees, and a number of negotiated collective bargaining agreements. Nothing
that follows should be construed as superseding these laws, Policies, and agreements. The Board of
Trustees has delegated to faculty within the State University of New York the responsibility “for the
conduct of the university's instruction, research and service programs.” [Article VI, 3] The aim of this
document is to guide faculty, staff and administrators in fulfilling their shared responsibilities for
providing high quality undergraduate education.

Rationale:

Binghamton University students represent some of the best and brightest in the state. The mission of
Binghamton must be to provide the best possible education for all students. This mission of Binghamton
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University entails both significant scholarship and engaged undergraduate teaching. This mission
requires research that advances knowledge through discovery, scholarship, and creative work and using
both that knowledge and that process to educate our students. The Faculty has a deep and abiding
responsibility for the education of our students. The Faculty Senate is responsible for upholding the
goals, principles, and standards of the University's academic mission. In times of fiscal constraint and in
times of abundance, the University must keep these goals, principles, and standards firmly in mind. To
guide the Institution in the making of future decisions, the Faculty Senate endorses the following
Statement.

I. Goals of a University Education:

Liberal Arts Core - preparation for a life of learning, higher order critical and analytical abilities, to
enhance the self-development of students so that they will become informed and effective participants in
public affairs and in all of their subsequent educational and professional pursuits, the interpretive ability
to apply learned skills to subject matter.

Acquisition of Skills - academic skills necessary for rational discourse, written and oral communication
for all. Skills are normally supplemented by particular kinds of competence - mathematic, linguistic and
the like - as required by individual fields of study.

Substantive Knowledge - Major study and professional programs to prepare students for future study,
professional development, and careers.

I1. Responsibilities for Quality Education at Binghamton University:

A. Responsibilities of the faculty for these goals: The faculty as a group bears the primary
responsibility and authority for the education of students. The faculty includes, the president, the
provost, and all faculty members having academic rank (1).

The Faculty will:

1. Determine the curriculum for all academic units.

2. Design curricula that both reflect the standards of their discipline and are responsive to the academic
needs of their students.

3. Set and maintain the academic standards required of the students.

4. Have the ultimate responsibility for the academic evaluation of students.

5. Establish guidelines within departments or schools concerning the quantity and quality of adjunct
teaching, while establishing the realms within which adjunct teaching is preferred.

6. Formally train, and regularly supervise, and evaluate undergraduate peer instructors. Faculty will appoint

only undergraduate peer instructors who have strong academic records and who demonstrate an

outstanding command of the subject that they will help other students learn.

Develop educational programs to align the curriculum with societal needs and evolving knowledge.

8. Engage in scholarship, research and other creative activities to contribute to their fields of study, to
deepen their understanding of their field, and to bring the creation of new knowledge to the classroom.

9. Be responsible for communicating the curriculum to the students. Good teaching requires faculty to
critically reflect on their pedagogy and utilize peer review, student opinion, and other sources to
illuminate and challenge their classroom skills.

10. Oversee the progress of their students and certify the awarding of academic degrees.

11. Participate in academic advising.

~
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B. Responsibilities of Institution for these goals: Institutional responsibilities are realized through the
cooperative efforts of the faculty and the administration to accomplish the mission of the university. The
University, in carrying out its mission as a research university committed to excellence in teaching and
in research and creative endeavors, recognizes and values excellence in teaching

The Institution will:

agkrwdE

o

11.

12.

13.

Recruit and hire academic rank faculty gifted in teaching and committed to student learning.
Supervise and review departmental or school guidelines concerning adjunct teaching.

Develop criteria for the role, selection, supervision, and evaluation of undergraduate peer instructors.
Provide resources to promote and facilitate undergraduate participation in faculty research.

Ensure that students have access to sufficient classes in order to complete their undergraduate degree
requirements in a timely manner (usually four years for entering freshmen).

Evaluate teaching excellence in the promotion and tenure process and promote teaching excellence
through incentives and meaningful rewards.

Provide students with the advising that they need to gain their degrees and allocate resources so that
faculty have sufficient time to advise and mentor students.

Provide resources for faculty development to support teaching in the form of curriculum development
grants, workshops on teaching, travel, sabbatical leave, etc.

Support research on, and the assessment of, teaching effectiveness.

. Provide competitive graduate teaching assistant stipends to improve recruitment of excellent graduate

students.

Support the professional development, supervision and mentoring of undergraduate and graduate teaching
assistants to train the next generation of university teachers.

Provide the state of the art facilities that the faculty need to support excellence in teaching and learning
(classrooms, laboratories, library and computer resources that contain the appropriate technologies to
support classroom teaching).

Provide appropriate compensation and support to adjunct faculty for the performance of their
responsibilities in support of the departmental or school mission.

C. Responsibilities of the graduate teaching assistants for these goals: The primary responsibility of
all graduate students is to complete their degree in a timely fashion. As part of their career development
they should be called upon to take teaching duties. As scholars in training they need the support of the
faculty and the institution to meet their responsibilities.

Graduate teaching assistants will:

1.

2.

o

Teach small groups of undergraduates under supervision of faculty. Faculty should provide regular
mentoring on teaching skills, general communication skills, and subject matter.

Develop teaching skills and qualifications to take on increased responsibilities. The University should
provide opportunities for teaching development, including ESL classes, where appropriate, and should
reward excellent teaching by TAs.

Carry out aspects of teaching specific to small groups with high interaction: stimulate discussion, promote
learning by inquiry, and teach oral and written communication skills via individual interaction with
students.

Become familiar with and use technology appropriate to their teaching role.

Give thoughtful feedback and evaluation of students' work, maintaining standards set by supervising
faculty.

Faculty will ensure that:
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1. Teaching loads should allow time for TAs to do a quality job of teaching while also developing further
teaching skills and pursuing their own studies.

2. Teaching assignments should always be within the scope of the TAs current academic and teaching
gualifications. TA's should receive more challenging teaching assignments as their own studies progress.
It is not always appropriate for graduate students to be teaching in their first year of graduate studies.

I11. Principles for Quality Education at Binghamton University:

These principles provide a road map for the faculty to fulfill their responsibilities and for the University
to provide the learning environment in which students can meet the goals of a university education.

A. The academic rank faculty (1) has the responsible for and the authority over the design and
delivery of the curriculum.

1. Faculty should teach the majority of general education classes taken by each student.

2. Faculty should teach all courses in the major unless specific circumstances make an adjunct with
specialized knowledge preferable.

3. Faculty should supervise the content and delivery of courses taught by qualified academic rank faculty (2)
(lecturers, adjunct faculty, and graduate students) and should take an active role in helping these
individuals deliver a quality curriculum.

4. Faculty should afford regular opportunity for students to discuss course material and other curricular
issues, and include this in the design and delivery of the curriculum.

5. Faculty should incorporate current research and creative activity in their discipline in curriculum
development and delivery. Similarly, classroom discussion and student research should contribute to
faculty members' research.

6. Faculty should be innovative in the delivery of curriculum and retain responsibility and control of the
curriculum through out the process of delivery.

B. Class size and organization will be determined by the needs of the students and be appropriate
to the knowledge, level, intellectual abilities, and skills being taught.

1. Large lecture sections (100+) are appropriate only for lower division, introductory courses.

2. The student-teacher relationship is fundamental to education and students should be given the opportunity
to take small classes (<25) with faculty at all levels of their education to develop this relationship.

3. Small classes taught by faculty should make up a majority of a student's upper division required major
classes.

4. Larger classes should include subsections that meet in smaller groups to emphasize more individualized
instruction.

5. Students should be exposed to a variety of pedagogies (lecture based, collaborative learning, etc.) both to
serve the interests of different learning styles and to teach them how to adapt to different learning
situations.

6. Skills courses that require a high degree of interaction between the instructor and the student, such as
composition, oral communication, and foreign language courses, should be no larger than 25 students in
size.

C. The University will actively maintain, support, and develop high quality teaching.

1. The faculty will develop means for effectively and objectively evaluating teaching.
2. Faculty are urged to seek regular student evaluations of their courses and teaching.
3. The university will institute a clearly articulated reward system for faculty teaching at all levels.
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4. Graduate students will be trained as teachers before entering the classroom and be evaluated and
mentored by faculty once they are in the classroom.

5. Allinstructors, including faculty, TAs, and adjuncts (outside of foreign language courses) must be able to
effectively communicate in English. The university must establish standards and provide resources to
meet this goal.

6. Evaluation of students should be rigorous, fair and clearly explained to the student.

D. The University experience should be structured to meet the needs of the student and to guide
the intellectual development of the student building step by step towards the goals of a university
education.

1. Students need to have authoritative and accessible advising at all stages of their education

2. Students should have the opportunity to enter into a mentor relationship with a faculty member during
their education.

3. Students should develop their substantive interests in depth and thus upper-division course work should

make up half of the degree.

Academic skills must be both explicitly taught and integrated in substantive course work.

Major programs should culminate in a capstone course, broadening, deepening and integrating the total

experience of the major.

6. Students should be prepared to live in a cosmopolitan world. The University, therefore, should encourage
international exchange, study abroad, and languages across the curriculum programs.

ok

E. A research university provides students with a unique opportunity for learning based in
research, scholarship, and creative activities.

1. Faculty are encouraged to include students in their scholarly and creative endeavors and to seek
appropriate grant funding for this purpose.

2. Whenever appropriate, courses at all levels should include research or creative activities.

3. Internship opportunities should be widely available

4. Students should be encouraged and guided on how to present the results of their activities to the academy,
their profession, or the public as appropriate

5. Students should be encouraged to take on honors theses and BFA exhibits.

F. A Liberal Education thrives when a sense of community is cultivated.

=

The University should encourage and facilitate faculty-student interaction outside the classroom.

2. Since knowledge is rarely developed in isolation, all departments and schools are encouraged to invite
speakers from other universities and to encourage interdisciplinary cooperation. The University should
provide facilities for visiting scholars and conferences hosted on campus.

3. The integration of learning and living environments is valuable to student learning. The Faculty Masters
program, student interest housing, and the Discovery program are examples of initiatives that should be
encouraged and expanded.

4. The University plays an important role in the community, and should encourage volunteerism,
community activism, business development, knowledge transfer, and participation in the arts by students,
faculty and staff.

5. We are part of a global community. Therefore the University should encourage, support, and provide

resources for international faculty and student exchanges.

(1) Academic rank faculty are defined in the State University of New York Policies of the Board of
Trustees (2001) as those with "titles of professor, associate professor, assistant professor, instructor and
assistant instructor”, and "members of the professional staff having titles of librarian, associate
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librarian, senior assistant librarian and assistant librarian”.

(2) Qualified academic rank faculty, defined in the State University of New York Policies of the Board of
Trustees (2001) include those with "titles of lecturer, or titles of academic rank preceded by the
designations ‘clinical’ or 'visiting' or other similar designations”.

(Revised 10/29/03; Revised and adopted by Faculty Senate on January 27, 2004)

IV.C.3. Teaching Load

The teaching load is intended to be moderate, and to provide time for fulfilling other obligations such as
research, scholarly activity, and professional improvement.

The normal teaching load consists of one of the following:

1. 3undergraduate courses per semester;

2. 2 graduate courses per semester;

3. 1 undergraduate course and 1 graduate course per semester, with the expectation that there would also be
substantial research, professional or service activity, and supervision of dissertations and theses.

It is understood that this definition of normal load may be influenced by other considerations, and that
there may be considerable variation among disciplines. Nonetheless, the expectation for research,
scholarship, and professional and service activity remains across all disciplines, regardless of any
variations in normal load. In view of variations among different instructional areas, however, differences
in teaching load are often necessary to meet conditions as they arise.

Each dean and director is responsible for monitoring faculty assignments relating to teaching, research,
and service. This responsibility may be delegated to department chairs or division directors as
appropriate, with final oversight residing with the dean/director. The Provost's Office will regularly
review overall faculty utilization on the basis of summary information provided by the Office of
Institutional Research.

IV.C.4. Class Size

Undergraduate classes having an enrollment of fewer than ten and graduate classes having an enrollment
of fewer than five shall not be offered unless permission has been received for an exception from the
dean of the school or a designee. (These limits are applicable to discussion and laboratory sessions of
lecture courses, but not to independent study registration.)

Course cancellations resulting from this policy and exceptions, where appropriate, are made on the basis
of advance registration information. Where a case can be made that ultimate enrollment will probably
meet minimum levels, a decision on canceling may be delayed until the final registration just prior to the
beginning of a semester.

1VV.C.5. Announcements in Class

To reduce the use of classroom time for non- instructional purposes, it is University policy to keep
announcements to a minimum.
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IV.C.6. Visiting Speakers in Class

Visiting subject specialists in pertinent classroom activities of regularly scheduled courses may be
invited by the instructor. If in the instructor's judgment there may be public interest in the class visitor,
then the instructor should consult with the department chair, dean, or other appropriate official
concerning the handling of publicity.

IV.C.7. Temporary Reductions in Teaching Assignments

Temporary reductions in normal teaching assignments should be determined at the unit level, as is now
the custom. When a faculty member's service commitments are extraordinary (e.g., chairing the All-
University Personnel Committee, or the Faculty Senate Executive Committee, or serving as Chair of the
Faculty Senate), they should be discussed with the individual dean or department chair. Faculty chairing
such key University committees may request a release from other non-teaching departmental or
University service obligations.

IV.C.8. Summer Session/Winter Session Teaching

Faculty members may teach one course for extra compensation during each term of the Summer and/or
Winter Session at an amount up to 10 percent of their previous academic year's salary per course (see
Management procedure #624). In addition, by prior arrangement and with the approval of their chair (in
departmentalized units) and dean, faculty members may arrange to teach during the Summer or Winter
Session without compensation in return for release from a course during the following academic year.
Department chairpersons with 12-month obligations may not receive added compensation for teaching
during the Summer or Winter Sessions.

IVV.C.9. Faculty Responsibility for Academic Advising

Participation in the academic advising programs of the unit is considered to be a part of the normal
duties of each member of the faculty. Dissemination of detailed information concerning the operation of
the advising program and the procedure for assignment of specific advising duties is the responsibility of
the unit's dean.

1V.C.10. Bookstore Policy

The Campus Bookstore is contractually obligated to have in stock all required, recommended, and
suggested books for all courses and to make them available to students. Students may reasonably expect
the Campus Bookstore to have their course books in stock. Accordingly, faculty must place book orders,
using the "Textbook and Supplies Requisition™ form supplied to them, with the Campus Bookstore, the
campus's primary provider of books and supplies. Faculty are, of course, free to file duplicate book
orders with other area booksellers. The Campus Bookstore posts the textbook information for each class
on its website. This allows the University to be in compliance with the federal and state Higher
Education Opportunity Act (HEOA). The University is required to provide students with accurate course
material information, including ISBN and retail pricing. This is accomplished through the partnership
with the Campus Bookstore.
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IV.D. Extra Service Compensation for Faculty

This information is available in the University's policy and can be accessed by going to
http://bingdev.binghamton.edu/administration/procedures/600series/624.htm.

Faculty who are performing certain duties that are in addition to their normal obligations may be paid
for such services via the extra service mechanism. These extra services may include credit or non- credit
instruction. While the exact requirements for eligibility for extra service compensation vary according to
the particular situation, under no circumstances may the total remuneration exceed 20 percent of base
salary during the academic year, or 1/9 of base salary per month during the summer.

Faculty members receiving stipends for administrative duties such as chairing a department are not
eligible for extra service compensation for credit or non- credit instructional activities during the terms
of their professional obligations.

Any administrative stipend paid to a faculty member for program administrative responsibilities is
considered to be part of the potential extra service that may be earned. Any additional extra service will
normally be approved during the academic year only if the faculty member is carrying a full teaching
load. For purposes of calculating the total accrued extra service, one third of the program director’s
stipend will be attributed to each semester and the summer period (one half to each semester in cases
where service is for the academic year only and no summer activity is required).

Faculty members may not be paid for giving lectures or other performances on campus outside of
regular courses during the academic year, except as part of approved non-credit course instruction with
payment made from non-State funds.

IVV.D.1. Compensation for Other Instructional Activities

Credit Courses

All credit courses taught in a faculty member’s school or program are considered part of the faculty
member's teaching obligation. Extra compensation during the academic year for credit instruction
offered in a faculty member's own unit may be approved by the dean and the Provost only when such
instruction is financed through the Income Fund-Reimbursable process or other non-state funding.

With the approvals of the appropriate deans and the provost, faculty members may teach credit courses
in other schools at Binghamton during the academic year for extra compensation. Such teaching should
be strictly limited and must not detract from the primary obligations of faculty to the home school. Only
those faculty members who are teaching at least two regularly scheduled, four-credit courses per
semester (not counting independent studies or courses that fail to meet the University's minimum
enrollment standards of ten students in an undergraduate course and five in a graduate course), with a
total student enrollment equal to at least the average taught by faculty in their units, will normally be
considered eligible to undertake credit instruction in other schools for extra compensation during the
academic year.

Except in rare instances, faculty members may not teach courses at other colleges or universities for
extra compensation during the academic year. Approval of the dean/director and the Provost is required
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for exceptions to this policy. Approval of the President is required for teaching at another SUNY unit.
See section IV.D. Extra Service Compensation for Faculty.

Non-Credit Instruction

Faculty members may, with the prior approval of the unit's dean/director, teach non- credit courses for
extra compensation during the academic year under certain conditions. The teaching of non-credit
courses must not detract from the primary obligations of faculty to the University. Only those faculty
members who are teaching at least two regularly scheduled four-credit courses per semester (not
counting independent studies or courses that fail to meet the University's minimum enrollment standards
of ten students in an undergraduate course and five in a graduate course), with a total student enrollment
equal to at least the average taught by faculty in their units, will normally be considered eligible to
undertake non-credit instruction for extra compensation during the academic year. See section X.M.
Non-Credit Instructional Activities and Administrative Requirements.

IV.D.2. Compensation for Research Activities

Faculty members are expected to conduct research and scholarly activity as part of their academic roles
and responsibilities. When such activity is supported during the academic year from external sponsored
grants or contracts, it is usually the case that the effort devoted to that project is part of that faculty's
expected obligation. Normally, faculty members may not receive extra service compensation for
sponsored project activities during the academic year. In exceptional cases, when research efforts are
demonstrably beyond the normal campus expectation for instruction, research, and service, a request for
special approval of extra service compensation must be submitted to the Provost through the appropriate
unit dean/director. Faculty members may receive additional compensation for research during the
summer from external grants and contracts. The normal compensation for such research effort will be at
a rate of 1/9 of the current year's base salary per month for full- time research, up to the maximum
period of time available during the summer period exclusive of the academic year obligation for faculty,
provided such compensation does not exceed limitations imposed by the sponsoring agency. Faculty
may combine support from multiple sponsors provided the resulting appointments are not in conflict
with the policies of any of the individual sponsors. Neither annual leave nor consulting privileges may
be used during periods for which summer salary is being received from external sponsored grants or
contracts.

A March 1, 1990, memo discussing "Cost-sharing, Faculty Release Time, and Summer Salary" is
available through the Division of Research. Questions and requests for further information should be
referred to the Office of Sponsored Programs or Sponsored Funds Administration.

IV.E. Professional and Outside Activities

Faculty members who belong to professional associations and societies or who are invited to serve on
scholarly or advisory bodies related to their academic work should participate actively, consistent with
their responsibilities and obligations to the University. An activity is considered to be scholarly or
professional if: (1) it involves research or scholarship through which the individual may make
contributions to knowledge; (2) it gives the individual experience and knowledge of value to teaching or
research; and (3) it is appropriate public service.
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Provisions in the Public Officers Law may bear upon outside activities by faculty members, who are
advised to consult on possible conflicts of interest with the appropriate administrative offices.

Faculty members who desire to engage in extensive part-time employment that cannot be considered
scholarly or professional must obtain written approval from the appropriate dean before undertaking
such employment.

IV.E.1. Outside Consulting Work

Consultation by faculty members with outside organizations can be a source of valuable professional
experience as well as being, in some cases, a source of additional income. The University permits such
consultation, subject to the conditions in this policy statement. For those on full-time service to the
University, the guiding principle is that University duties are the primary obligation of the faculty
member, while consultation is a personal activity.

Although obligations of faculty members are multi-faceted and often cannot be precisely delimited in
numbers of hours, there is considerable pressure on universities and faculty members to provide a
reasonable accounting of the professional activities of full-time faculty. Because of the complexity of
these obligations and the difficulty in reporting faculty activities, it has generally been accepted that
universities place limits as a matter of policy on the amounts of time and effort full-time faculty
members may devote to outside consulting. The intent of this policy is to provide faculty members with
maximum flexibility to exercise their consulting privilege within established limits.

During semesters of full-time service to the University, consulting work for an outside organization is
limited to the equivalent of one day per week. Time spent on such consulting must be in addition to,
rather than a part of, the normal full-time effort expected of faculty members for University work. In
accordance with this policy, a faculty member with a less-than-full-time appointment should prorate
outside and University obligations appropriately. If there is any possibility of interference with primary
obligations, the faculty member should not engage in the consulting work, or should request a leave of
absence or partial reduction in salary.

Faculty members must receive prior approval from their deans through their department or program
chairs before undertaking outside consulting activity for compensation. When such activity, in the
judgment of a dean, may cause interference with the time needed to perform University duties, the dean
will not give approval.

Full-time faculty members who expect to consult for more than one day in any given week must receive
prior approval from their department or program chairs and deans and from the provost. A reasonable
amount of "averaging" over the semesters of the academic year is ordinarily acceptable, although
particular circumstances such as teaching loads or the terms of support under external grants or contracts
will need to be taken into account. Averaging of consulting time from semesters of less-than-full-time
service to semesters of full-time service is not permitted.

The nature of the consulting work should in no way detract from the prestige of the University or from

the professional stature of the faculty member. Consulting obligations undertaken should conform to this
objective.
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The facilities and services of the University shall not be used in connection with compensated outside
work except in a purely incidental way. In cases where a faculty member wishes to use the facilities and
services of the University in connection with outside consulting activities or with contract research
projects not processed through the SUNY Research Foundation, appropriate arrangements to
compensate the University must be made in advance with the Vice President for Administration.

To avoid conflicts between the primary obligations of a faculty member to the University and the terms
of consulting or other agreements with a third party, the following (or similar) clause must be included
in any such agreements: In the event the terms and conditions of this agreement are in conflict with the
terms and conditions of employment with the State University of New York at Binghamton, or with
those of grants and contracts administered by the Research Foundation of SUNY for which | perform
service, the latter shall prevail.

IVV.E.2. Consultant and Contractual Services on Grants and Contracts

When necessary to accomplish the goals of externally funded grants and contracts, the Research
Foundation or the University will contract for limited services from outside consultants and independent
contractors. The following guidelines and procedures have been established to assist the principal
investigator/project director, the department chair, and the dean in determining the need for, selection of,
and payment for such services.

Generally, to undertake such service arrangements, the University or Research Foundation satisfies itself
that the following factors are present. However, no single factor is necessarily controlling. A contractor:

1. is subject to the control of the University only as to the results to be accomplished by the work and not as
to the means and methods of accomplishment;

is not subject to discipline or discharge under University personnel policies;

does not have a continuing relationship with the University;

is not an employee of any state agency or institution;

is paid a fee or contracted amount for services;

has an opportunity to realize a profit or loss in the usual business sense; and

follows an independent profession, trade, or business, and offers services to the public. Examples of
independent contractors include one- time professional lecturers; short- term professional consultants;
public stenographers; physicians and lawyers; purveyors of computer programming services, art or
graphic services, engineering services, or construction of specialized equipment; and other persons or
firms in business for themselves to offer services to the public.

Nogakown

The following represent the minimum standards for documentation in support of the use of consultants
on grants and contracts:

1. evidence that the services of the consultant are needed and the need cannot be met by direct salaries
provided under the grant or contract;

2. evidence that a selection process has been employed to secure the most qualified individual available,
considering the nature and extent of the services required; and

3. evidence that the fee is appropriate considering the qualifications of the consultant, charges normally
made, and the nature of the services to be provided.

Under current SUNY and Research Foundation policies, SUNY employees who are consultants cannot
consult on campus even if such consultation is across departmental lines and in addition to regular
duties. "Consulting™ generally includes any activity that is not clearly encompassed under the headings
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of research, credit teaching, or non- credit teaching. Also, the words "on campus" must be defined rather
more strictly than may be the case for funds derived from other- than-Research Foundation grants or
contracts. Adherence to existing policy means, in effect, that actual physical location of the activity is
irrelevant; if SUNY is paying compensation through the Research Foundation for the activity to a
University employee, the activity effectively takes place "on campus.” Exceptions to these restrictions
are exceedingly rare, and require approval not only by the Vice Provost for Research and Outreach, but
also by SUNY System Administration. For all intents and purposes, full- time faculty or other
University employees should not expect extra service payments from Research Foundation grants or
contracts for consulting work.

Earlier financial limitations to faculty consultation at other SUNY units no longer apply. Those faculty
involved in such consultation should consult with the Office of Research and Sponsored Programs for
further information. Finally, extra service payments for credit and non- credit instructional activities by
full- time faculty and other University employees from Research Foundation grants or contracts must be
discussed with the Office of Research and Sponsored Programs.

IV.E.3. Payments

All payments for such services authorized under these policies and procedures are made directly to the
individual, firm, or research institution providing the services and not to a third party, except in the case
of joint employment with other state agencies, in which case the parent agency will be the payee. The
fees for services generally separate transportation and subsistence, which are reimbursed on the basis of
actual costs.

Prior Approval

Commitments made without required prior approvals are not University contracts, and the individual
making such arrangements is personally responsible for any charges that may result therefrom. The
restrictions in these policies established by Binghamton University apply only to activities for which
funds are disbursed through State University, the Research Foundation, and the Binghamton University
Foundation. The intent of this policy is not to restrict opportunity but rather to ensure the highest levels
of scholarly and professional service.

IVV.F. Notification of Appointment of Election to Committees

The Secretary of the Faculty notifies faculty members of their election to Faculty Senate committees.
Appointees to other ad hoc committees are notified of their appointments by the President or other
appropriate officer.

IV.G. 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 their 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
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employees have an obligation to indicate that they are not institutional spokespersons.” (Title I, Policies
of the Board of Trustees, 1994)

"The principle of academic freedom is designed to protect the faculty member's freedom to teach and to
conduct research. It also protects the student's freedom to learn.” ("Guidelines for Policy in Academic
Freedom, 16," from A Handbook for Developing Higher Education Personnel Policies, College and
University Personnel Association, 1988)

IVV.H. Faculty Statement of Professional Standards

Believing that membership in the academic profession carries special responsibilities, we the faculty of
the State University of New York at Binghamton adopt the following standards to guide our conduct as
teachers and scholars and colleagues, as members of our institution, and as citizens of our community.

1VV.H.1. General Standards

Article 1.

Faculty, guided by a deep conviction of the worth and dignity of the advancement of knowledge, recognize the
special responsibilities placed upon them. Their primary responsibility to their subject is to seek and to state the
truth as they see it. To this end they devote their energies to developing and improving their scholarly
competencies. They accept the obligation to exercise critical self-discipline and judgment in using, extending, and
transmitting knowledge. They practice intellectual honesty. Although they may follow subsidiary interests, these
interests must never seriously hamper or compromise their freedom of inquiry.

Article 1.

As teachers, faculty encourage the free pursuit of learning in their students. They hold before them the
best scholarly standards of their disciplines. They demonstrate respect for the student as an individual,
and adhere to their proper roles as intellectual guides and counselors. They make every reasonable effort
to foster honest academic conduct. They respect the confidential aspects of the relationship between
professor and students. They avoid any exploitation of students for private advantage and acknowledge
significant assistance from them. They encourage free discussion, inquiry, and expression. They
evaluate and award credit to students solely on the basis of academic performance, not on opinions or
conduct in matters unrelated to academic standards. They protect their students' academic freedom.

Article I11.

As colleagues, faculty have obligations that derive from common membership in the community of
scholars. They respect and defend the free inquiry of their associates. In the exchange of criticism and
ideas they show due respect for the opinions of others. They acknowledge their academic debts and
strive to be objective in their professional judgment of their colleagues. They accept their share of
faculty responsibilities for the governance of their institutions.

Article V.

As members of a diverse academic body, faculty do not discriminate on any basis unrelated to academic
performance. They seek always to strike a balance between the need to show sensitivity to the feelings
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of others and the right of free opinion, speech, and inquiry. They maintain their views without
heedlessly offending students and colleagues.

Article V.

As members of their institution, faculty seek above all to be effective teachers and scholars. They
observe the stated regulations of the institution, including faculty by-laws, unless such regulations
contravene the fundamental principles of academic freedom. They maintain their right to criticize and
seek revision of such regulations. They determine the amount and character of the work they perform
outside the institution with due regard to their paramount responsibilities within it. When considering
the interruption or termination of service, they recognize the effect of their decisions on the programs of
the institution and give due notice of their intentions.

Article VI.

As members of their community, faculty have the rights and obligations of any citizens. They measure
the urgency of these obligations in the light of their responsibilities to their subjects, to their students, to
their professions, and to their institutions. When they speak or act as private persons, they avoid creating
the impression that they speak or act for their colleges or universities. As citizens engaged in a
profession that depends upon freedom for its health and integrity, faculty have a particular obligation to
promote conditions of free inquiry and to further public understanding of academic freedom.

IV.H.2. Policy on Research

The faculty recognizes its particular responsibility in the conduct of research. We subscribe to the policy
adopted by the Graduate Council with respect to the specification of misconduct in research as
fabrication, falsification, plagiarism, deception or other practices which seriously deviate from those that
are commonly accepted within the scholarly community for proposing, conducting and reporting
research and creative scholarly activity (Policy on Responsible Conduct of Research, 1989, Committee
on Organized and Sponsored Research).

Faculty responsibility for the recommendation of sanctions in cases where an inquiry produces solid
evidence of misconduct does not exhaust the faculty role in maintaining a responsible professionalism
with regard to research and writing. A search for truth cannot justify the exploitation of students or
junior collaborators by taking undeserved credit or denying it to others. Collegiality and the sharing of
information rather than competitive secrecy should be the ideal of scholarship.

Special rules of conduct must be observed in research that uses human or animal subjects, and this
faculty subscribes to the procedures for careful monitoring of such research as are spelled out in
University regulations.

IVV.H.3. Policy on Sexual Harassment and Consensual Relationships

The faculty recognizes that respect for the dignity and worth of individual students, faculty, staff, and
the academic community as a whole is essential to the mission of our University. Sexual harassment
subverts this mission, is unlawful, and cannot be tolerated.
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Harassment on the basis of sex is a violation of Section 703 of Title VI of the Civil Rights Act of 1964.
Although these guidelines apply specifically to sexual harassment in the workplace, they apply to
students as well under Title IX of the 1972 Education Amendments. According to guidelines issued by
the Equal Employment Opportunity Commission in 1980, unwelcome sexual advances, requests for
sexual favors, and other verbal or physical conduct of a sexual nature constitute sexual harassment
when:

1. Submission to such conduct is made either explicitly or implicitly a term or condition of an individual's
employment,

2. Submission or rejection of such conduct by an individual is used as the basis for employment decisions
affecting such individuals, or

3. Such conduct has the purpose or effect of substantially interfering with an individual's work performance
or creating an intimidating, hostile, or offensive working environment. The University regards any form
of sexual harassment as a violation of the standards of conduct required of all persons associated with the
institution. Accordingly, those inflicting such behavior on others are subject to the full range of internal
institutional disciplinary actions.

Because faculty make critical decisions about a student's advancement, inappropriate faculty-student
interactions assume exceptional significance. No non-academic or personal ties should be allowed to
interfere with the academic integrity of the teacher-student relation. With respect to sexual relations in
particular, what might appear to be consensual, even to the parties involved, may not in fact be so. Any
instance of sexual relations between a faculty member and any student, undergraduate or graduate, when
the faculty member is in a direct supervisory role with that student, shall normally be deemed
unprofessional conduct.

(Ratified by Faculty Senate, May 1990; accepted as University policy, August, 1993)

1VV.H.4. Grievance Procedures

The Agreement between the State of New York and the UUP provides a four-step grievance procedure
for the resolution of disputes "concerning the interpretation, application, or claimed violation of a
specific term or provision™ of the Agreement. Faculty who have questions about the grievance process
should discuss them with their supervisors and with the president of the local chapter of United
University Professional Negotiating Unit (UUP).

Discipline

The Agreement between the State of New York and UUP is designed to "provide a prompt, equitable
and efficient procedure for the imposition of discipline for just cause.” It delineates the authority of the
campus president or designee to impose discipline, and the procedures by which an employee can appeal
a notice of discipline.

IV.H.5. Administrative Guidelines

Faculty Cases Potentially Subject to Handling Under UUP Contract Article 19: Discipline
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Preamble

These administrative guidelines provide information to administrators about regular procedures for
review and decision-making in allegations of instances that may constitute just cause for discipline
(including violations of standards of professional conduct) and may be considered under Article 19 of
the UUP contract with the State of New York. Although the emphasis remains on resolution at the
lowest possible level, departmental and school procedures should be examined periodically for
consistency with University-wide procedures.

These procedures govern the period before a final determination to take disciplinary action has been
made. The intent is to allow for consultation whenever possible within the constraints imposed by the
contract, to provide opportunity for the subject of the complaint to respond before a decision is reached
to impose discipline, if possible, and to protect all the parties to the complaint.

I. Relationship of Pre-Disciplinary Consultation to Disciplinary Due Process Under the Contract

A. Article 19 of the contract with United University Professions governs all discipline of covered
employees at the State University of New York at Binghamton. Discipline is the sole responsibility of
the president, notwithstanding any decision of the administration to meet informally with the employee
and/or seek advice from faculty governance before the point of deciding to serve the employee with a
disciplinary notice.

B. Article 19 does not restrain the president from seeking advice from others before instituting
discipline. Such recommendations as may be given to the president through administrative channels or
governance mechanisms are not and cannot be binding, according to the contract.

C. In cases where the behavior is such that the administration judges it to be necessary to act
immediately to protect individuals or to protect the institution, the president may exercise presidential
prerogative under the contract to take appropriate summary action such as suspension, transfer, or
issuance of immediate disciplinary notice.

I1. Basis and Origination of Complaints

Complaints that may lead to discipline may be based on (but may not be limited to) conduct that violates
professional standards, the institution's code of ethics, Faculty By-Laws, or other University policies and
procedures.

Complaints may come from various sources, either internal or external, or may arise through
administrative discovery in the course of routine review of documents or participation in an event.
Anonymous complaints cannot serve as the basis for review. Complaints must be formally submitted in
writing. Complaints may come initially to the president or his/her designee and may originate in any unit
of the University. In cases where such complaints originate in administrative offices other than the
Office of the President, the complaint shall be forwarded to the president through channels if the party
initially receiving the complaint views the matter as serious and meritorious of further review beyond
the level at which the complaint was initially received. In all such cases, the president shall be informed
immediately of the complaint. In accord with the contractual responsibility for discipline, the president
also reserves the right to take up consideration of a matter on which the Faculty Senate has completed its
actions.
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I11. Confidential Notification to Governance Unit and Consultation

The president (or designee) shall alert the chair of the Faculty Senate, the chair of the Faculty Senate
Executive Committee, and the chair of the Professional Standards Committee to the situation, without
reference to specific individuals or incidents, by means of a formal and confidential letter of notification
as follows:

This is a confidential notification that the administration is initiating a review as provided by the
administrative guidelines of allegations of just cause for discipline that may include violations of
professional standards of conduct.

Such notification is for the purpose of alerting the Faculty Senate that a serious matter is pending
review. Following such notification, a personal and confidential consultation should take place between
the president, the Faculty Senate chairs, and the chair of the Professional Standards Committee in which
the particular incident should be discussed.

In performing these duties, once notification has been made to the Faculty Senate, the president shall
within 30 days refer the complaint to the designated fact-finder to make full inquiry as to the facts and
merits of the complaint, with the understanding that so far as possible, this step shall be conducted under
full confidentiality to protect the employee, the complainant (if any), and any persons who may be
contacted for information.

The president has 30 days to determine if the nature of the complaint deserves fact-finding.

IV. Fact-Finding

If the president determines that the nature of the case deserves fact-finding, the president will appoint a
senior administrator in Academic Affairs to serve as the fact-finder. It is expected that the fact-finder
will inform the subject of the fact-finding about the allegations and that the fact-finding process is
commencing.

The fact-finder is expected to gather sufficient information to make a confidential report and
recommendation to the president or his/her designee. Under normal circumstances the fact-finding will
be concluded no later than 120 days after initiation of the complaint. Extensions must be approved by
the president. In these matters, the fact-finder may not conduct a hearing since this would constitute
hearing without the due process assured by the issuance of a notice of discipline.

The president reserves the right to disagree with the report and recommendation of the fact-finder and
will: 1) consult with the Faculty Senate chairs and the chair of the Professional Standards Committee
before issuing a notice of discipline; and 2) inform the subject of fact-finding of the decision with
respect to issuing a notice of discipline.

V. Additional Consultation

The president (or designee) may consult further regarding the alleged misconduct in any or all of the
following ways: a) with the office directly involved (such as the department), b) with the employee, c)
with the Professional Standards Committee of the Faculty Senate, and/or d) with such others as the
president deems appropriate.
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It is understood that any such consultation, even when resulting in an appropriate action within the unit
involved in the consultation, is advisory to the president and does not preclude disciplinary action under
the contract.

V1. Disciplinary Notice

If, based on the original complaint, fact-finding, and consultation, the president concludes that discipline
is the appropriate response, then a notice of discipline shall be issued to the employee.

VI1I. Confidentiality

Notices of Discipline will not be released by the University or made public or made available to the
constituency by anyone other than the employee disciplined. In addition, if a disciplined employee
makes public a notice that contains information that is confidential to another person according to the
University bylaws or personnel procedures, that employee shall be held responsible. Administrative
policy is to refuse comment on such matters unless the employee has made a prior disclosure.

VIII. Faculty Senate

The matters outlined in these guidelines relate to complaints or evidence which may lead to the
imposition of disciplinary penalties against an employee under procedures controlled by the Agreement
between UUP and the State of New York. They are not intended to influence or affect any action by the
Faculty Senate in connection with matters between that body and its constituent members not warranting
the imposition of disciplinary penalties.

The Faculty Senate has a responsibility to alert the president about complaints concerning any instance
that may constitute just cause for discipline.

IV.1. Guidelines for Foreign Exchange and Visiting Scholar
Programs

All efforts to establish faculty and/or student exchange programs with institutions abroad should be
initiated through the Office of International Affairs, which provides general coordination for all such
programs. All efforts to establish visiting scholar programs, involving faculty and/or students from
institutions abroad as well as Binghamton University faculty and students, should be initiated through
the Office of International Affairs, which will act as general coordinator. No such programs will go into
effect until they have received approval through the presidential level and, when appropriate,
endorsement by the Office of International Programs in Albany.

Heads of academic units in which exchange programs are based will make their recommendations for
faculty participation in those programs to the vice provost for international affairs, who will gather all
appropriate documentation and will solicit the endorsement of the appropriate dean. That endorsement is
to be submitted to the vice provost, and Office of Human Resources procedures are to be followed to
affect the release of the faculty member for participation in the exchange. The dean's endorsement and
all other appropriate materials will be submitted by the vice provost to the Office of the Provost. Formal
appointment of Binghamton University faculty to participate in exchange programs will be made by the
president on the recommendation of the provost.
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Academic units involved in the administration of faculty exchange, student exchange, and visiting
scholar programs should keep the vice provost of international affairs informed of all important
developments affecting the status of those programs.

IVV.J. International Visiting Scholars

The University offers international visiting faculty and scholars many opportunities for study and
collaboration, and often extends them invitations to work at the campus for varying lengths of time as
visiting faculty or scholars. However, such invitations may be made only after having received the
department chair's and unit dean's approval. No University office charged with expediting visits by
foreign nationals for academic purposes will take any action without all appropriate approvals. Forms
for requesting J-1 visa documents for visiting faculty and scholars may be obtained from the Office of
International Student and Scholar Services. Any questions regarding a planned visit by an international
scholar should be referred to the director.

The University will extend tax treaty benefits to those individuals who may be able to claim exemption
from or a reduced rate of withholding on certain types of income (employment compensation,
scholarship, fellowship or grant payments). The Human Resources Office will be the point of contact
and an international tax treaty specialist will be responsible for all questions regarding potential
eligibility for tax treaty benefits.

IV.K. Academic Regalia

Academic regalia shall be worn on such occasions as the President may direct. Members of the faculty
must wear academic dress at Commencement ceremonies. Academic regalia may be obtained by faculty
members through the Campus Bookstore. See section IV.L. Commencement.

IV.L. Commencement

Commencement ceremonies held in the fall and spring are major annual events that celebrate the
academic identity and nature of Binghamton University. Faculty should make every effort to attend
these ceremonies. All academic units will be represented, with faculty attending on a rotating basis as
determined by the dean or director. Professional employees are invited to attend Commencement. See
also section 1V.K. Academic Regalia.

V.M. Tuition for Members of Faculty Families

Spouses or children of faculty members or other University employees who attend courses at
Binghamton University, whether for credit or not-for-credit, must pay the regular tuition fees.

IVV.N. Instruction for Members of Faculty Families

It is inappropriate for a student to engage in independent study for credit or to take a course for credit
from a spouse or other close relative without the prior approval of the department chair and/or the dean
of the school.
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I\VV.O. Faculty Housing

No University housing is available for faculty members. However, information received about available
residences is published in Inside.
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V. Professional Staff Policies and Procedures

V.A. Verification of Credentials

It is the University's policy to verify the academic credentials claimed by a prospective professional staff
member. This verification is accomplished at the search committee or departmental level, and no
invitations for interview should be issues unless the verification has occurred. Should the verification
not support the claim, any offer of employment to the individual will be withdrawn, or, when necessary,
the individual's appointment at the institution will be terminated.

V.B. Appointments
V.B.1. Term Appointment

Except as provided in Article XI. Title D. Section 6. of the Policies, a term appointment is an
appointment for a specified period of not more than three years that automatically expires at the end of
that period unless ended earlier because of resignation, retirement, or termination. For further
information concerning Eligibility, Method of Appointment, Renewal of Term, and Notice, refer to
Sections 2 through 5 of Title D of Article XI. See also Management Procedures 602
(http://bingdev.binghamton.edu/administration/procedures/600series/602.htm) and 616
(http://bingdev.binghamton.edu/administration/procedures/600series/616.htm).

V.B.2. Five-Year Term Appointment

Avrticle XI. Title D. Section 6. provides for five- year term appointments and for renewals of employees
in professional titles listed in Appendix A of that Article. This type of appointment is subject to the same
procedures for method of appointment, renewal, and notice of non- renewal of term appointments as
found in Title D. Sections 2 through 5. A person whose initial appointment is to a title contained in
Appendix A must be granted term appointments for the first three years of employment before being
eligible for a five- year appointment.

V.B.3. Appointment to Titles Listed in Appendix A

A professional employee serving in a permanent appointment who is appointed to a title listed in Article
X1, Appendix A of the Policies of the Board of Trustees is granted a five-year term appointment in the
new title and relinquishes the permanent appointment in the former title. If the employee is subsequently
appointed to the same position held prior to the five-year term appointment, the employee resumes the
permanent appointment in the former title; otherwise, a term appointment is given. If the employee is
serving a term appointment in which a permanent appointment may be granted, and is appointed to a
title listed in Article X1, Appendix A, the employee is granted a five-year term appointment and
relinquishes the term appointment in the former title. If the employee is subsequently appointed to a title
in which permanent appointment may be granted, a new term appointment is given in that title.
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Initial Appointment to Titles in Appendix A

In the event that the employee is appointed initially to a title listed in Article XI. Appendix A, and is
then subsequently appointed to a title in which permanent status may be given, a term appointment is
given only in the new title. The employee does not retain the term appointment in the former title.

V.B.4. Appointment to Titles Listed in Appendix B

Appendix B titles were created during bargaining with UUP for the 1999-2003 Agreement. These titles
are used for term appointments within the athletics area only and are from 1-5 years in duration. The
rules and procedures for utilizing titles within this series are outlined in the Policies of the Board of
Trustees, Article XI. The Office of Human Resources should be consulted prior to considering the use of
these titles as per university classification procedures.

V.B.5. Appointment to Titles Listed in Appendix C-Fundraising

Appendix C titles were adopted by the Board of Trustees in 2004. Employees in Appendix C titles
cannot gain permanency.

Full-time college year and calendar year employees in the titles in Appendix C of this Article, shall, for
the first four years of employment in any of the titles in Appendix C of this Article, be provided a
minimum term appointment of one year up to a maximum term appointment of three years. Following
the fourth year of employment, employees in titles in Appendix C of this Article shall receive a term
appointment of three years. Term Appointments for employees in titles in Appendix C of this Article
shall be subject to the same procedures for methods of appointment and renewal of term appointments in
accordance with this Article except as modified herein. Except in cases of discipline or retrenchment, in
the event the university elects to terminate a term appointment before the expiration of the term, the
university shall compensate the individual for the time remaining on the term appointment.

APPENDIX C to Article XI - Fundraising Titles

e Director of Fundraising
e Associate Director of Fundraising

V.B.6. Renewal of Term

Except as provided in Article XI of the Policies, term appointments may be renewed by the president for
successive periods of not more than three years each. Written notice that a term appointment is not to be
renewed upon expiration is given to the appointee by the president or a representative as soon as
possible and not less than:

o forty-five calendar days prior to the end of a part-time service term appointment;

o three months prior to the end of a term expiring at the end of an appointee's first year of service within the
University;

e six months prior to the end of a term when the employee has more than one year but not more than two
years of service within the university;

o twelve months prior to the expiration of an appointment after two or more years of service within the
University.
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V.B.7. Permanent Appointment

Avrticle XI. Title C. of the Policies provides for an eligible professional employee's permanent
appointment to a professional title with the approval of the Chancellor. Such an appointment continues
until the employee resigns, changes to a different title, retires, or is terminated under certain
circumstances. Permanent appointments cannot be made to those titles designated
Management/Confidential or which are included in Appendix A, Appendix B or Appendix C of Article
XI. (See also Management Procedure 615,
http://bingdev.binghamton.edu/administration/procedures/600series/615.htm.)

Eligibility for Permanent Appointment

To be eligible for permanent appointment, the professional employee must have completed seven (7)
consecutive years of full-time service, the last two years of which must have been in the title to which
permanent appointment is to be given.

V.B.8. Service Credits Applicable to Permanent Appointment

At the request of the professional employee and at the discretion of the Chancellor or a designee, credit
for some prior service within the University may be granted in determining eligibility for permanent
appointment under these provisions. (For further information, refer to Article XI of the Policies)

V.B.9. Change in Professional Title (Probationary Appointments)

A professional employee holding a term or permanent appointment who accepts appointment to a
different professional title must be given a probationary appointment for a period of one year in the
different title. An employee who holds a term appointment in the former title and who completes the
probationary period in the new title is then given a new term appointment in the new title and does not
retain a term appointment in the previous title. The new term appointment cannot be for a lesser period
than the unexpired time in the former appointment.

An employee serving a probationary term and holding a term appointment in a different title who returns
to the former position must be granted a new term appointment in that title. Until the eligibility
requirements specified in Article XI. Title C. Section 4. of the Policies are met, the employee is not
eligible for a permanent appointment.

An employee holding a permanent appointment who completes a probationary term in a different title is
granted a permanent appointment to the new title only, and relinquishes the permanent appointment in
the former title. An employee serving a probationary term and holding a permanent appointment in a
different title who returns to the former title resumes the permanent appointment in that title.

If an employee's professional title is one to which permanent appointment may be made, and if that title
is changed to a different title to which permanent appointment may also be made, then a probationary
appointment must be given in that title. A temporary appointment may be made to a position that has
been vacated by a professional employee who is serving a probationary appointment as described above.
At any time during the probationary period, the President may require the employee to return to the
former professional title. A probationary period may be terminated at any time. For further information
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concerning service credit during the probationary term, refer to Article XI. Title C. Sections 5(a)(2) and
5(b)(2) of the Policies.

V.B.10. Basic Annual Salary Protected

Upon returning to the former professional title, the employee receives the former basic annual salary
and, in addition, any improvements that would have been earned had the employee remained in that title.

V.C. Evaluation and Promotion

Avrticle XII. Title C. of the Policies provides for an evaluation and promotion procedure for professional
employees in the Professional Services Negotiating Unit. The appropriate appendix to the UUP
Agreement serves as the basic template for this campus's policy (see also Management Procedure 607,
http://bingdev.binghamton.edu/administration/procedures/600series/607.htm).

V.C.1. Evaluation System

Professional employees are evaluated and promoted pursuant to the provisions of Article XII, Title C. of
the Policies of the Board of Trustees and to provisions of the UUP Agreement. Copies of these
documents, as well as details about the University's operating procedures, are available from the Office
of Human Resources.

V.C.2. Promotion

Promotion is defined as a permanent and significant increase in duties, accompanied by a change in title,
grade, and salary.

Promotion to a Vacant Position at the Same or Different Campus

The University announces all position vacancies for which it has received notification and provides
salary ranges, minimum qualifications, and brief descriptions of the positions. These announcements
specify information required from applicants, and designate time limits by which the campus must
receive the applications. All applicants who file within the specified time limits are considered for the
positions for which they applied.

If the campus elects to conduct personal interviews, it may select from among all applicants those for
whom personal interviews will be arranged. The remaining applicants who are not selected for personal
interviews are so advised, and are not given further consideration for promotion to that particular
position.

Prior to promoting or appointing the successful applicant, the campus notifies all remaining unsuccessful
applicants that they have not been selected. The campus decision is final, provided that all promotions
and appointments are in accordance with the Policies of the Board of Trustees.

If, in the opinion of the President, an emergency exists that requires that the vacancy be filled
immediately, an employee may be offered the position on an interim basis. If the vacancy is filled on a
permanent basis by another person, then the temporary incumbent returns to the position held
previously, without loss of benefits.
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V.C.3. Notice of Change in Status

Established policy is to notify professional staff of salary recommendations and of promotion and tenure
decisions as soon as is practicable.

V.D. Leave of Absence

The president may grant leaves of absence without pay for purposes of professional development or for
other purposes consistent with the needs and interests of State University.

Application for leave of absence for Harpur College professional employees should be submitted with
four (4) copies. All copies are submitted to the department chair, who keeps one and forwards the
original and remaining three (3), with recommendations in triplicate, to the dean. This process is
repeated by the dean and by the provost, so that the original arrives on the desk of the President with all
endorsements. For units other than Harpur College, an original plus three (3) copies are submitted to the
dean, who follows the above procedure for forwarding.

Professional employees in other divisions of the University submit requests for leaves of absence in
three (3) copies to their supervisors. The requests and all necessary endorsements reach the President
through the appropriate Vice President.

Once a leave has been approved, the same procedure must be followed to make changes.
Vacation leave and sick leave do not accrue during a leave of absence.
Any employee who does not return from leave at full or partial salary for at least one additional year of

employment may be expected to remit to the University any salary paid by the University during the
leave, or to arrange for a new employer to reimburse the University for such salary.

V.E. Professional Obligation

The usual professional employee obligation is for the calendar year.

V.F. Attendance Records

In accordance with the Agreement between the State of New York and UUP, professional staff
employees are required to maintain monthly attendance records on which they certify their presence and
record any absences. In addition, they must record any accruals of or charges to vacation or sick leave
credits. These forms are submitted and processed electronically to their supervisor. Supervisors review
and approve the attendance records of their professional staff employees on a monthly basis
electronically. An electronic copy is forwarded to the Office of Human Resources.

V.G. Resignation

Employees who intend to leave the employ of the University shall give 30 days’ notice to the president
or designee. In the event an employee fails to provide the full 30 days notice, it shall be within the
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discretion of the president or designee to withhold from such employee’s final check an amount equal to
the employee’s daily rate of pay for each day less than the required 30 days. Such action shall not
constitute discipline.

V.H. Departure Interviews

When the Office of Human Resources receives word that an employee is leaving the University, they
issue a document to the employee with a summary of the status of their fringe benefits, retirement
account, COBRA benefits, final paycheck, etc. If the employee still wishes to meet in person with a
representative from Human Resources, the employee should call (607) 777-2187 to schedule an
appointment.

V.l. Grievance Procedure

The Agreement between the State of New York and UUP provides for a four- step grievance procedure
for the resolution of disputes "concerning the interpretation, application, or claimed violation of a
specific term or provision™ of the Agreement. Professional employees who have questions about the
grievance process should discuss them with their supervisors and with the president of the local chapter
of the United University Professions (UUP).

V.J. Discipline

The Agreement between the State of New York and UUP is designed to "provide a prompt, equitable,
and efficient procedure for the imposition of discipline for just cause.” It delineates the authority of the
campus president or a designee to impose discipline, and the procedures by which an employee can
appeal a notice of discipline.

V.K. Jury Service

Policies covering jury service are defined in the Agreement between the State of New York and UUP.

V.L. Extra Service Compensation (See Also Extra Service
Compensation by Faculty and Professional Employees in Section
V1 of the Faculty-Staff Handbook)

Please refer to the University's extra service compensation policy, Management Procedure 624, which
can be accessed at http://bingdev.binghamton.edu/administration/procedures/600series/624.htm.
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V1. Research Policies and Procedures
VI1.A. Policy on Responsible Conduct of Research

http://research.binghamton.edu/compliance/Policies/ResponsibilityConduct.pdf

V1.B. Research Involving Human Subjects

http://research.binghamton.edu/Compliance/humansubjects/

The University is responsible for safeguarding the rights and welfare of human subjects involved in any
research activity sponsored by or conducted at Binghamton University. This includes human subjects
research by faculty, staff and students (graduates and undergraduates), whether funded or not. To
provide for adequate discharge of this responsibility, the Human Subjects Research Review Committee,
acting on behalf of the institution, must review and approve all applications for projects proposing to
involve human subjects before the research can begin.

The University's policies and procedures regarding the use of human subjects in research are constantly
being modified to ensure that the latest federal guidelines are implemented. Major changes will be
announced through the Division of Research website, the researchers listserv, and Dateline.

V1.C. Non-Research Activities Involving Human Subjects

Students conducting classroom assignments which will be gathering information about people through
interventions or interactions with those individuals and/or classroom assignments which will be
gathering private identifiable information about people may require HSRRC review and approval.
Please contact the Human Subjects Office in the Division of Research, which will make a determination
whether the activity is human subjects research as defined by federal regulations or request additional
information in order to make this determination. You will receive a Notice of Determination of Human
Subject Research via email.

It is the faculty member's responsibility to ensure that any activity that is “research” involving “human
subjects,” as defined by University policy and procedures, is submitted to the HSRRC for review and
that approval is received before the project starts. Federal regulations can be confusing, and rather than
risk conducting research without HSRRC approval and being out-of-compliance, it is strongly suggested
that you contact the Human Subjects Office in the Division of Research for assistance in determining if
your activity involves human subjects research.

V1.D. Research Involving Recombinant DNA Molecules

http://research.binghamton.edu/compliance/Biosafety.php

In accordance with federal regulations, Binghamton University is responsible for overseeing research
involving the use of recombinant DNA molecules in order to ensure compliance. The Institutional
Biosafety Committee, acting on behalf of the University, implements these regulations. The committee
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is responsible for reviewing and approving all applications for projects involving recombinant DNA
technology in order to guarantee the highest levels of scientific integrity and community safety. The
campus regulations apply to all faculty, staff, students, and users of University facilities. A copy of
"Campus Guidelines for Recombinant DNA Research™ may be obtained from the Division of Research.

All genetic research must be reviewed by the full Human Subjects Research Review Committee. This
requirement ensures compliance with all federal, state and local regulations pertaining to the ethical
conduct of research involving human genetic information.

VI1.E. Use of Vertebrate Animals in Research or Teaching

Please contact Laboratory Animal Resources at 607-777-6199 for more information.

In accordance with federal and state regulations, all research or instructional use of live vertebrate
animals, regardless of source of funding or location of animals (laboratory or field), conducted by
University faculty, staff, and students, must be reviewed and approved by the Institutional Animal Care
and Use Committee (IACUC). An "Application for Use of Vertebrate Animals in Research or Teaching
(Animal Use Protocol) " may be obtained from the above website. Applications must be signed by the
faculty member responsible. The completed form is to be forwarded to the IACUC administrator, 607-
777-3836, for IACUC review. Approval must be obtained before initiation of the activity.

VI1.F. Use of Controlled Substances

State and federal law, as well as University policies, mandate that any requisition for, possession of, or
use on the campus of controlled substances (narcotic and non-narcotic drugs) must conform to specific
regulations. Information concerning these policies and procedures, as well as copies of the regulations,
are available from the controlled substances officer, 607-777-4905, in the Division of Research.

V1.G. Patent and Inventions Policy

SUNY Patents and Inventions Policy:
http://research.binghamton.edu/Innovation/pdf/SUNY %20Patents%20and%20Inventions%20Policy.pdf

Copyright Policy: http://www.suny.edu/sunypp/documents.cfm?doc_id=88

Computer Software Policy: http://www.suny.edu/sunypp/documents.cfm?doc_id=408

Acceptance of the SUNY Patents and Inventions Policy and other relevant policies is a condition of
employment for state and Research Foundation employees.

All potentially patentable inventions made by faculty members, employees, students, and others using
University facilities at any of the state-operated institutions of the State University belong to the State
University. In the case of sponsored research, the Research Foundation of SUNY reserves ownership of
all inventions using SUNY facilities. In some instances, federal laws and regulations may apply instead.
A discovery made by an individual wholly on personal time and without the use of University facilities
belongs to the individual, even though it falls within the field of competence relating to the individual's
University position.
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Generally, University staff members retain all rights to copyright the published written works they
produce. However, in cases where persons are employed or directed specifically to produce written
works subject to copyright, the University has the right to publish such work without copyright, or to
copyright it in its own name. In the case of sponsored programs, the sponsor may have copyright title or
joint title to materials developed.

Rights to computer programs and software developed by faculty and staff shall follow the University's
Computer Software Policy.

Relevant policies, procedures and forms for disclosure of patentable inventions are available at the
Office of Entrepreneurship and Innovation Partnerships (http://research.binghamton.edu/Innovation/).
Questions concerning issues related to intellectual property should be directed to that office.

V1.H. Safety and Environmental Health

See the Management Procedures and the Safety and Environmental Health section of this Handbook.
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VI1I. Instructional Policies

VII.A. General Information and Policies
VII.A.1l. Class Meetings

Academic departments enter their course offerings online in Banner each semester according to a
schedule established by the Office of Course Building and Academic Space Management (CBASM).
Refer to the Quick Links section of the CBASM website for this schedule. For any class with an
expected enrollment over 79, the department must notify the Office of Course Building and Academic
Space Management to ensure that a classroom will be available at the time the department plans to offer
the class.

Academic departments are expected to schedule class meetings at standard times (see below). No more
than 50 percent of a department's sections each semester should be offered during the Tuesday/Thursday
daytime meeting times and at least 50 percent of their sections should be offered outside of the prime
times of the day, 9:40 a.m. - 2:10 p.m. on Monday/Wednesday/Friday and 10:05 a.m. - 4:15 p.m. on
Tuesday/Thursday.

The standard meeting times are as follows (prime times are in bold):
M-W-F Class Days

8:30 a.m. - 9:30 a.m.
9:40 a.m. - 10:40 a.m.
10:50 a.m. - 11:50 a.m.
12:00 p.m. - 1:00 p.m.
1:10 p.m. - 2:10 p.m.
2:20 p.m. - 3:20 p.m.
3:30 p.m. - 4:30 p.m.
4:40 p.m. - 5:40 p.m.

T-R Class Days

8:30 a.m. - 9:55 a.m.
10:05 a.m. - 11:30 a.m.
11:40 a.m. - 1:05 p.m.
1:15 p.m. - 2:40 p.m.
2:50 p.m. - 4:15 p.m.
4:25 p.m. - 5:50 p.m.

Evenings: The standard start times for evening courses are 5:50 p.m. for Monday/Wednesday/Friday
classes and 6:00 p.m. for Tuesday/Thursday classes.

The standard meeting patterns shown above must be honored for daytime courses unless a special
situation exists that would justify a non-standard meeting time. Exceptions will be granted only by a
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decision of the director of the Office of Course Building and Academic Space Management upon
recommendation from the dean.

Courses meeting for three hours during prime time hours requiring a general purpose classroom will be
scheduled at the University Downtown Center, after CCPA courses have been scheduled there. The
following standard meeting periods will apply:

M-T-W-R-F Class Days - University Downtown Center only

8:15a.m.-11:15a.m.
1:40 p.m. — 4:40 p.m.
5:50 p.m. —8:50 p.m.

VII1.A.2. Classrooms

The Office of Course Building and Academic Space Management (CBASM) assigns meeting places for
classes that use general-purpose classrooms. Academic departments do the assignment of classroom
space that is not general-purpose (e.g. laboratory classrooms, seminar rooms, recital halls, etc.) To
optimize the use of general-purpose classroom space, the Office of Course Building and Academic
Space Management tries to closely match the capacity of the rooms to the class enroliments.

During the period when departments are entering their course offerings in Banner, departments must
notify the Office of Course Building and Academic Space Management of any courses with expected
enrollment over 79 to ensure that classrooms are available. In addition, instructors who have special
needs because of disabilities or who need specific classroom technology may make room requests online
using the Instructor Classroom Request Form found on the Quick Links section of the CBASM website.
Specially requested classroom assignments made in advance of regular classroom scheduling will
remain provided the course enrollment makes optimum use of seating capacity.

For classroom scheduling purposes, courses with a meeting time of "TBA" (to be announced), courses
which run for less than the full semester, and courses with non-standard meeting times, will, by
necessity, be given a low priority.

The Office of Course Building and Academic Space Management also schedules classroom space for
academic-related events (review sessions, exams, lectures, etc.). Requests can be made online using the
Academic Event Reservation Form found on the Quick Links section of the CBASM website.

VI1.A.3. Release of Student Information

The Family Educational Rights and Privacy Act of 1974 (FERPA)--commonly known as the Buckley
Amendment--provides for students’ access to their education records and assures them of the
confidentiality of those records. That act places strictures on the information about a student that may be
released without a signed and dated consent from that student. Faculty and staff should consult with the
Student Records Office regarding any such requests for student information. More information
regarding FERPA is available at http://registrar.binghamton.edu/FERPAmMain.htm.
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VII1.A.4. Records Retention

It is University policy that the Office of Student Records will maintain a student file (hard copy or
scanned/digitized images) and computerized academic record for a student for six years from the date of
last attendance. The hard copy or scanned/digitized file contains admission information, high school
transcripts, transfer transcripts, academic petitions, degree certification information, and academic action
information. After the six-year period, the hard copy or scanned/digitized file is purged, while
transcripts are archived for permanent retention and the computerized record remains available. The
Office of Student Records maintains original grade submissions from faculty permanently.

VII.A.5. Services to Students

Faculty and staff should refer a student to any of the University's specialized services as necessary or
appropriate. Academic advising offices in each school provide general information about academic
programs to undergraduate students. The Center for Learning and Teaching (CLT) offers free peer
tutoring in a wide range of subject areas. University Health Services concerns itself with students who
have medical or health problems. The University Counseling Center attends to students who show
evidence of emotional or psychological programs. Students needing part-time work or information about
financial aid should consult the Office of Student Financial Aid and Employment. The Career
Development Center provides programming, information and counseling regarding career opportunities
and graduate programs, including the coordination of the on-campus interviewing program. The mission
of the Services for Students with Disabilities office is to facilitate the educational and personal
development of Binghamton University students with disabilities and enhance the architectural and
attitudinal accessibility of the campus environment. The Dean of Students Office encompasses the
Student of Concern Committee, Off Campus Services, Campus Activities, Multicultural Resource
Center, Fraternity/Sorority Affairs, the Office of Student Conduct, and Parent Relations, as well as
serving as a general referral and assistance office for any student in any division. Other offices
providing services to students include the Student Records Office, TRIO/Veteran's Programs,
International Student and Scholar Services, Residential Life, Educational Opportunity Program, Campus
Recreational Services, and the Discovery Program.

VI1.A.6. Office Hours

All faculty are expected to maintain a regular schedule of office hours for consultation with students.
The number of hours and the particular schedule are determined by the faculty member, but with the
condition that they are sufficient and convenient enough to assure accessibility to students.

VII.A.7. Course Objectives

Faculty should state clearly in writing at the beginning of each semester the instructional objectives of
each course they teach.

VI1.A.8. Use of Community Resources for Teaching
Faculty who assign projects to students that may involve contacts with private, voluntary, or

governmental agencies are expected first to establish with the administration of the given agency the
feasibility and acceptability of the contacts.
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VI1.A.9. Student Evaluation of Teaching

The Office of Institutional Research and Assessment administers a Student Opinion of Teaching
(SOOT) questionnaire for courses upon request from instructors. SOOTSs are only one of many possible
approaches to student evaluation of teaching, and are themselves voluntary. However, the provost does
require evidence of student input on the quality of a faculty member's teaching over time when that
faculty member is being considered for promotion and/or tenure.

VI1.A.10. Academic Accommodations for Students with Disabilities

http://www?2.binghamton.edu/ssd/faculty info/index.html

VII.A.11. Web and Media Accessibility Policy

State and federal laws including the Americans with Disabilities Act, Sections 504 of the Rehabilitation
Act, and New York State Technology Policy 99-3, require Binghamton University web-based content to
meet specified accessibility standards established by the Worldwide Web Consortium (W3C). These
standards apply to web pages and content developed by or for a college, department, program, or unit of
the University, including faculty websites used for instructional purposes.

Binghamton University is committed to ensuring accessibility of its websites, web content, web
applications and all related media. University websites that provide information about the University to
external audiences or that provide information for employees or students must be accessible as defined
by the W3C standards as amended from time to time.

Websites that contain information used in instruction must be accessible to all students in the class. This
includes information posted on Blackboard and Internet/intranet web pages. All students should have the
opportunity to join class related experiences including interactive electronic experiences such as chat
rooms. Accessibility must be considered when purchasing and licensing software, videos and related
media.

Each person posting a University or instructional website, as well as information on Blackboard, is
responsible for ensuring that it is designed to be accessible. Departments within divisions have
responsibility to monitor continued accessibility compliance of their web pages. The Media Access
Committee will develop and disseminate guidelines for meeting applicable web accessibility standards
and update those guidelines as necessary. Web accessibility problems related to a specific student’s
disability-related needs should be directed to the Services for Students with Disabilities Office.

Concerns with the University website should be addressed to the web director at web@binghamton.edu.
Other concerns should be addressed to the campus department or individual maintaining the website in
question.

VII1.A.12. General Information About Student Activities

Faculty and staff may obtain information concerning student organizations from the Office of Campus
Activities. For information concerning Student Affairs, contact the Office of the Dean of Students.
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VI11.A.13. Orientation Programs

Several orientation sessions for new undergraduate students are scheduled during the summer months.
Both freshmen and transfer students are offered the opportunity to attend one of these sessions in order
for them to receive academic advising, register for classes, and become familiar with the many services
of the University. Orientation of new graduate students is carried out by the Office of the Graduate
School and by the constituent schools and departments of the Graduate School. Faculty are called upon
to participate in various phases of these programs. The Office of International Student and Scholar
Services provides an orientation program for new international students prior to the start of the fall and
spring semesters.

VII.A.14. Advising Student Organizations

Students may ask members of the faculty to be advisers to approved student groups. Faculty members
should discuss proposed advisory responsibilities with department chairs (or deans/directors when
appropriate) before accepting any invitations. Faculty are invited to discuss matters relating to their
advising functions with the Dean of Students Office.

As an adviser, the faculty member is responsible for informing the organization of University policy and
of the policies of the Board of Trustees of the State University.

VI1.A.15. Sexual Harassment

It is the policy of the University that students be secure from any sexual harassment by faculty, staff, and
administrators. (Refer to the Faculty Statement of Professional Standards in Section 1V.)

VI1.A.16. Tutoring for Pay
Tutoring of University students for pay by University faculty is prohibited.
VII1.A.17. Academic Honesty

See the Academic Honesty policy in the "Academic Policies and Procedures for All Students" section of
the University Bulletin.

V11.B. Student Attendance Policies

VI11.B.1. Religious Holidays - Education Law

Section 224- a. Students unable because of religious beliefs to attend classes on certain days. (as
amended by Laws of 1992, chapter 278)

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 or she 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.
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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.

VI11.B.2. Student Attendance

Reporting Absences

“Students are expected to attend all scheduled classes, laboratories and discussions. Instructors may
establish their own attendance criteria for a course. They may establish both the number of unexcused
absences permitted to receive credit for the course and the number of such absences after which the final
grade may be adjusted downward. In such cases it is expected that the instructor stipulate such
requirements in the syllabus and that the syllabus be made available to students at or near the beginning
of classes. In the absence of such statements, instructors have the right to deny a student the privilege of
taking the final examination or of receiving credit for the course, or may prescribe other academic
penalties if the student misses more than 25 percent of the total class sessions. Excessive tardiness may
count as absence.” (Binghamton University Bulletin)

Faculty noting an excessive number of absences by a student are urged to report this fact to Academic
Advising or the appropriate dean's office so that the student's whereabouts and circumstances may be
ascertained.

Faculty should be sure to note the provisions of the Education Law relating to student attendance and
religious holidays appearing in the entry immediately preceding.

Student and Classroom Discipline

Minor infractions of conduct are ordinarily handled at the time by the instructor. Any disciplinary
problems should be reported immediately to the Office of Student Conduct. Instructors who discover
cases of theft, vandalism, or other serious offenses by students should report them to the Office of
Student Conduct. In any instance wherein an instructor would like to report inappropriate behavior or
difficulty confronting a student, the dean of students can offer consultation as needed. The Students of
Concern Committee, via the dean of students, will also help the instructor develop a plan of action for
the more difficult classroom situations. For specific guidance and a list of resources, please see
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Any instructor may exclude from attendance any student who, in the instructor's judgment, has seriously
impaired the class's ability to achieve the objectives of the course. The student may appeal the
instructor's action to the department or school using the established grievance procedure. If the student is
not satisfied with the ruling or recommendation emerging from the grievance hearings, an appeal may be
brought to the appropriate dean.

VI11.B.3. Absences by Students from Classes for Participation in Official University Events

Students at Binghamton University have the opportunity to participate in many kinds of activities
beyond the classroom, including intercollegiate athletics, that either contribute to the quality of their
undergraduate experience or promote their postgraduate careers. At times, students' participation in
competitions requires them to be absent from regularly scheduled classes. Students are responsible for
all work missed. At the same time, faculty members are expected to accommodate students’ participation
in such activities. If this is a University-sanctioned activity, the sponsoring organization has a similar
responsibility to accommodate students' needs to meet their class obligations. Each student is
responsible for notifying the appropriate instructor(s) of a potential absence at the beginning of the term
for events already scheduled, and not less than a week before those scheduled once a term begins.
Faculty should be flexible in providing opportunities for students to make up tests and other work
missed.

VI1I1.C. Grading

VII.C.1. Student Evaluation

Members of the academic staff must state clearly in writing the methods to be employed and the
weighted value of each criterion used in determining a final course grade. They must inform students of
any differential expectations and criteria, such as those between graduate and undergraduate students in
the same class. If the course has been structured differently for students selecting a given grading option
(e.g. Pass/Fail), the difference in structure must be clearly explained.

VI1.C.2. Grading System

The grading system used by each academic unit is stated in detail in the appropriate sections of the
Bulletin.

VI1.C.3. Transferring Courses and Credit Within Binghamton University

For the purposes of the procedures following, the term "schools™ refers to Harpur College, the Decker
School of Nursing, the School of Management, the Graduate School of Education, the College of
Community and Public Affairs, the Watson School, and the Graduate School. As defined by the
Graduate School Bylaws, the Graduate School consists of the graduate components of all schools within
Binghamton University.

1. The specific grading system used in any school at Binghamton University shall be the responsibility of
the governing body charged with supervising the academic program of the school. If a school elects to use
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a grading system such as Pass/Fail, Satisfactory/Unsatisfactory, or some similar alternative, the
performance level equivalent to Pass, Satisfactory, etc., shall be that level of achievement required for a
degree from that school. However, any school that permits only a limited number of courses to be taken
on a Pass/Fail or similar basis may specify that the performance level for Pass, etc. can be lower than the
overall level of achievement required for a degree from that school.

2. A certain degree of "cross-fertilization" among Binghamton's schools and free use of elective courses
within them is to be encouraged. However, a school may set a limit to the number of courses from any
other school, either in to or from any particular school, that its students may take for credit toward its
degree. A school may also impose restrictions with respect to the taking for credit of courses in other
schools that are essentially duplicative of courses offered in the home school. The home school should
ensure that other schools are informed when restrictions of the latter kind are imposed. If an individual
student, a group of students, a faculty member, a department, or a school feels that a particular school is
being overly restrictive in this regard, an appeal may be made to the Educational Policies and Priorities
Committee of the Faculty Senate.

3. Students from any school who register in courses offered by another school will be graded in accordance
with the policies of the school that offers the course and not by the policies of the school in which the
student is enrolled. However, in instances where the grading systems of the two schools are not
consonant, course instructors may consider petitions received from students by the deadline date for
adding new courses to have their course performance evaluated in a manner consistent with the grading
policies established by the school in which they are enrolled.

4. If a school accepts a course taken in another school for credit toward its degree, it must also accept and
record the grade assigned by the course instructor. The term "grade" indicates whatever acceptable
symbol was submitted by the instructor as an evaluation of performance. However, if the grading system
of the home school permits a Pass/Fail, Satisfactory/ Unsatisfactory, or some similar alternative, the
school may allow its students to direct the registrar at the time of registration to convert the grade earned
in a course accepted from another school to the appropriate P/F, S/U, etc. formula. This conversion
procedure shall apply only to the Official Transcript (external); the Institutional Record (internal) and the
Grade Report shall record the grade as assigned by the course instructor.

5. Questions relating to a student's academic standing or rate of progress shall be resolved according to the
policies of the home school. As a matter of general policy a school may choose to accept courses from
other schools for credit toward its degree only at certain specified levels of performance (e.g., with earned
grades of C or better). Moreover, a school may use whatever data are obtainable from other schools (e.qg.,
final course registration lists in addition to or in lieu of grades) in determining rate of progress and
academic standing for its own students.

6. A school may refuse to award credit for certain courses taken in another school if these are the kinds of
courses for which credit would not be transferred from extramural institutions. It is the responsibility of
the student to obtain approval as required by the policies of the home school before taking courses in
another school. Schools will publicize their practices in this regard as clearly as possible.

VI11.C.4. Examinations and Papers

Examinations, papers, and other projects should be graded within a reasonable time and should be
returned or made available to students who wish to review them. It is also expected that comments and
corrections will be explained to students who seek explanations. To allow a means of evaluating the
work of students who ask that a grade be reviewed, instructor's grade records, test scores, syllabi, and all
other records pertaining to the course should be kept for two years, and graded work not returned to
students should be kept for one year after course completion, in accordance with the SUNY specific
record retention policy (http://bingdev.binghamton.edu/administration/procedures/200series/206.htm).
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VI1.C.5. Final Examinations

It is the University's policy that all faculty members administer their final or end- of- course
examinations during the official Examination Period, as scheduled by the Office of Course Building and
Academic Space Management. Any alternative scheduling within the official Examination Period must
be done in advance through that office. Faculty who wish to administer final or end-of-course
examinations outside the official Examination Period must have permission of the deans of their
schools. Faculty should refer to the specific policies regarding final examinations in their respective
schools, including policies regarding the number of exams students can be expected to take in a given
time period.

VI11.C.6. Submission of Grades

Submitting grades on time prevents delays students may experience related to transcript requests, degree
verifications by employers, conferral of degrees and mailing of diplomas.

Faculty must turn in all grades by the date they are due according to University policy. All full-length
fall and spring semester final grades must be submitted electronically via BU Brain no later than five
business days after the end of the examination period. All Winter Session and Summer Session final
grades must be submitted electronically via the BU Brian no later than three business days after the end
of the examination period. The Student Records Office processes course grades on a rolling basis and
releases them to students following this process.

Faculty who miss the deadline or need to change grades after they are processed and viewable by
students in BU BRAIN must go to their departments or Student Records, located in Student Wing,
Room 119, to obtain a change of grade form. A change of grade form must be submitted in person by
the faculty or a department staff member directly to Student Records.

Should a student wish to know a grade for any reason before official notification, and the faculty
member has had a reasonable time to calculate that grade, the faculty member is expected to supply it.
For purposes of demonstration of accomplishment to an outside agency, the faculty member's note on
appropriate departmental stationery may be authenticated in the Student Records Office with the
University Seal. (See also Faculty Responsibilities and Leave Status in Section 1V.)

VII.C.7. Posting Grades

Information about students, including but not limited to social security numbers, birth dates, class
schedules, grades, and grade point averages are protected by the federal Family and Educational Rights
and Privacy Act (FERPA) of 1974 and its amendments. Employees of the University, therefore, must
not release student information to any outside parties and must not post grade information on walls,
doors, web sites, or any other public place.

Student can check their official final course grades via the BU Brain. In addition, the Blackboard course

management system offers a way for instructors to post preliminary unofficial final grades for student
viewing in a secure environment.
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Faculty are expected to remain available for personal consultation with candidates for graduation for
three working days after grades have been posted. Faculty members should leave in department,
division, or deans' offices contact information where they may be reached by students.

VI11.C.8. NSF and Incomplete Grades

NSF Grade

Students who have registered for but not attended a course must be assigned a grade of NSF (Did Not
Attend). The grade will appear as an F on the student's transcript, but this enables the University to
distinguish between students who did not participate in courses and those who did.

Faculty are urged to report early on students not in attendance to Academic Advising or the appropriate
dean's office so that the student's whereabouts and circumstances may be ascertained.

Undergraduate

A notation of Incomplete, rather than a grade, may be reported by the instructor when a student has not
been able to complete a course for what, in the instructor's judgment, is a compelling reason. The
submission of an Incomplete means that a student has made a substantial commitment to the course, but
some remainder of the work must still be accomplished before an evaluation may be made.

Students must determine with the instructor what work is necessary for completion of the course and
when the work must be submitted.

Ordinarily all Incomplete notations must be replaced with grades by the end of the next semester,
whether or not the student is in college. Incomplete notations change to an F grade at the end of the next
semester unless an official extension has been filed with the Student Records Office. It is the student's
responsibility to initiate a request for an extension, having reached agreement with the instructor for an
alternate completion date. The appropriate form, Request for Extension of Incomplete Grade in an
Undergraduate Course, may be obtained from the academic advising office of the college or school in
which the student is enrolled.

Graduate

An instructor may assign an Incomplete (1) when a student has done most of the coursework and
satisfactorily but, due to unforeseen circumstances, has not completed the coursework. The Incomplete
is not for the purpose of converting a failing grade, or unsatisfactory work, to a passing grade. The
student must request the Incomplete option from the instructor, but it is the instructor's decision as to
whether or not it is appropriate. Graduate students who are given a grade of | are given six months from
the last day of classes to make up the incomplete work. This is the maximum allowed. However, the
instructor and student should have a written contract that indicates the timeline and requirements for
completion. The instructor may set a deadline sooner than the University maximum, reflecting the
instructor's availability to extend his or her commitment beyond the course, but the instructor may not
extend the University period of six months. It is expected that, upon submission of the remaining work,
faculty will take no longer than one month to file a final letter grade for the course. Students must,
therefore, submit the remaining work at least one month before the agreed-upon deadline or the
University six-month deadline, whichever comes first. Unless the student completes the coursework and
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the instructor submits a final letter grade within six months, a grade of | changes to a grade of
Withdrawn (W). Once an | has changed to a W, the student has no further opportunity to complete the
course, and the course will appear on the final transcript as Withdrawn.

Under exceptional circumstances only, the six-month grace period for Incomplete grades may be
extended for another six months. Requests for extensions of Incomplete grades require the approval of
the course instructor and the dean of the Graduate School or designee. Requests must be made at least
one month before the six-month deadline.

The Incomplete policy has specific implications for students receiving tuition scholarships and other
kinds of financial aid and for international students holding visas, as indicated below.

e Tuition Scholarships: When a student receives a tuition scholarship, the University pays tuition for the
courses taken by that student. In a case in which an | converts to a W, the University has paid for tuition
for a course that was not completed. Furthermore, when the student drops below the required number of
registered courses, the student has violated the conditions outlined in the Terms and Conditions of the
Tuition Scholarship (which is signed by the student). Students receiving tuition scholarships should be
aware that the University will seek repayment of tuition that was paid for Incomplete courses that turn
into Withdrawn.

e Financial Aid: Graduate students who receive federal or state aid may lose these benefits if they take
Incompletes. See the Graduate Academic Progress Charts in the Bulletin/Catalog for information on the
required number of completed credits per graduate level per semester.

e International Students: Student visas require that students be registered as full time, so Withdrawn courses
usually signal registration that fell below full-time status.

All courses taken by graduate students are subject to the above policy. Incomplete and missing grades
must be resolved before students may receive a graduate degree.

Some departments and programs may have more restrictive policies regarding Incomplete grades, and
students should make it a point to learn about their department's rules and expectations.

VI1.C.9. Missing Grades

Any grades not submitted by faculty members by the end of the semester will be treated as missing
grades and assigned the mark of Missing Grade (MG). Please note that a missing grade is likely to
jeopardize a student's financial aid, degree conferral and or mailing of diplomas.

VI11.C.10. Changing Grades

No change may be made in a grade unless one of the following situations occurs: (1) cheating is
discovered; or (2) the instructor testifies that a mechanical error has been made; or (3) where applicable,
the instructor may change a grade to Incomplete if satisfactory evidence shows that events beyond
control prevented the submission of a student's required work. Normally, grade changes for the Fall
semester should be completed by the end of the second week of classes in the Spring semester, and
changes for the Spring semester should be completed by four weeks after Commencement. Additionally,
there is an absolute limit of 18 months from the end of the semester during which the course was taken
to make changes in grades in Harpur College courses.
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VI1.C.11. Formal Complaints Concerning Grades

If a student has a complaint about a grade or other academic grievance, the first step is to talk to the
instructor involved. If the matter is not settled satisfactorily, the student should contact the department
chair or division director about the complaint and submit the complaint through the formal grievance
procedure established by the department. The department decision may, if the student still feels
aggrieved, be appealed to the appropriate dean.
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VI1II. Information Technology Services

VIII.A. General Information

Information Technology Services, comprised of Computing Services, the Educational Communications
Center, and Telecommunications, provides the services which support the University’s computing,
voice, data and video networking, student computer labs and classrooms, phone services, business and
academic programming, distance learning, desktop support and general customer and student phone
inquiries.

Major IT equipment includes Sun, Intel and Apple application servers, the campus phone switch,
personal computers in classrooms and public labs, and network switches and routers, all linked through
a high-speed, campus-wide communications network. ITS also supports the campus voice network,
cable TV, security cameras and access to the Internet, Internet2 and the local Time-Warner network.

To assist students and faculty in the use of information technology, ITS manages a Helpdesk, provides a
wide array of central applications, consults and advises on computer software and hardware problems,
distributes Web-based documentation and maintains an extensive software library.

Services for students include public PC laboratories (called "Pods™), located in the "Information
Commons" in the University and Science Libraries, University Downtown Center, Science 1l, Science
111, Academic A, the Center for Academic Excellence and some residence halls. Residence hall rooms
provide both wired and wireless high-speed ethernet and internet connections for all students living on
campus, and student residence hall consultants provide support for students in each residence hall.
Secure, virtual private network connections to campus are available to off-campus students and staff,
and a campus-wide wireless network serves mobile campus users.

All faculty, staff and students receive a free e-mail account and disk space for a personal web page and
network storage upon enrollment, and all students are encouraged to use the computer as an appropriate
and flexible tool for liberal arts education. All general classrooms have basic audiovisual equipment and
Internet connections; more than 80 percent are "laptop ready", with permanently installed data or video
projection equipment, and approximately 20 percent offer full multimedia capability. Approximately 10
percent of classrooms offer installed video capture equipment in support of distance learning. The
campus is fully networked and the University is a member of the Internet2 Consortium.

Binghamton faculty are heavy users of the Blackboard course management system, and most students
access the system daily for curricula, class notes, messages from faculty and other students, on-line
discussions, and other information related to their courses. The University is also experimenting with the
real-time recording and subsequent streaming of the video of selected courses on the web. Information
Technology Services also secures site licenses and discounts for a wide array of software packages,
which it makes available generally to the campus, or to individual users or departments (see
http://computing.binghamton.edu/software for lists and terms of use of software available in the pods,
centrally, or for installation on departmental or personal machines).

With these resources, students, faculty and staff find that information technology enriches many aspects
of the curriculum, and IT solutions to new challenges are readily available.
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On the administrative side, IT support has become a key element in Binghamton University's program to
keep administrative overhead low through the development of more than 30 on-line information
systems, and through the provision of a variety of communications systems including voice, data,
security cameras and video conferencing.

IT Services offered to the campus include the following:

o Applications: Email, Blackboard, the Banner Student System (handling Admissions, Financial
Aid, Student Accounts and Registration), Finance, HR and a host of others

Campus cabling services

Campus Directory - http://www.telecom.binghamton.edu/directory.html

Campus phone system and voice network

Campus data network

Campus security cameras and cable TV

Classroom equipment management, and audio-visual equipment checkout -
http://www?2.binghamton.edu/ecc

Data Center management and operating system support

Desktop support

Emergency notification services - http://www.telecom.binghamton.edu/alert.html
Helpdesk - http://helpdesk.binghamton.edu/

Information Commons and Public labs (Pods) - http://its.binghamton.edu/facilities/pods
Internet and Internet 2 access - http://internet2.binghamton.edu/index.cqgi

New Media Center and multimedia support for faculty - http://nmrc.binghamton.edu/
PC repair for institutionally-owned computers

Programming design and data administration

Research Consulting and statistical processing - http://its.binghamton.edu/statprog
Site-licensed software packages - http://its.binghamton.edu/files/software/licensed/request.pl
Software systems’ design and maintenance in support of instruction and administration
User documentation - http://its.binghamton.edu/

Video conferencing - http://www.telecom.binghamton.edu/conferencing_video.html
Video capture and streaming of classes and training sessions

Call the Helpdesk at 607-777-6420 or the Call Center at 0, or refer to the ITS webpage at
http://its.binghamton.edu/ for further information on ITS services.

Use of Binghamton's IT facilities requires a valid user ID and password. Account holders are bound by
the “Computer and Network Usage Policy (Acceptable Use)” at (http://its.binghamton.edu/policies/),
which governs use of the campus network and computing resources. Misuse is considered a
misappropriation of resources, and is often also a violation of state and federal law, and such use may
lead to University disciplinary action and/or arrest.

Call the Helpdesk at 607-777-6420 or refer to the ITS web page at http://its.binghamton.edu for further
information on ITS services.

V1I1.B. Computing Policies

http://its.binghamton.edu/policies/
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IX. Libraries

IX.A. General Information

The Libraries' website, http://library.binghamton.edu is a gateway to a wide variety of online books,
magazines, journals, encyclopedias, databases and a wide assortment of other digital collections that
may be accessed from anywhere on or off campus. The Libraries offer a range of services including
research consultation and assistance in person and electronically, a laptop lending program, customized
instruction sessions and Library news and updates through a number of Blogs (online weblogs) - as well
as Facebook, Twitter, and Flickr. We are a leader within SUNY, offering federated, faceted, relevance-
ranked, categorized, visualized and self-tagged search capabilities. Together these services enable
Binghamton University Libraries to provide patrons access to information resources such as catalogs,
reference databases, citation databases, subject gateways, and e-journals.

The University Libraries include:

e The Glenn G. Bartle Library, which contains collections in the social sciences, humanities, mathematical
and computer sciences, and government documents. The Fine Arts Collection is located in the Bartle
Library, and focuses on works relating to art, music, theater and cinema. Special Collections, which
contains the internationally recognized Max Reinhardt Archives and Library, as well as the Edwin A.
Link Archives, is also housed in Bartle Library. The Bartle Library Information Commons, located on the
first floor of Bartle Library and second floor mezzanine, has over 220 computer workstations with access
to online research material, productivity software and scanning equipment.

o The Science Library, a separate building conveniently located near the Science buildings, contains
materials in the fields of science, engineering, nursing and psychology and houses the University map
collection. The Science Library Information Commons, located on the main floor of the Science Library,
has 50 computer workstations with access to online research material and productivity software.

e The University Downtown Center Library and Information Commons supports the College of
Community and Public Affairs which includes the Department of Social Work, the Department of Human
Development, and the Masters in Public Administration program. The UDC Library and Information
Commons offers a full range of library services including circulation, course reserves, interlibrary loan,
and reference assistance. The Library and Information Commons, located on the main floor of the UDC
houses a local collection of books, current periodicals and government documents. Materials from the
Libraries on the main campus, including the Bartle and Science Libraries and the Library
Annex@Conklin are available for delivery to the UDC Library and Information Commons. The facility
has 36 computer workstations with access to online research material, productivity software, scanning
equipment, and student quota printing.

e The Library Annex, located in Conklin, NY, was established in 1999 to house important older but lesser-
used materials in the Libraries' collections. The Library Annex currently houses over 300,000 volumes in
a high-density, climate-controlled environment. Materials may be paged and delivered to Bartle or
Science or used in the Reading Room on-site at the Library Annex. Electronic desktop delivery is
available for journal articles. For more information about using materials housed in the Annex, see
http://library.lib.binghamton.edu/webdocs/storage.html.

Our Libraries hold 2,438,344 volumes, including print volumes, government documents, and electronic
books, all searchable via the Libraries’ online catalog. The collections also include over 93,414
electronic and print scholarly journals, 227 databases and more than 1.8 million titles on microfilm;
there are, as well, 2,737 CD-ROMs, 118,975 sound recordings, 3,632 videos and DVDs, and 121,032
maps.
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Subject Librarians

http://libraryguides.binghamton.edu/subject librarians

Subject librarians provide a range of specialized services to faculty and students by focusing on a
particular area or discipline. They:

e serve as liaisons between the Libraries and one or more of the University's academic departments,
programs, or schools;

e provide general reference service and specialized research consultation;

e initiate the selection and acquisition of materials for the collections;

e provide subject-specific instruction in the use of library and Internet information resources.

Research Assistance

Librarians provide individualized assistance in locating materials on a topic or using the many online
resources provided by the Libraries for your research and teaching needs. In-person telephone, e-mail
and instant messenger research assistance are offered. E-mail inquiries are answered within 24 hours.

Instruction Services

Librarians collaborate with BU faculty, instructors, and graduate teaching assistants (TAS) in support of
the teaching mission of the University. Our instructional services include:

e Course-specific and general library sessions customized to meet the course goals and student needs. Most
sessions are offered in the Bartle or Science Library computer instruction labs, which allow hands-on
active learning;

e Personal research consultations for individuals or small groups of students, faculty or staff.

o Customized online tutorials and websites that can be used via Blackboard or independently.

Borrowing Privileges

Faculty and professional staff may borrow materials for a one-year loan period with a current BU ID
card. Bound journals may be circulated for three days; current periodicals are due at 5 p.m. on the day
borrowed. All books may be recalled immediately if needed for Reserve, or after two weeks if requested
by another patron. The Libraries' automated circulation system requires the use of an official
Binghamton University identification card. Faculty and staff are responsible for replacement fees for lost
books according to the following schedule:

Lost books

Lost book charges are assessed when a borrower declares a book lost, on books overdue for more than
one year, and in response to borrower inquiries.

Unresolved obligations will be referred to the Office of the Vice President for Administration.
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Electronic and Physical Reserves

Articles, book chapters, student papers, and non-copyrighted materials such as lecture notes and exams
may be accessed 24 hours a day, seven days a week via Blackboard. Books, videos, DVDs, cassettes,
CDs and other items (both from the Libraries and from instructors' personal collections) that have been
placed "on reserve™ by faculty to supplement classroom materials are available at the Bartle Library
Circulation Desk or the UDC Information Services Desk. The loan periods, established in consultation
with the instructor, can be two hours, three hours (for media only), one day, or two days. For further
information, see the Course Reserves web page at http://library.binghamton.edu/services/eres/.

Interlibrary Loan

Interlibrary loan expands the range of research materials available for scholarship and instruction.
Materials not owned by the University Libraries may be obtained from other state, national or
international libraries. Binghamton faculty, staff and students can submit requests via ILLiad software,
accessed from our library home page (http://library.binghamton.edu), using their university generated
PODS username and password. We are members of several groups and library consortia, which help to
facilitate resource sharing among its partners: SUNY, SCRLC (a regional group which includes
Cornell); OCLC Research Libraries Group (RLG) Partnership, where membership includes on-site
access privileges across member institutions; the Center for Research Libraries (CRL), which provides
quick turnaround of materials and extended loan periods, and the Information Delivery Services Project
(IDS) providing rapid access to materials across New York State. We will notify you, via e-mail, when
items arrive. Articles/chapters can be accessed electronically and books/microfilm (returnable items) can
be picked up at the Bartle Library Circulation Desk, the Science Library Information Services Desk or
the UDC Information Services Desk during library hours.

Requests are processed within the guidelines of the American Library Association Interlibrary Loan
Code and US copyright legislation.

Special Collections

Special Collections consists of rare books, manuscripts and archives; sound recordings; and the
University Archives. Notable among the rare books are collections (chiefly literature and history)
donated by prominent Binghamton attorneys Archibald Howard and George Hinman; the Allen Rogg
Collection which focuses on the history of cinema; the Herbert Reichner Collection, which focuses on
the history of printing and publishing; the William J. Haggerty Collection of French Colonial History;
and the personal libraries of Austrian actor and theatre director/producer Max Reinhardt; William Klenz,
a well-known composer and former professor of music in Harpur College; Professor John H. Hagan, a
former professor emeritus of English at Binghamton University; and Edwin A. Link, Jr., the father of
flight simulation. Titles of interest to scholars include the Latin edition of the Nuremburg Chronicle
(1493) and the first edition of Walt Whitman's Leaves of Grass (1855D).

Special Collections' manuscripts and archives contain a diverse selection of materials which span several
centuries and continents and include photographs, correspondence, theater prompt book and scene
designs that document the life and career of Max Reinhardt; photographs, family and business
correspondence, and records from Edwin A. Link and the various Link enterprises; records and
photographs of the Anitec Corporation; and papers of prominent local individuals and families including
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the Rose Family, David Bernstein and Lamont Montgomery Bowers, the former personal secretary to
John D. Rockefeller.

The Frances R. Conole Archive of Recorded Sound was donated by a former member of the library
staff, Philip Conole, who developed his collection to document the history of recorded performance,
especially opera.

The University Archives include campus publications; records from administrative and academic
offices; books written, edited or translated by faculty; and recordings or videos of campus events.

Most of the materials in Special Collections can be located in the Libraries' online catalog , and finding
aids for a number of the archival collections are available on the Special Collections web page. For more
information, see http://library.binghamton.edu/specialcollections.

Preservation

The Preservation Unit is located in Special Collections, but it repairs and maintains materials from all of
the Libraries' collections.

Memberships and Affiliations

The Binghamton University Libraries maintain a variety of memberships that extend access to research
materials and services.

Membership in the Center for Research Libraries (CRL) provides access to the Center's extensive
collection that complements and supplements the collections of the major research libraries of North
America. Materials owned by the Center are available by placing orders through Interlibrary Loan. For
more information about CRL's collections, visit http://www.crl.edu/.

Membership in the OCLC Research Library Partnership provides Binghamton University faculty on-site
access to other RLG libraries upon presentation of your valid BU faculty ID. Exact privileges may vary
from library to library. We recommend calling the destination library before you visit. For more
information, visit http://www.oclc.org/research/partnership/default.htm.

Membership in the Inter-university Consortia for Political and Social Research (ICPSR) provides
Binghamton faculty, staff, and students with access to a vast archive of social science data for research
and instruction. ICPSR also offers training in quantitative methods to facilitate effective data use. See
http://www.icpsr.umich.edu/index.html.

The Libraries participate in the SUNY Open Access Program. Upon presentation of a valid State
University ID card from one's home campus, a reader is entitled to the same use of the collection, and
the same services and facilities, as the library offers its own community, including borrowing privileges.
See http://olis.sysadm.suny.edu/openaccess/over.htm for more information.

SUNYConnect is a joint initiative of the SUNY Office of Library & Information Services and the
libraries of the 64 SUNY campuses to create a virtual library for the State University of New York. It is
the largest public university library system. In addition to providing access to shared database resources,
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SUNY Connect offers a combined catalog (http://search.sunyconnect.suny.edu) for all SUNY libraries.
SUNY Connect increases the purchasing power and influence of all SUNY libraries.

The Libraries maintains a variety of additional memberships and participates in library consortia for
purchasing materials. Current consortial memberships include the New York State Higher Education
Initiative (NYSHEI) (http://www.nyshei.org/), Westchester Academic Library Directors Organization
(Waldo) (http://www.waldolib.org/), Northeast Research Libraries Consortium (NERL)
(http://www.library.yale.edu/NERL public/), South Central Regional Library Council (SCRLC)
(http://scrlc.org/), and other SUNY libraries. Current memberships include the Coalition for Networked
Information (CNI) (http://www.cni.org/), Portico (http://www.portico.org/) and The Scholarly
Publishing and Academic Resources Coalition (SPARC) (http://www.arl.org/sparc/), the IDS Project
(http://www.idsproject.org/index.aspx), and the Council on Library and Information Resources (CLIR)
(http://www.clir.org/). The Libraries are also are selective depositories for U.S. Federal and New York
State government publications.

IX.B. Food, Drink and Noise Policy

The purpose of the food and drink policy is to aid in the preservation of library materials and electronic
equipment and to ensure a comfortable environment for research and collaboration. For more
information, please see http://library.binghamton.edu/about/policy/fooddrink.html and
http://library.binghamton.edu/about/policy/noise.html.

Faculty-Staff Handbook, 2012-13, page 95


http://search.sunyconnect.suny.edu/
http://www.nyshei.org/
http://www.waldolib.org/
http://www.library.yale.edu/NERLpublic/
http://scrlc.org/
http://www.cni.org/
http://www.portico.org/
http://www.arl.org/sparc/
http://www.idsproject.org/index.aspx
http://www.clir.org/
http://library.binghamton.edu/about/policy/fooddrink.html
http://library.binghamton.edu/about/policy/noise.html

X. Campus Resources and Facilities

X.A. Changes in the Use of University Space and Space Request
Process

Unit directors have responsibility for managing space assigned to their department. If additional space is
needed and cannot be accommodated within a unit's existing space allocation, a space request form must
be submitted to the respective vice president, or to the respective dean, in the case of academic
departments. The dean or vice president can reallocate space within their division to accommodate the
request. (All changes in space function or occupants must be reported to Physical Facilities within 14
days of the change.)

The Space Management Council (SMC), which is comprised of the five vice presidents, the vice provost
of strategic and fiscal planning, the director of athletics, and the associate vice president for facilities
management, reserves the right to reallocate space, as needed, to align with University priorities. When
the University relocates all or a portion of a unit into new space, the space vacated by the unit becomes
part of the University's pool for reassignment.

The SMC reserves the right to allocate space for a specific time period. Such space is considered part of
the University's pool of space, not the division's space allocation. If the unit occupying the space desires
to extend the allocation, the space request process must be followed.

The vehicle for requesting space is the Space Request Form. Forms are available for two distinct space
requests: Academic (instructional/research/organized research centers/administrative units reporting to
the Provost) and Non-Academic (administrative). An analysis of all existing assigned space must also be
provided by the requesting unit detailing room function, room occupant(s), occupant type (FT, PT,

perm, temporary) and precise, daily utilization factors.

e Academic and Research Space Requests - The department chair/director or principal investigator
completes a Space Request form, provides analysis of existing space use, obtains necessary signatures,
and forwards to their dean or AVP, as appropriate. If space is available from within the dean's or AVP's
space allocation, space assignments can be made at the discretion of the dean or AVP. If space is not
available and the dean or AVP supports the request for space, the dean or AVP, or representative thereof,
in conjunction with the director of the Office of Course Building and Academic Space Management
develop a space proposal that is forwarded by the dean or AVP to the Provost for consideration by the
SMC.

e Non-Academic Space Requests — The director shall complete the analysis of existing space utilization
and the Space Request form, obtain the necessary signatures and forward to their AVP as appropriate. The
AVP shall review the request and if approved, forward the request to the Physical Facilities director of
design. If the request is determined to be in accordance with University mission, Physical Facilities will
confirm the analysis of space need and develop a recommendation which will be forwarded to the SMC
for a decision.

SMC decisions will be relayed to the affected department by the appropriate VP or designee. Once space
recommendations are approved, the director, dean or designee is responsible for submitting a service
request for any work needed by Physical Facilities. Approval of Space changes does not constitute an
approval of funding for any work that must be accomplished. Funding must be obtained separately.
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Space use changes within space currently assigned to a department may be made by the controlling
department as needed, but must be reported to the director of design in Physical Facilities for the
Campus Physical Space Inventory (PSI) to be updated.

For more detail see the Division of Administration Space Request Process or the Office of Course
Building and Academic Space Management.

X.B. University Properties and Services

X.B.1. General

University letterheads, forms, other stationery, stamps, mailing services, computer services, and
duplicating services are charged to schools, departments, or programs. These services are not to be used
for personal purposes or in connection with private, professional activities conducted for profit.
Similarly, the services of clerical, stenographic, technical, and other personnel of the University may not
be used for personal purposes during regular working hours. It is appropriate, however, with the
permission of the dean or department chair, to use such stationery and services in connection with the
work of professional societies and public service organizations. It is also permissible to use stenographic
services for certain scholarly manuscripts (excluding dissertations) when stenographic help is available.

University facilities may not be used for private instruction.

Movable equipment may not be sold, loaned, or taken from the place where originally assigned for use
without the approval of the property control officer. No equipment should be discarded, loaned, taken
from the campus, or transferred to another division or area without notification to and prior approval of
the property control officer by means of Property Removal Authorization Form A. (Also refer to
Management Procedure 401,
http://bingdev.binghamton.edu/administration/procedures/400series/401.htm). This form is available
online at http://wwwz2.binghamton.edu/property-control/form-a.html

X.B.2. Use of Facilities After Closing Hours

All unauthorized persons must leave University buildings at the time they are closed.

A University pass must be obtained from and signed by the faculty or staff member in charge of an
office, classroom, or laboratory, and by the building administrator for authorization to be in these areas
after they are locked. A person in a locked area must, upon the request of a police officer or security
services assistant, show both written permission to be in the building and a valid University ID. Failure
to do so will result in the person being escorted from the premises.

Forcible entry into any building or facility is prohibited. Propping open exterior or interior doors that
allow access to a locked facility is also prohibited.

Failure to observe these rules may lead to University disciplinary action and/or arrest. (Also refer to
Management Procedure 830,
http://bingdev.binghamton.edu/administration/procedures/800series/830.htm).
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X.B.3. Use of Facilities by Outside Groups

Conference and Event Services is the clearing house for event planning and facilities scheduling at
Binghamton University. Outside organizations that are nonprofit and holding programs of an
educational nature must make reservations through Conference & Event Services. A NYS Revocable
Permit and a Certificate of Insurance is required. To check availability, contact Julie Guditis at 607-777-
6200. http://www?2.binghamton.edu/conference-and-event-services/

Athletic facilities are for the exclusive use by Health and Wellness Services, Intercollegiate Athletics,
and Campus Recreational Services. When the athletics schedule permits, outside organizations may rent
these facilities. To check availability, contact Leigh Ann Savidge at 607-777-3323.

The Anderson Center maintains an active community and student rental program that includes its three
theaters: Osterhout Concert Theater, Chamber Hall and Watters Theater. In addition, it supports the
academic mission of both the Music and Theater Departments. To check availability, contact Annette
Burnett at 607-777-6802. http://www?2.binghamton.edu/anderson-center/

The Events Center is the premier multi-purpose facility of its kind in the state, also the home of the
Binghamton University Men’s and Women’s Bearcats Basketball. When the athletics schedule permits,
outside organizations may rent this facility. To check availability, contact Susan Crane at 607-777-
BUEC (607-777-2832). http://www?2.binghamton.edu/events-center/

X.B.4. Anderson Center

The Anderson Center for the Arts is a University office serving the campus arts departments and the
broader communities of the University and the Southern Tier. The staff of the Center schedules and
operates the physical facilities of the Anderson Center, and, with the arts departments, presents arts
programming for the University and the community. The role of the Center ranges from assisting users
by providing services such as house, technical, and box office services to full promotion and
presentation of a concert program booked by the Center.

The performance spaces of the University - the Osterhout Concert Theater, the Chamber Hall, and
Watters Theater - are primarily intended for performances by artists contracted by the Anderson Center,
for rental activities, and for the performance activities of the Departments of Music and Theater. Use by
other departments, schools, organizations, and student groups, other than those specified above, is
subject to availability and is scheduled at the discretion of the Director of the Center in consultation with
the appropriate groups. Offices wishing to schedule use of performance spaces should contact the Center
as early as possible during the academic year preceding the scheduled event. Use of the Concert Theater
and Chamber Hall for regularly scheduled classes is not permitted.

Appropriate fees will be assessed for use of the facilities according to a fee schedule available from the
Center for the Arts office. Use of performance spaces implies the contracting of appropriate Center for
the Arts staff (e.g., Technical, Box Office, House Operations), as well as any necessary additional staff
as determined by the director. Those desiring further information about timetables, scheduling criteria,
and fees should inquire at the Center for the Arts Office.
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X.B.5. Scheduling Activities

Please see the following contact information for scheduling activities:

e General Purpose Classrooms: Lisa Gould (classrooms@binghamton.edu). Schedules general purpose
classrooms for academic classes and academic/course related events such as extra class time, dissertation
defenses, exams, admissions events, academic related programs, or academic department-sponsored
speakers and events. Use the Academic Event Reservation Request Form
(https://binghamton.edu.185r.net/survey/index.php?time=2012-01-
28%2006%3A00%3A00&id=148&timelD=3041) to reserve general purpose classrooms for these types
of events.

e Computer PODs: Denise Hawkins (dhawkins@binghamton.edu)

o Conference and Event Services: Julie Guditis (jguditis@binghamton.edu). Assists off-campus
groups/conferences, as well as scheduling the Anderson Center Reception Room and Memorial Garden.

e University Union: Penny Mabee (Use this link to request space:
http://darlal.cc.binghamton.edu:8080/wv331union/wv3_servlet/urd/run/wv_main.Start) Schedules
primarily for student groups; schedules all space in the University Union and classroom space for student
group meetings and events.

e Continuing Education and Outreach: Lisa Olbrys - (http://ceo.binghamton.edu). Schedules space
assigned to Continuing Education and Outreach.

e Anderson Center: Annette Burnett (aburnet@binghamton.edu). Schedules the Anderson Center, Watters
Theater and Fine Art grand corridor.

e Events Center: Sue Crane (scrane@binghamton.edu)

e East Gym: Cindy Cowden (cowden@binghamton.edu)

e West Gym: Leigh Ann Savidge (Isavidge@binghamton.edu)

X.C. Secretarial Services

The Chancellor has issued guidelines concerning faculty use of secretaries based on an agreement by a
committee representing CSEA and the University. For more information, see Management Procedure
622, http://bingdev.binghamton.edu/administration/procedures/600series/622.htm.

X.D. University Telephone Equipment and Services

http://bingdev.binghamton.edu/administration/procedures/400series/403.html

X.E. Campus Mail Services

http://bingdev.binghamton.edu/administration/procedures/500series/501.htm

X.F. Publications

http://bingdev.binghamton.edu/administration/procedures/500series/502.htm

X.G. Discriminatory and Gender-Based Language

It is the University's policy (as it is of the State of New York and of the State University) to use
nondiscriminatory language and to eliminate unnecessary or irrelevant gender-based distinctions in
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official publications. The Office of Creative Services will implement this policy in all publications it
produces. All offices preparing publications and documents for direct reproduction or printing are
expected to comply with this policy. Additionally, faculty and staff should ensure that any documents
they produce as employees of this institution are free of discriminatory and gender-based language.
Further information is available from the Office of the Vice President for External Affairs and from the
Affirmative Action Office.

X.H. Use of Health Center

Faculty and staff members on duty may receive emergency treatment/first aid at the Decker Student
Health Services Center. Faculty and staff are expected to consult their own physicians for medical
advice and medication.

X.I. Use of Recreational Services

The Department of Campus Recreational Services offers a multifaceted program that is designed to
encourage positive lifestyle choices and promote lifelong learning through both wellness and physical
activity for Binghamton University students, faculty and staff. More information on program offerings,
the registration process, and faculty and staff fees is available by calling 607-777-PLAY (7529) or online
at http://play.binghamton.edu.

The newly renovated Recreation Center at the East Gym opened in January 2012. The building houses a
10,000 square foot Fitness Center, FitSpace, swimming pool, basketball, volleyball and badminton
courts, three multipurpose rooms, a new Wellness Suite, an Outdoor Pursuits rental center and new
locker rooms. Faculty and staff have access to check in to the Recreation Center on Mondays-Fridays
until 12:30 p.m. for morning and lunchtime open recreation activities. All other access requires
membership.

Open Recreation programming provides unstructured activities and drop-in hours for basketball,
volleyball, badminton, swimming, fitness, tennis, walking/jogging, racquetball and squash. These
activities are designed to meet the overall needs and interests of the university community for informal
recreation. Schedules vary and are posted online.

Fitness and Wellness offers a variety of programming for the University community. FitSpace has 65
cardio machines, over 70 strength training stations and area for strectching and functional training.
Group Fitness offers members up to 100 different classes a week, including yoga, Zumba, spinning, and
kickboxing. The new Wellness Services Suite provides clientele with the opportunity to work one-on-
one with a personal trainer as well as a variety of other personal services to enhance personal wellness,
such as massage. Wellness classes foster mind and body wellness through seminars, activities and
workshops which cover a diverse range of topics from yoga to healthy lifestyles to Red Cross
certifications.

Intramural Sports programming offers competitive and recreational athletic activities within a variety of
individual and team sports. Individual sports include tennis, racquetball, billiards and table tennis. Team
sports include flag football, basketball, volleyball, indoor & outdoor soccer, softball, dodgeball,
kickball, bowling and arena flag football.
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Outdoor Pursuits programming provides wellness-based outdoor adventure programs that highlight
environmental awareness and personal challenge in a dynamic and positive setting. Outdoor Pursuits
leads non-credit recreational trips and programs in a variety of activities including hiking, backpacking,
bicycling, cross-country skiing, winter camping, tree climbing, snowshoeing, canoeing, and kayaking.

X.J. Motor Vehicle Registration and Parking (Revised 6/2004)

Vehicles that are parked on campus must be registered with the Department of Public Safety's Parking
Services Office and must display a registration decal and/or parking permit. There is a nominal fee for
the registration decal, which is not a parking fee. The decal must be displayed as directed. In addition to
the registration fee, there is a parking fee for vehicles parked on campus, which is levied consistent with
applicable bargaining agreements and in accordance with guidelines established by the Chancellor or
designee.

Certain areas of parking are restricted; these areas are designed by signs. Parking on lawn areas is not
permitted anywhere on campus. Requests for special parking arrangements should be addressed to the
Parking Services Office. In addition to regular campus parking, two pay parking lots are available for
use.

Tickets are issued and fines assessed for failure to register vehicles for campus parking, for parking in
unauthorized places, and for other violations of Campus Motor Vehicle Regulations.

State law provides for deducting parking and traffic fines from the salaries of University employees.
Chapter 148 of the Laws of 1972, adopted by the New York State Legislature, enacted Section 362 of
the Education Law authorizing the Trustees of State University to promulgate parking regulations,
including the assessment of fines for violations thereof. This legislation permits the deduction of such
unpaid fines from the salary or wages of an employee of the University. Regulations (8NYCRR, Part
560) of the Trustees enable the College Council of each State-operated institution to develop parking
regulations subject to Trustees' approval. The Council of Binghamton University has adopted parking
regulations, including the assessment of fines for violation thereof and the deduction of such unpaid
fines from the salary of the offending employee. These regulations have been approved by the Trustees
of State University.

Additional details regarding the use of motor vehicles on campus are presented in a folder, "Motor
Vehicle Regulations,” available from the Department of Public Safety. More information is available at
http://www?2.binghamton.edu/parking-services/.

X.K. Banners and Signs

Banners

The only banners allowed on Bartle Drive will be large banners that cross the road and the smaller ones
on the poles that promote the University's institutional messages. All banners must be coordinated and
approved by the Office of University Communications and Marketing.

The large banners on Bartle Drive are for promoting high-priority institutional events and events with a
strong campus-community connection. Sponsoring organizations must complete a banner application,
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including banner design elements, to be approved by the Associate Vice President for University
Communications and Marketing, who reserves the right to require design by the Office of Publications
on campus.

Signs

Requests from sponsoring organizations/departments for general exterior signage related to advertising
or information about special events on campus must be submitted to the Office of University
Communications and Marketing for approval as well as verification that it is an authorized event. The
University Police Department's Parking Services will determine the appropriate type and location of
directional signage.

If needed, signs will be created by University personnel. The installation and removal of any signs will
be done by campus personnel.

A charge may be levied to the organization/department sponsoring the event for signage creation,
installation or removal.

X.L. Lost and Found Property

New York State University Police has primary responsibility for lost and found property, and has
implemented a detailed procedure regarding it. The finder of lost property of $10 or more in value, and
all cash, eyeglasses, wallets and purses, checkbooks, and items with an identifiable owner, is required to
return the property to the owner or to report such findings and deposit such property in University Police
(AD-G35). (Also refer to Management Procedure 816,
http://bingdev.binghamton.edu/administration/procedures/800series/816.htm).

X.M. Non-Credit Instructional Activities and Administrative
Requirements

Non-credit continuing education offerings of the University embrace a wide variety of programs,
resources, and services. Offerings designated as non-credit instructional activities include any formally
organized and scheduled course, workshop, seminar, conference, institute, short course, or personal
development program involving instruction. Prior approval of all of these programs is required under
procedures administered by the Office of Continuing Education and Outreach. In addition to program
approval, a budget approval is required for programs that include registration fees.

The University Downtown Center and Room LN 1324C (Library North) on the main campus can be
scheduled for certain non-credit instructional programs designed to operate from participant fees and for
other University functions as scheduling permits. The registration of enrollees in non- credit
instructional activities is required for reporting purposes. Continuing education units (CEUs) may be
granted for participation in non- credit instructional programs in accordance with established guidelines.
The Office of Continuing Education and Outreach interprets CEU credit guidelines and maintains CEU
records for individual students.

Non-credit instructional programs may be co-sponsored by a community organization if a school,
college, or administrative unit of the University also serves as a sponsor.
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Lectures, artist series, theater productions, mass media programs, and other activities that normally do
not involve active discussions or analysis on the part of the audience are generally reported as cultural
and educational programs. The approval procedures applicable to non-credit instructional activities
normally do not apply to these activities unless they are part of a formally organized non-credit
instructional activity.

The Office of Continuing Education and Outreach is the appropriate source of information on all matters
involving non-credit instructional activities.

X.N. Educational Communications

The Educational Communications Center (http://wwwz2.binghamton.edu/ecc) provides instructional
support through the design, installation and maintenance of instructional technologies in the classrooms
and across campus. Additionally, the center exists to provide loanable AV equipment like cameras,
projectors, and laptops; the production and distribution of general instructional aids, appropriate training
on devices, and basic instructional design for leveraging related equipment. The center also provides
facilities, equipment and personnel in the creation and distribution of Distance Learning/Rich Media
materials for online consumption.
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XI. Communications and External Affairs

XI1.A. Official Announcements

Inside BU is an online newspaper published by the Office of Communications and Marketing. It carries
official announcements and other items of interest to the campus community. Copy submissions may be
made on an ongoing basis and will be published as appropriate and timely. The Office of
Communications and Marketing also distributes Dateline, a daily electronic news service including
calendar of events, to faculty and staff; and B-line, a similar communication, to students during the
academic year, when classes are in session.

XI1.B. Institutional Public Statements and News Releases

Any public statement emanating from the University carries with it the possibility of benefit or damage
to colleagues and to the institution. Therefore, all official public statements or news releases should be
issued through the Office of Communications and Marketing.

XI1.C. General Fundraising
X1.C.1. Role of the Binghamton University Foundation

The Foundation of the State University of New York at Binghamton is the official fundraising
organization of the institution and exists to encourage greater private support of the University. It is a
not-for-profit corporation whose sole beneficiary is Binghamton University. Contributions to it are tax
deductible as allowed by law. Gifts from individuals (alumni, faculty, staff, parents, students,
community members, etc.), foundations and corporations — defined as the University's constituents —
are solicited and used to finance University programs for which other funds may not be available. The
Foundation manages and allocates gift funds, and is also a repository for gifts of tangible property, such
as works of art and books.

The Foundation accepts both unrestricted and restricted gifts. Unrestricted gifts are used where the needs
of the University are the greatest — for student aid, scholarships, academic awards, graduate
fellowships, faculty recruitment, undergraduate research, admissions programs, and alumni and
Foundation programs. Restricted gifts are used as the donor stipulates; the only control the Foundation
exercises over restricted gifts is whether they further the goals of the University and whether they can be
administered in accordance with good business practices. The Foundation recognizes individuals or
corporations, as required by the donor(s), so long as requests for such recognition are considered
reasonable. Gifts "in memory of" or "in honor of" are also accepted, with appropriate recognition.

XI1.C.2. Coordination of Request for Proposals to Approach External Constituencies for Fundraising

1. Policy

It is the policy of Binghamton University that no solicitation of funds or property shall be made by
anyone or any agency of the institution, other than through the two campus organizations designated for
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these purposes: the Binghamton University Foundation or the Research Foundation of Binghamton
University.

2. Research and Sponsored Programs

All applications for research and other sponsored programs are to be endorsed by the associate vice
provost for research, using the approved University procedures. Generally a sponsored program results
from a sponsor solicitation, is directed at specific objectives in a stated area of scholarship for a given
term, and requires deliverables, including financial and technical reports. When any project includes the
need for hiring staff, specifies considerable reporting requirements (technical or financial), or where the
sponsor retains the right to review how the effort is undertaken, it should be administered by the
Research Foundation.

3. Charitable Foundations and Corporations

The senior director of major gifts will be the first point of contact for faculty and staff interested in
approaching corporations and foundations, unless the proposed project is specifically geared toward
individual faculty research or is in response to a broadly advertised request for proposals to individual
faculty members. If the project is one of a contractual nature involving faculty research and
commitments of University facilities and personnel, it will be referred to the associate vice provost for
research. Applications that will go to public funding sources such as NEH and NEA which have a
private fundraising component, such as the challenge grant programs at these agencies, should also be
directed to the senior director of major gifts. If the project is for an unrestricted institutional grant or is
of a "gift" nature not requiring a deliverable product, it will be referred to the senior director of major
gifts.

4. Other Constituents

All applications, solicitations or requests for donations which are intended for consideration by alumni,
parents, faculty and staff, businesses, corporations, foundations or friends of the University must be
cleared by the vice president for external affairs as executive director of the foundation.

Any dean, department chair, director, faculty or staff member who wishes to undertake any type of
solicitation, fundraising program or request for support in the name of the University from alumni,
students, business, industry, government, foundation or friends, or who seeks to establish a fundraising
program, including "Associates,” "Friends™ or similar groups, must follow the Binghamton University
Foundation guidelines established for this purpose.

X1.C.3. General Fundraising Policies and Procedures

1. Any request to undertake a fundraising program or solicitation of contributions from University
constituents as defined above must be fully endorsed by means of a Special Fundraising Campaign
Approval Form. An individual initiating a request from an academic department is responsible for
securing the endorsement of the appropriate dean before submitting the request to the foundation for
review by the senior executive director for advancement operations. Alumni networks (as defined by the
Alumni Association’'s criteria for an alumni network), student groups and non-academic departments must
secure the endorsement of the senior executive director for advancement operations. The vice president
for external affairs as the executive director of the foundation, in consultation with the president, provides
final approval for all fundraising requests. Included in this category are the following:
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10.

11.

o Special fundraising efforts appealing to the University's constituents on behalf of scholarships,
memorial funds, honorary funds, fellowships, aid programs, professorships, etc.;

o Establishment of an "Associates"” or "Friends" program, designed to solicit financial support;

o Plans to raise funds for research project support, conferences, equipment, special symposia, etc.;

o Plansto add or reassign faculty or staff members, or to retain outside professional counsel, to

conduct fundraising activities in the University's name.

It is the policy of this institution that no solicitation of funds (other than grants or contracts administered
through the Research Foundation) or property shall be made by anyone for the benefit of the University,
or any agency thereof, without the prior approval of the vice president for external affairs as the executive
director of the foundation, acting for the president.
All funds raised are to remain with the foundation for the sole benefit of the University.
No outside organizations may use foundation or University constituent lists for the purpose of
fundraising.
Groups or units which have approval to conduct fundraising campaigns must be willing to assist the
foundation in identifying the specific segments of the general constituent groups they wish to solicit. The
foundation will generally not approve requests to solicit entire foundation or University constituent
groups as previously defined.
No solicitation of either the Binghamton University Foundation or Alumni Association boards is to occur
without the prior approval of the vice president for external affairs as executive director of the foundation.
Information provided by the foundation or Office of Alumni Relations to internal or external requestors
(e.g., foundation or Alumni Association boards of directors lists; prospect cards for campaigns; lists of
alumni, foundation or Binghamton University Forum leaders or members) are to be used only for official
foundation or Alumni Association business on behalf of Binghamton University. This information can be
utilized for individual communication of a personal nature between members of the foundation or Alumni
Association. However, use of these materials for any other purpose, including but not limited to
reproducing and storing a retrieval system by any means (electronic, mechanical or photocopying) or
using the addresses or other information for any private, fundraising, commercial or political mailing, is
strictly prohibited and constitutes misappropriation of corporate property.
The Binghamton University Foundation and the Alumni Association do not engage in solicitations of
support for political, religious or social action causes or campaigns.
All gifts must be made payable to the Binghamton University Foundation, which holds and manages the
funds for the purpose designated by the donor(s). The foundation has the right to refuse gifts which are
deemed to be inconsistent with the University's mission and/or best interests.
Special fundraising campaigns or other fully endorsed fundraising projects or programs should be
coordinated through the foundation six months to one year in advance. Major fundraising campaigns (i.e.,
for anniversaries and other milestones) should be coordinated through the foundation one year in advance.
Memorial campaigns will be conducted as needed.
The foundation will work with appropriate units in coordinating all aspects of fundraising initiatives,
including the preparation of direct mail appeals, gift processing and acknowledgment. This will ensure
that all fundraising initiatives meet professional fundraising standards, accounting and IRS guidelines.

X1.C.4. On-Campus Solicitations and/or Not-For-Profit Organizations

Generally, University policy prohibits the use of state resources, i.e. state and University stationery,
time, personnel, distribution lists or address labels, etc., to assist external and/or not-for-profit
organizations in fundraising. The only exception to this is the annual State Employees Federated Appeal
(SEFA).

Some organizations may distribute information and solicit support as long as they adhere to the
following policy guidelines:

1.

the soliciting organization must be not-for-profit;
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the use of state resources and personnel is not permitted, with the single exception noted above;

3. after appropriate arrangements have been made in the Office of the Director of the University Union, on
campus solicitations may take place only in public areas of the University Union and also require co-
sponsorship by a recognized student organization;

4. information materials on the organization's purpose may be made available at the time of solicitation, and
an announcement of the not-for-profit organization's presence and purpose may be made in Inside;

5. individuals soliciting should carry identification showing their association with the not-for-profit
organization;

6. solicitations may not take place in any campus areas other than the University Union.

The Office of the Associate Vice President for Business Affairs monitors adherence to this policy, and
will provide further information to those interested. For more information on the Binghamton University
Foundation policies, go to http://bingdev.binghamton.edu/administration/procedures/700series/700.htm.
For more information on commercial solicitations on campus, go to
http://bingdev.binghamton.edu/administration/procedures/200series/203.htm.

XI1.D. Political Activities and Assessments

While employees are not discouraged from participating in the political process, there must be a clear
separation between their political activities and the proper discharge of their duties as state employees.
No employee is to conduct political activities on paid state time. State equipment, vehicles, and office
space are to be used only for official business. The laws of the State of New York (Penal Law,
Paragraph 774) specifically forbid the solicitation and contribution of political assessments by state
officers and employees in any state office or building. No employee while participating in the political
process is to explicitly aver or in any way imply that his/her views represent Binghamton University or
any subdivision thereof.

XI1.E. Maintenance of Public Order

http://www?2.binghamton.edu/student-handbook/other-university-policies/maintenance-of-public-
order.html

XI1.F. Campus Visits by Candidates for Political Office

Candidates for public office are welcome at Binghamton University. As visitors to the University or
guests of an academic department or student group, candidates may tour the campus, deliver speeches,
and brief the student and external press. If candidates are not sponsored by an academic department or
student group, arrangements for the visit must be coordinated by the Conference and Event Services
Office. If requested, the Office of Communications and Marketing will inform the campus and the
media of the appearance of a candidate sponsored by a campus organization in the same manner that the
visit of any other notable speaker is publicized.

While employees are encouraged to participate in the political process, there must be a clear separation
between their private political activities and their public role as faculty and staff of the University. There
can be neither the endorsement nor the appearance of an endorsement of a candidate or use of state or
Foundation funds by the University as a whole or by its administration, faculty, or staff for political
campaign purposes. (See Political Activities and Assessments above)
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Candidates and/or their sponsoring organizations must comply with campus policies requiring that any
extraordinary expenses (security, room set-up and clean-up, and the like) be reimbursed to the
University. Consistent with the University's "Guidelines for Hosting Campus Events Requiring
Extraordinary Security Arrangements,” (g.v.) the sponsoring organization is responsible for providing
the appropriate administrative officers with a complete itinerary of the speaker's visit and of discussing
with University Police any necessary security precautions. Solicitation of campaign contributions is
prohibited.

According to the Trustees' "Policy on the Use of University Facilities by Non-Commercial
Organizations,” partisan political organizations may be permitted the use of University facilities subject
to the above guidelines and to these specific conditions: "that the proposed meeting give promise of
contributing to the educational purposes of the University; [and] that the University sees a reasonable
possibility of making the facilities available for other viewpoints to be presented."

Candidates who are seeking the votes of individuals on campus may campaign in all public areas,
including all streets, walkways, and parking lots. Candidates may also meet potential supporters in the
main lobby of the University Union. Candidates are asked to refrain from disturbing students, faculty,
and staff in the Library, in classrooms, in offices, and in their private living quarters in residence halls.
The Office of Communications and Marketing will not participate in arranging publicity or making
media contacts for an event sponsored by a partisan political organization.

X1.G. Questionnaires

Questionnaires concerning the University must be channeled through the Office of Institutional
Research and Assessment, who will ensure that the appropriate offices respond and who will undertake
review of the questionnaires as necessary. Since many of these questionnaires must be forwarded to the
central staff in Albany for official submission by the State University, accuracy is essential. The purpose
of this procedure is to avoid both inconsistencies in general University statistics and conflicting
statements from different units within the total University.

XI1.H. Visiting Speakers

http://www2.binghamton.edu/human-resources/international/honoraria-payments.html

XI.1. Guidelines for Sponsoring Campus Events

Procedures

Requests for non-credit use of any University facility by a non-University organization or a University
organization sponsoring a conference must be made to either the Conference and Event Services Office
or appropriate endorsing department administrative office, e.g. sports camps to Athletics, onstage
performing arts to Anderson Center, etc.. All other requests (i.e. student groups) for non-credit use of
University facilities must be made to the University Union Office.
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Scheduling of Events

In order to insure appropriate scheduling of facilities and the observance of regulations concerning use

and financial responsibility requirements, all requests for non-credit use of University facilities must be
made in writing to the Conference and Event Services Office, endorsing department, or the University

Union Office based on the following schedule:

1. Meetings, information tables, etc. - At least four (4) weeks prior, but no sooner than six (6) weeks prior to
the event.

2. Conferences (not involving dormitory facilities), tournaments, seminars, athletic events, workshops, etc. -
At least eight (8) weeks prior, but no sooner than six (6) months prior to the event.

3. Annual University conferences or conferences involving dormitory facilities - At least three (3) months
prior, but no sooner than twelve (12) months prior to the event.

All requests for reservations more than twelve (12) months prior to the event shall be subject to approval
by the Campus Events Coordinating Committee. Requests for use of facilities made after the minimum
deadlines may be accepted by the University if workload allows.

Priority of Scheduling

1. Official University use of all facilities shall have first priority.

2. Requests for use of facilities for official purposes by Binghamton University affiliated groups, SUNY
Central administration and New York State Government agencies will be given approval over other non-
University organizations.

3. Once a commitment for facility usage has been made to a non-University organization, the organization
will not be cancelled or displaced other than as provided for in the paragraph on cancellation (see below).

Application

Requests should be made on forms or in other approved correspondence provided by the Conference and
Event Services Office, University Union Office, or endorsing department and should contain all
necessary information including but not limited to:

name and function of the group;

name of individual responsible for the event;

purpose of the meeting;

preferred meeting date;

University facilities (rooms, spaces, parking, etc.) , food service, electronic media equipment, personnel
required and other special needs;

budget and sources of funds;

number of attendees;

8. liability statement, including certificate of insurance with declarations page naming the State of New
York, State University of New York, and Binghamton University as additional insured.

orwpdE

~No

Eligibility

1. All requests will be reviewed by the Conference and Event Services Office or University Union Office for
conformity with State University regulations and Binghamton University policy, including the following
conditions:

o Eligibility of the group;
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o Consistency of the purposes of the event with the general objectives of the University;
o Filing and executing the necessary documents.

2. Both the reserving organization and the purpose of the proposed event will be subject to approval by the
Conference and Event Services Office or University Union Office as being compatible with these
guidelines. When a clear determination of eligibility cannot be made by the Conference and Event
Services Office, the request will be forwarded to the Campus Events Coordinating Committee for a final
determination.

Notification

Reserving organizations and facility managers will be notified by the endorsing department of the
determination of eligibility and available dates. Scheduling and detailed service request arrangements
will be the responsibility of the endorsing department.

Cancellation

Binghamton University reserves the right to cancel any prior facility use authorization for extraordinary
circumstances such as, but not limited to, those involving consideration of public health, welfare and
safety. In addition, any individual or group of individuals who fail to comply with the University
regulations, any special regulation which may apply to a particular facility or these Guidelines may
suffer cancellation of the facility use authorization and also may be denied any subsequent authorization.
A fully executed Revocable Permit must be in effect prior to the event.

Publicity

All information and promotional materials prepared by a reserving organization in conjunction with an
event scheduled on the campus must state who the sponsoring group is and must not in any way imply
sponsorship by Binghamton University unless specifically approved by the University. Prior approval of
the material may be required by the University. Public advertisements for non-University organization
activities shall be subject to approval by the conference coordinator as the University president's
designee.

Sponsorship

1. Faculty or Staff Requests - The proposed use of space by faculty or staff for non-credit use will be subject
to endorsement by the appropriate academic department chair, administrative office or other officially
recognized University unit. The endorsing department is responsible for all damages, losses, or
unrecovered expenses incurred during or as a result of the activity.

2. Student or Student Group Requests - The proposed use of space by students and student groups will be
subject to endorsement by an organization recognized by the student government and must meet criteria
established by the University Union Office and this policy.

3. Non-University Groups

o The proposed use of space by non-University groups will be subject to endorsement by the
Campus Conference officer.

o Commitments regarding use of Binghamton University facilities may be made only by the
Conference and Event Services Office and only after consideration of a formal application.

o Individuals with room or building responsibility responding to personal or telephone inquiries
concerning the type of facilities and/or services available should not convey any impression that a
commitment of facilities or services has been or will be made. The individual or organization
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should be referred to the Conference and Event Services Office to complete a formal application
for use of facilities.

Indemnification

It shall be understood and agreed to by a requesting individual or organization that said individual or
organization shall be solely responsible for compliance with all applicable laws, rules, orders,
regulations, codes, and requirements of federal, state and local governments. In addition, the individual
or organization shall indemnify and hold harmless the State University of New York, the State of New
York, and Binghamton University from and against any damage, fine, judgment, expense or charge
suffered, imposed, assessed or incurred for any violation or occasion by any act, neglect, or omission of
the organization, its servants, employees, or agents.

In the event of any damage or injury to the equipment or facilities provided by the University under
these guidelines caused by the negligence or improper conduct of the individual or organization, its
agents or employees, the individual or organization shall cause the said damage or injury to be repaired
or remedied as speedily as possible at its own cost and expense. Notwithstanding the above, if any loss
is the result of negligence on the part of the University, the individual or organization shall be released
of its responsibility for replacement of lost or damaged equipment or facilities.

Financial Arrangements

1. Billing - The endorsing department will be responsible for billing appropriate users for utilization of
University facilities.

2. Food Service - All required food service will be provided by the Binghamton University Dining Services.
The organization requesting food service shall be financially liable for the number of meals and food
requested, and shall guarantee to have guests appear for food service promptly as scheduled. A
guaranteed number of guests may be required for each meal. Additional costs incurred by the University
Dining Service due to failure to meet these arrangements shall be paid by the reserving organization.

3. Deposits - For non-University groups, a deposit will be required at the time the reservation is confirmed
by the Conference and Event Services Office. Normally, conferences or events for which billing of $500
or more is anticipated must have a deposit equal to 5 percent of projected billings on file with the
Conference and Event Services Office 60 days prior to the event. This deposit will be held intact by the
Conference and Event Services Office until the conclusion of the event and assessment of charges. Should
there be any damages not covered by appropriate insurance, if applicable, the cost of such damages will
be deducted from this deposit, or billed to the group if damages exceed the 5 percent deposit. Should the
event be cancelled, through no fault of the contracting party, the deposit will be refunded less any
expenses incurred by the University. However, should the contracting party default on the scheduled
event, then the deposit will be retained by the University. Any exceptions to this policy will be subject to
approval by the Campus Events Coordinating Committee.

4. Insurance - Non-University organizations must carry adequate insurance covering their interests as well
as naming the State University of New York, New York State, and Binghamton University as an
“additional named insured" for the dates University facilities are to be used, and with limits as determined
by SUNY policy.

5. Reporting Requirements - If admission is charged or donations are solicited by an organization for an
event held at Binghamton University and proceeds are not received and disbursed by an authorized
University fiscal and disbursing agent, a financial report showing gross income, itemized expenses, and
proposed use of net income may be required by the Conference and Event Services Office.
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X1.J. Guidelines for Sponsoring Campus Events Requiring
Extraordinary Security

From time to time campus organizations sponsor events that tend to generate a great deal of controversy
within the community. These situations often require special attention, not only from the sponsor, but
from the University, since these programs may create an environment that may threaten the safety of
those attending and/or involved.

A set of guidelines has been established for the handling of this type of event. A copy of these guidelines
is available from the dean of students or the Office of Student Affairs. A copy of these guidelines will be
given to the sponsoring group well in advance of the event.

XI1.K. Press Conferences

Some University visitors or announcements may be of special interest to the press. The general purpose
of a press conference is to efficiently coordinate press coverage. A press conference for noteworthy and
interesting visitors or announcements will also generate favorable exposure for the University within the
region.

When there is reason to believe that press interest exists or will develop, the University member
responsible for the item should consult with Communications and Marketing about arranging a press
conference or a series of press interviews. Anyone involved should be contacted in advance by the
University member responsible, should be informed that the University is considering a press
conference, and should be given an opportunity to indicate any preference regarding such an
arrangement. If there are objections, no press interviews will be scheduled.

XI.L. Guidelines on the Naming of Buildings, Grounds and
Schools

In giving an official name to Binghamton University's buildings, grounds, or to identifiable portions of
buildings and outdoor campus areas, and in giving an additional name to a school of the University, the
following criteria will be used.

1. The name should advance the reputation as well as increase the understanding of and public support for
the University and its programs.

2. The name should honor an individual or group of individuals, an organization, a geographic area, or a
political subdivision that has a definable and significant connection with Binghamton University's history,
academic programs, research projects, public services, or development priorities.

3. The name should not confuse the public about the location or function of the designated building, area, or
school, but rather should enhance a visitor's ability to identify, locate, and use it.

4. An additional name for a school shall incorporate a functionally related name (e.g., The Bartle School of
Library Science). The name will be proposed by the president to the Binghamton University Council
according to the procedure established by the University and in conformance with the guidelines
established by the Board of Trustees of the State University of New York.

The president's proposal to the Council will be accompanied by:
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1. astatement that clearly demonstrates that the proposed name, be it of a person, group of persons, an
organization, a geographic area, or political subdivision, has a significant relationship to the University
and its development priorities;

2. the recommendation of the president, which, in giving an additional name to a school or unit of the
University, shall be made after consultation with the faculty and staff of the unit involved. In accordance
with SUNY Board of Trustees policy (Policy Handbook, section 070), the Binghamton University
Council shall forward its recommendation on the naming of buildings or grounds or on the additional
name to be given to a school or other unit of the campus for consideration by the Chancellor of the State
University, and for submission to the Trustees of the State University for appropriate action if necessary.
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XII. Copyright and Fair Use Policy
XI1.A. Copyright Policy, Information and Forms

XI1.A.1. Binghamton University Copyright Policy

The Copyright policy of the State University of New York states:

"Generally the members of the staff of the University shall retain all rights to copyright and publish
written works produced by them. However, in cases where persons are employed or directed within the
scope of their employment to produce specific work subject to copyright the University shall have the
right to publish such work without copyright or to copyright it in its own name. The copyright will also
be subject to any contractual arrangements by the University for work in the course of which the writing
was done. Staff members will be expected not to allow the privilege to write and retain the right to their
work to interfere with their University duties. In those cases where an author desires the help of
University facilities, arrangements should be made through the administrative staff of his [her]
institution in advance with respect to the assistance which may be appropriately given and the equity of
the University in the finished work."

Updated August 2004

The following sections describe guidelines Binghamton University will use to implement the SUNY
policy. A guide for distribution of royalties is also provided for those cases where material is
copyrighted in the name of SUNY or Research Foundation.

1. Copyrightable work produced by faculty and staff without the use of University services or facilities and free
from any agreements administered through the University.

This first instance includes the writing of scholarly books, publications, music, plays, computer
software, and all other works held to be copyrightable under the Federal Copyright Act. "The use of
University services or facilities" means that the University has provided support specifically to produce
the copyrightable work or the services of employees other than the author.

Copyright title in such cases belongs to the person creating the material. The individual may personally
receive royalties generated from the licensing or sale of this material. The faculty member's only
obligation to the University is to report licensing or sale of such work in the annual faculty report.

All such works shall be marked:
Copyright (year work completed)(Legal Name) or © (year work completed)(Legal Name)

For example: © 1996 Jane Doe (The symbol for copyright is preferred.)
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2. Copyrightable work produced as part of an individual's assigned responsibility as SUNY employee or with
University support.

Where a faculty or staff member is specifically directed to create specified copyrightable work, the
materials are deemed a "work for hire" and the copyright title will be in the name of the State University
of New York.

Also included in this category is work produced using University facilities or services to complete or to
market the work. Distribution of royalties will be made according to the same schedule utilized for
patent derived royalties, unless negotiated in a separate agreement before the completion of the work.
The vice president for research may approve release of copyright to the author for research and outreach
purposes. All such works shall be marked:

© (Date) State University of New York at Binghamton

3. Copyrightable instructional materials produced by an individual using University facilities or equipment.

Copyrightable instructional materials (e.g., syllabi, lecture notes, presentation graphics, learning
activities, and assessment materials) produced by an individual at their own discretion in support of
teaching activities, and not directed as a work for hire as outlined in 2 above, are normally considered
the intellectual property of the individual. The faculty member is expected to acknowledge any
University contributors to the work.

Educational use of the material(s) by Binghamton University class participants will be considered fair
use of materials. The individual(s) may personally receive royalties generated from the licensing or sale
of this material to parties outside of Binghamton University. The faculty member's only other obligation
to the University is to report licensing or sale of such work in the annual faculty report.

All such works shall be marked the same as in 1 above.

Questions or concerns regarding sections XI1.A.1-3 should be addressed to the Provost's Office at
X72141.

4. Copyrightable work produced as a requirement of a grant or contract administered by the Research
Foundation of State University of New York.

Copyright title in such work is in the name of The Research Foundation of State University of New
York. Royalties earned through the licensing or sale of these materials will be distributed based on
applicable sponsor policy, as well as University and Research Foundation policies. When the University
receives royalties, distribution will be made according to the attached schedule.

A contract or grant agreement may specify conditions for ownership of copyrightable works including
royalty distribution. Agreement clauses may include stipulations that royalties be shared with the
sponsor for a specified term and up to a specified amount.

All such works shall be marked:

© (Date) The Research Foundation of State University of New York at Binghamton
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5. Copyrightable works produced using grant or contract funds, Research Foundation support or Research
Foundation or SUNY Facilities.

Copyright title is in the name of the Research Foundation of the State University of New York.
Royalties earned from licensing or sale of the work are distributed following the attached schedule. If
the Research Foundation decides not to market the work, the author may request copyright title and
market it in his or her own name. All such requests must be made to the vice president for research.
All such works shall be marked:

© (Date) The Research Foundation of State University of New York at Binghamton.

6. Copyrightable works derivative of grant or contract activity but where production of such work is not
supported by the grant and not produced using Research Foundation or SUNY facilities or support.

Copyright title in such cases belongs to the person creating the material. The individual may personally
receive royalties generated from the licensing or sale of this material. The faculty member's only
obligation to the University is to report licensing or sale of such work in the annual faculty report.

All such works shall be marked the same as in 1 above.

XI1.A.2. Binghamton University Copyright Agreement Form

Copyright Agreement Form (PDF)

XI1.A.3. Binghamton University Royalty Distribution Plan

The State University of New York patent policy[1] provides for sharing between the inventor and the
University of gross royalty income from licensing of inventions. The patent policy requires 40 percent of
the gross royalty must be provided to the inventor as personal income. The remaining net royalties are
returned to the campus President for distribution. This statement provides for distribution of this local
campus allocation.

It is in the interest of Binghamton University to provide a share of royalty funds with those most closely
associated with their generation as an incentive to disclosing potentially patentable inventions. Royalty

funds provided to University units are to be used in accordance with University policies and procedures
to enhance research development and inventive activities.

The allocation of the first $100,000 per year of royalties will be as follows:

e 40% to the inventor pursuant to SUNY patent policy.

e 259% to support the inventor's department. For the School of Education, the College of Community and
Public Affairs, Nursing and SOM the department allotment goes to the dean. For non-academic units the
allotment will go to the appropriate vice president. If a faculty member is associated with an organized
research center, half of this allotment shall go that center.

e 20% to the vice president for research to support research and scholarly activities.

o 15% to The Division of Research to cover technology transfer activities and general overhead (includes
RF central expenses).

Faculty-Staff Handbook, 2012-13, page 116


http://research.binghamton.edu/Forms/CopyrightAgreementForm.pdf

The allocation of the excess over $100,000 per year of royalties will be as follows:

409%b to the inventor pursuant to SUNY patent policy.

25% to the president to enhance the research mission of the University.

25% to the vice president for research to enhance the research mission of the University.

10% to The Division of Research to cover technology transfer activities and general overhead (includes
RF central expenses)

If more than one inventor or more than one department are recipients, the amounts will apply to the
combined shares of all recipients. Distribution among them will be determined by prior agreement as
delineated in the invention disclosure or as equal shares.

An annual report of expenditures accompanying a narrative summary of accomplishments will be
submitted by the chair, director and/or dean to the vice president for research as a condition for
continued allocation. The annual report is due June 1 on the attached form. An annual report of
expenditures and summary of accomplishments will be submitted to the president of the University.

1 Title 8, Section 335.28 of the Official Compilation of Codes, Rules and Regulations of the State of New
York (Article XI, Title J, Section 1 of the Policies of the Board of Trustees)

XI1.A.4. Copyright Basics

http://www.copyright.qgov/circs/circl.pdf

XI1.A.5. Copyright Registration Forms

http://www.copyright.gov/forms/

XI1.A.6. Copyright Sites

http://www.copyright.gov/resces.html

XI1.LA.7. US Copyright Office

http://www.copyright.qgov/

Summary of Civil and Criminal Penalties for Violation of Federal Copyright Laws

Copyright infringement is the act of exercising, without permission or legal authority, one or more of the
exclusive rights granted to the copyright owner under section 106 of the Copyright Act (Title 17 of the
United States Code). These rights include the right to reproduce or distribute a copyrighted work. In the
file-sharing context, downloading or uploading substantial parts of a copyrighted work without authority
constitutes an infringement.

Penalties for copyright infringement include civil and criminal penalties. In general, anyone found liable

for civil copyright infringement may be ordered to pay either actual damages or "statutory” damages
affixed at not less than $750 and not more than $30,000 per work infringed. For "willful" infringement,

Faculty-Staff Handbook, 2012-13, page 117


http://www.copyright.gov/circs/circ1.pdf
http://www.copyright.gov/forms/
http://www.copyright.gov/resces.html
http://www.copyright.gov/

a court may award up to $150,000 per work infringed. A court can, in its discretion, also assess costs
and attorneys' fees. For details, see Title 17, United States Code, Sections 504, 505.

Willful copyright infringement can also result in criminal penalties, including imprisonment of up to
five years and fines of up to $250,000 per offense.

For more information, please see the website of the U.S. Copyright Office at www.copyright.gov,
especially their FAQs at www.copyright.gov/help/faqg.

X11.B. Fair Use Policy and Information

XI11.B.1. Fair Use Policy (from Copyright Law)

Copyright protects the particular way an author has expressed himself but does not extend to the ideas,
systems, or factual information conveyed in the work.

One of the rights accorded to the owner of copyright is the right to reproduce or to authorize
reproduction of a work. This right is subject to specific limitations found in sections 107 through 118 of
the copyright law of the United States (title 17, U.S. Code). One important limitation is the doctrine of
“fair use.” Fair use doctrine has developed through a substantial number of court decisions over the
years and is codified in section 107 of the copyright law.

Section 107 lists various purposes where reproduction of a particular work may fall outside copyright
limitations. Section 107 lists four factors to help determine if a particular use is fair:

o the purpose and character of the use, including whether such use is of commercial nature or is for
nonprofit educational purposes;

e the nature of the copyrighted work;

e amount and substantiality of the portion used in relation to the copyrighted work as a whole; and

o the effect of the use upon the potential market for or value of the copyrighted work.

The distinction between "fair use™ and infringement may be unclear and not easily defined. There is no
specific amount of material (number of words, lines, or notes) that may safely be taken without
permission. Acknowledging the source of the copyrighted material does not substitute for obtaining
permission.

Examples of activities that courts have determined as fair use are: "quotation of excerpts in a review or
criticism for purposes of illustration or comment; quotation of short passages in a scholarly or technical
work, for illustration or clarification of the author's observations; use in a parody of some of the content
of the work parodied; summary of an address or article, with brief quotations, in a news report;
reproduction by a library of a portion of a work to replace part of a damaged copy; reproduction by a
teacher or student of a small part of a work to illustrate a lesson; reproduction of a work in legislative or
judicial proceedings or reports; incidental and fortuitous reproduction, in a newsreel or broadcast, of a
work located in the scene of an event being reported.” (1961 Report of the Register of Copyrights on the
General Revision of the U.S. Copyright Law)

When in doubt, the safest option is always to identify the copyright owner and obtain their permission to
use the work. The Copyright Office cannot give this permission. When it is impracticable to obtain
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permission, use of copyrighted material should be avoided unless the doctrine of "fair use" would clearly
apply to the situation. The Copyright Office can neither determine if a certain use may be considered
"fair" nor advise on possible copyright violations. If there is any doubt, it is advisable to consult an
attorney.

XI11.B.2. Fair Use and Copyright Tools

Fair Use Analysis (Table content with permission of Purdue University Copyright Office)

Fair Use Evaluator (Office for Information Technology Policy, American Library Association)

Public Domain Slider (Office for Information Technology Policy, American Library Association)

XI11.B.3. Binghamton University Libraries Course Reserves Guidelines

The Reserve staff in the Libraries process reserve listings submitted by Binghamton University faculty
and other Binghamton University instructors. Materials are processed based upon the fair use provisions
of the United States Copyright Act of 1976. When Library materials are purchased it is with the
understanding that there will be multiple users. Subscription and licensed materials often include a
premium to support these users. The principle of "fair use™ is established in 17 USC Section

107. According to this principle, the reproduction of copyrighted works for certain limited, educational
purposes does not constitute copyright infringement.

The Binghamton University Library Reserves facilitate provision of copies for classroom use by
students. These guidelines have been established to assure conformity with the fair use provisions of the
copyright law and the efficient processing of lists.

The purpose of Course Reserves is to ensure the accessibility of course-related materials to students.
Most course materials placed on reserve are available to students in electronic format on Blackboard.
Physical reserves are located in the Newcomb Reading Room and the UDC and patrons may check out
Reserve materials for a limited period of time as determined by the course instructor. Typical loan
periods are 2-hour, 3-hour, 1-day, or 2-day loans.

Materials will be placed on Reserve at the request of the faculty member or instructor teaching a course.

Materials will be for non-commercial, educational usage of students.

Students will not be charged for access to materials.

The library will make attempts to acquire materials requested for course reserves. Electronic books are the

preferred format when purchasing Reserves material.

5. Ordering decisions are made through collaboration between Reserves staff and the selector for your
discipline. There is no separate fund for Reserves and subject-area collection budgets are limited.
Requests for textbooks and other required course purchases tend to strain existing collection
budgets. The Libraries may not be able to purchase all requests for these items.

6. The following materials may be placed on Reserve:

o Books (Library and personal): Instructors are encouraged to supply the library with current
personal copies of textbooks and other required course purchases.

Exams

Lecture notes of the instructor of record for a course

U.S. Government publications

Material considered to be in the public domain

One article from a journal issue

el NS
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10.

11.

12.

13.

14.
15.

16.

17.

One chapter from a book
One short story, essay or short poem
One chart, graph, diagram, drawing , cartoon or picture from a book or periodical
Audiotapes
Videocassettes and DVDs: Films purchased for Reserves may require institutional licensing
and purchasing may be based on available subject-area library funds.
Copyrighted works will be lawfully acquired (i.e. by purchase, license, fair use, etc.). Copying will not be
used to create, replace or substitute for anthologies, compilations or collective works. [Instructors should
contact the Copy Center about course packs].
Materials submitted must include full citation information. Citations are needed to verify copyright
compliance. Incomplete citations will result in delays in processing requests.
If copying permission is not indicated in the document, copyrighted material will be placed on Reserve
for one semester (fair use).
If copying permission is not indicated in the document, copyright permission will be sought from the
copyright holder in the following situations:

o Aninstructor will be using the same materials for more than one semester.

o Multiple articles, chapters, charts, graphs, diagrams, drawings, cartoons or pictures are needed

from a book or periodical
o Author's permission is required for unpublished papers and projects. Forms are available from
reserve staff.

The BU Libraries will seek copyright permission when necessary and pay reasonable fees. The library
reserves the right to limit the placement of items on reserve due to difficulties obtaining copyright
permission and royalty costs. If it is necessary to seek copyright permission, materials will be placed on
reserve for 3 weeks while awaiting this permission. If permission is denied, the instructor will be notified
and material will be removed from reserve immediately.
When copies will be placed on electronic reserve they will not be duplicated in print format. Electronic
links will be established for which BU has licenses and the appropriate permission.
When personal materials are placed on reserve they are subject to wear and tear; they may also be lost.
The Library assumes no responsibility for loss or damage of these materials.
Access to materials on reserve will be limited to BU students, faculty and staff.
Books, audio files, video files and items that cannot be placed on electronic reserve will be maintained in
traditional reserve collections in the Bartle and UDC Libraries.
All materials will be removed from reserve at the end of each semester. Personal materials will be
returned to instructors and library materials will be returned to library collections. Instructors must notify
reserve staff by the last day of classes if they wish to keep materials on reserve the following semester.
Reserve requests must be submitted at least 3 weeks before the beginning of each semester. Materials
submitted later will not be available for the first day of classes. During the first 2 weeks of the semester,
reserve staff receive numerous listings. Processing may take up to 2 weeks at this time. At other times
during the semester materials are generally processed in 1-5 days. It takes a minimum of 6 weeks to
acquire new titles in print. It also takes a minimum of 2 weeks to recall books that are checked out to
borrowers.

O O 00O

XI11.B.4. Fair Use and E-Reserves (from Association of Research Libraries)

Association of Research Libraries

XI11.B.5. Fair Use Guidelines for Educational Multimedia

Consortium of College and University Media Centers
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XI11.C. Computer and Multimedia Copyright Policy and
Information

XI1.C.1. Binghamton University Computer and Network Usage Policy (Acceptable Use)

l. Introduction

Access to information technology is essential to the state university mission of providing the students,
faculty and staff of the State University of New York with educational and research services of the
highest quality. The pursuit and achievement of the SUNY mission of education, research, and public
service require that the privilege of the use of computing systems and software, internal and external
data networks, as well as access to the World Wide Web, be made available to all those of the
Binghamton University community. The preservation of that privilege by the full community requires
that each faculty member, staff member, student, and other authorized user comply with institutional and
external standards for appropriate use.

To assist and ensure such compliance, Binghamton University establishes the following policy and the
Binghamton University World Wide Web Policy which supplements all applicable SUNY policies,
including sexual harassment, patent and copyright, and student and employee disciplinary policies, as
well as applicable federal and state laws.

I1. General Principles

1. Authorized use of Binghamton University-owned or operated computing and network resources shall be
consistent with the education, research and public service mission of the State University of New York
and consistent with this policy.

2. Authorized users of Binghamton’s computing and network resources are defined as those individuals
provided a username and password, for their own use only, through legitimate Binghamton University
processes for assignment of such identification from Computing Services. An authorized use of
Binghamton’s computing and network resources is initiated by entering that individual’s username and
password. Using another individual’s username and password is an unauthorized use. The only exception
to this authorized use definition is access on designated computers provided in the University Library
where use of a username and password will not be required.

3. This policy applies to all Binghamton University’s computing and network resources, and external
computing and networking resources accessed via Binghamton’s computing and networking resources.

4. The University reserves the right to limit access to its networks when applicable campus or university
policies or codes, contractual obligations, or state or federal laws are violated.

5. The University reserves the right to remove or limit access to material posted on university-owned
computers when applicable campus or university policies or codes, contractual obligations, or state or
federal laws are violated.

6. Non-University-owned computers which house material which violates the University’s policies are
subject to network disconnection without notice.

7. Although the University does not generally monitor or restrict the content of material transported across
networks, it reserves the right to access and review all aspects of its computing systems and networks,
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including individual login sessions and account files, to investigate performance or system problems,
search for viruses and other harmful programs, or upon reasonable cause to determine if a user is violating
this policy or state or federal laws.

8. This policy may be supplemented with additional guidelines by campus units that operate their own
computers or networks, provided such guidelines are consistent with this policy.

I11. Acceptable Use

Privacy: No user should access, view, copy, alter or destroy another’s personal electronic files without
permission (unless authorized or required to do so by law or regulation). If another user has failed to
close out their session a new user must close that session and enter their own username and password to
use that computer.

Copyright: Written permission from the copyright holder is required to duplicate any copyrighted
material, except where consistent with Fair Use. This includes but is not limited to duplication of music,
audiotapes, videotapes, photographs, illustrations, computer software, data and all other information for
educational use or any other purpose. Most software and databases that reside on the University’s
computing network are owned by the University or third parties, and are protected by copyright and
other laws, together with licenses and other contractual agreements. Users are required to respect and
abide by the terms and conditions of software use and redistribution licenses. Such restrictions may
include prohibitions against copying programs or data for use on the University’s network or for
distribution outside the University, against the resale of data or programs, or against the use of software
for non-educational purposes, or for financial gain, and against public disclosure of information about
programs (e.g., source code) without the owner’s authorization.

Harassment, Libel and Slander: No user may use the University’s computers or networks to libel,
slander or harass any other person.

Sharing of access: Computer accounts, passwords, and other types of authorization are assigned to
individual users and not shared with others. The assigned user is responsible for any use of the account.
Sharing of a computer account constitutes an inappropriate use and may lead to termination of that
account

Permitting unauthorized access: Users may not run or otherwise configure software or hardware to
intentionally allow access by unauthorized users. Failure to configure hardware or software in a way that
reasonably prevents access by unauthorized users is a violation of acceptable use.

Termination of access: When a user ceases to be a member of the campus community or is assigned a
new position and/or responsibilities within the State University system, the user’s access authorization
must be reviewed. Users must not use facilities, accounts, access codes, privileges or information for
which they are not authorized in their new circumstances.

Residence Hall Access: Residence hall access to the campus network is granted to individuals. Each
individual is responsible for assuring that his/her personal residence hall room access point is not
misused.

Circumventing Security: Users are prohibited from attempting to circumvent or subvert any system’s
security measures. Users are prohibited from using any computer program or device to intercept or
decode passwords or similar access control information.
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Breaching Security: Activities which degrade the performance of a computer system or network, use a
system or network for which the user is not authorized, or deprive authorized users of resources or
access to computers or networks is prohibited.

Game Playing: Limited recreational game playing by students, which is not part of authorized and
assigned research or instructional activity, is acceptable, but computing and network services are not to
be used for extensive or competitive recreational game playing disruptive to others. Recreational game
players occupying a seat in a public computing facility must give up the use of the device when others
who need to use the facility for academic or research purposes are waiting.

Chain Letters: The propagation of chain letters is an unacceptable practice and is prohibited.
Unauthorized Monitoring: A user may not monitor the electronic communications of others.

Flooding: Generating excessive network traffic, including spamming and denial-of-service, is
prohibited.

Private Commercial Purposes: The computing resources of Binghamton University shall not be used for
private commercial purposes or for financial gain.

Political Advertising or Campaigning: The use of Binghamton University’s computers and networks
shall be in accordance with University policy on use of University facilities for political purposes
(SUNY Administrative Procedures Manual Policy 008).

Modifying software or software installation: A user may not modify the software configuration on any
computer provided for general access.

IV. Limitations on Users’ Expectations (User Cautions!)

1. The issuance of a password or other means of access is intended to assure appropriate confidentiality of
the University’s files and resources and does not guarantee privacy for use of university equipment or
facilities.

2. The University provides reasonable security against intrusion and damage to files stored on the central
facilities, and provides for some archiving of files based upon the operational needs of the University.
However, the University is not responsible for the loss of users’ files or data. Users should take their own
steps to backup and protect important information.

3. Users should be aware that the University’s computer systems and networks might be vulnerable to
unauthorized access or tampering. In addition, computer files, including e-mail, may be considered
"records" which may be accessible to the public under the provisions of the New York State Freedom of
Information Law.

4. Email messages are not personal and private. While administrators will not routinely monitor individual
email and will take reasonable precautions to protect the privacy of email, program managers and
technical staff may access a student or employee’s email:

o For alegitimate business purpose (e.g. the need to access information when an employee is
absent),

o To diagnose and resolve technical problems involving the system, and/or

o Toinvestigate possible misuse of Email when a reasonable suspicion of abuse exists or in
conjunction with an approved investigation.

5. Email messages sent/received in conjunction with University business may:

o Be considered state records under applicable state regulations;
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o Be releasable to the public under the Freedom of Information Law;
o Require special measures to comply with the Personal Privacy Protection Law.
6. All email messages including personal communications may be subject to discovery proceedings in legal
actions.

V. Sanctions

Violators of this policy may be subject to immediate suspension of services by Computing Services and
to the existing student or employee disciplinary procedures of Binghamton University. Sanctions may
include the loss of network access and computing privileges. Illegal acts involving Binghamton
University’s computing resources may also subject users to subpoena and prosecution by commercial
enterprises, local, state and/or federal authorities.

XI1.C.2. TEACH Act of 2002

The TEACH act (17 USC 110(2)) is an exception to copyright law which allows online course
instructors a wider set of rights to perform, display and make copies of works for online courses. It is
designed to make these rights closer to those existing for face-to-face teaching exceptions, covered in
Section 110(1) in the copyright law.

e The TEACH Act and some Frequently Asked Questions:
http://www.ala.org/ala/issuesadvocacy/copyright/teachact/fag.cfm (American Library Association)
e The TEACH Act: New Roles, Rules and Responsibilities for Academic
Institutions: http://www.copyright.com/media/pdfs/CR-Teach-Act.pdf (Copyright Clearance Center)
o Copyright Metro: Interactive Guide to Using Copyrighted Media in your courses:
http://www.baruch.cuny.edu/tutorials/copyright/ (Baruch College, CUNY)

XI1.C.3. Guidelines for Off-Air Recording of Broadcast Programming

http://www.lib.uconn.edu/copyright/guidelinesForOff-AirRecording.html (University of Connecticut
Libraries)

XI1.C.4. The Digital Millennium Copyright Act of 1998

http://www.copyright.gov/legislation/dmca.pdf (U.S. Copyright Office)

http://w2.eff.org/IP/DMCA/hr2281 dmca law_19981020 pl105-304.html (Electronic Frontier
Foundation)
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XII1. Fringe Benefits

XII1.A. General Information

The University's Office of Human Resources is available to provide specific information to your
benefits questions. General benefits information is also available at
http://www?2.binghamton.edu/human-resources/employee-benefits/index.html.

XI111.B. Retirement Plans

Full-time faculty/professional staff and part-time staff members who have term appointments or are
designated management/confidential are eligible to elect one of the three retirement programs:

o New York State Teachers' Retirement System (TRS)

e New York State Employees' Retirement System (ERS)

e The Optional Retirement Program (ORP) established by law, under which the State University Board of
Trustees has designated the Teachers Insurance and Annuity Association and College Retirement Equities
Fund (TIAA-CREF) as the insurers. Contracts are issued to and become the property of the electing
employee. Payments are made in accordance with the contracts, and the State is not liable for the payment
of benefits provided under such contracts.

In addition, there are three Alternate Funding Vehicles approved under the ORP to which you may
direct and or transfer your retirement accumulations during your employment. These are: ING,
Metropolitan Life, and VALIC.

If you are a full-time employee, you must elect to participate in one of these programs within 30 days of
the effective date of your appointment. If you do not make a timely decision, you will then be required
to join TRS.

Part-time employees are not required to join a retirement system and may join at any time. However, a
part-time employee who has elected a retirement program may not later cancel that enrollment.

Once you become a participant in one of these programs, either through election or by failure to make a
timely election, you will not be able to change from one to another during employment by the
University. However, if you become eligible for the ORP at a later date, you will be permitted to change
to the ORP at that time.

XI111.C. Long Term Disability Insurance

Full-time faculty/professional staff, and part-time faculty/professional staff who are eligible for health
insurance, are eligible to participate in the University's Long Term Disability Insurance Plan. There is a
one-year waiting period unless the new employee had prior coverage at their previous employer and that
coverage ended no more than three months prior to the start of their covered employment with the
University.
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Benefits begin after six months of continuous total disability. Total disability means the employee is
completely unable to perform the material and substantial duties of any occupation for which they are
suited by education, training and experience.

XI111.D. Worker's Compensation

Members of the faculty and professional staff are covered under the provisions of the New York State
Workers' Compensation Law and are eligible to receive compensation for medical care, disability, or
death from injury arising out of and in the course of the performance of their duties, regardless of fault
in cause of the injury.

A staff member who is injured in the performance of duties should notify their supervisor immediately.
An accident report must be filed with Human Resources and Employee Health and Safety offices.
Employees who have serious cases should call the Accident Reporting System 888-800-0029 to
facilitate their claims.

XII1.E. Life, Accident, Sickness Insurance

Certain kinds of insurance at special rates are available for professional staff members who join an
employee organization. In some instances, premiums may be deducted from salary.

XI1I1.F. Health Insurance

Four health insurance plans are available to all eligible employees, after an initial 42 day waiting period
for members of UUP and an initial 56 day waiting period for employees who are
Management/Confidential (M/C). To avoid processing delays, application for health insurance should be
completed promptly.

XIN.F.1. The Empire Plan

The Empire Plan provides coverage for hospitalization through Empire Blue Cross & Blue Shield and
combined medical/surgical and major medical coverage through United HealthCare. This plan pays
benefits through participating providers, and requires a small co-payment. Major medical coverage
available through non-participating providers is subject to an annual deductible.

XI.F.2. HMO Blue, MVP, and CDPHP

Each of these is a Health Maintenance Organization offering, through a network of HMO providers,
paid hospitalization and preventive/medical/surgical services, subject to a small co-payment. Care is
provided through a network of HMO providers.

XI111.G. Vision and Dental Insurance

These are provided by the UUP Benefit Trust Fund State for faculty and professional staff. New York
State provides Management/Confidential employees these benefits.
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Detailed information about insurance plans is available from Human Resources and from the State of
New York Department of Civil Service - Employee Benefits Online at http://www.cs.ny.gov/.

XI11.H. Death Benefits

Generally, the retirement system selected determines death benefits. However, New York State Law
provides a survivor's benefit regardless of which system is chosen.

XII1.1. Sick Leave

Sick leave credits may be used for any mental or physical impairment of health, including such an
impairment proximately resulting from pregnancy, which disables an employee from the full and proper
performance of duty. Employees who are on leave without pay and faculty who are on sabbatical leave
do not accrue and cannot charge against sick leave.

Please follow this link for additional information on accrual rates for
faculty: http://www?2.binghamton.edu/human-resources/time-attendance/tas-site/10month-faculty-
instructions-1.html

Please follow the appropriate link below for additional information on accrual rates for UUP
Professional:

e For biweekly or annual appointments: http://www?2.binghamton.edu/human-resources/time-
attendance/tas-site/professional-mc-12month-faculty-instructions-1.html

e For hourly appointments: http://www2.binghamton.edu/human-resources/time-attendance/tas-site/uup-
hourly-professional-instructions.html

Please follow this link for additional information on accrual rates for
M/C: http://www?2.binghamton.edu/human-resources/time-attendance/tas-site/professional-mc-12month-
faculty-instructions-1.html

XI111.J. Vacation Leave

Professional employees hired before July 1, 1982 who serve on a full-time basis accrue vacation leave
credits at a rate of 1- 3/4 days per month or major fraction thereof during the period of their professional
obligation. Professional employees hired after July 1, 1982 should consult the Human Resources
regarding vacation leave.

Part-time employees accrue vacation leave credits based on their compensation and should contact the
Human Resources for assistance in determining their rate of accrual.

Professional employees represented by the UUP may not accumulate vacation leave in excess of 40
days. Professional employees who are on leave without pay are not eligible to accrue or to charge
vacation leave credits. For further information on sick leave and vacation leave, refer to Article 23 of the
Agreement between the State of New York and UUP.
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Please follow this link for additional information on accrual rates for
faculty: http://www?2.binghamton.edu/human-resources/time-attendance/tas-site/10month-faculty-
instructions-1.html

Please follow the appropriate link below for additional information on accrual rates for UUP
Professional:

e For biweekly or annual appointments: http://www?2.binghamton.edu/human-resources/time-
attendance/tas-site/professional-mc-12month-faculty-instructions-1.html

e For hourly appointments: http://www2.binghamton.edu/human-resources/time-attendance/tas-site/uup-
hourly-professional-instructions.html

Please follow this link for additional information on accrual rates for
M/C: http://www?2.binghamton.edu/human-resources/time-attendance/tas-site/professional-mc-12month-
faculty-instructions-1.html

XI111.K. Tuition Assistance

Professional employees and faculty members are eligible for tuition assistance. Limitations in budgetary
allocations require that we define our local policy along those guidelines that establish the most
equitable distribution of support within those limitations. Thus, overall reductions in the amount of
assistance approved may be required both to honor requests in the most judicious manner and to operate
within the budget. Refer to Management Procedure 609,
http://bingdev.binghamton.edu/administration/procedures/600series/609.htm, for details.

XI1I1.L. Employee Assistance Program

The Employee Assistance Program (EAP) is a voluntary, confidential assessment and referral service for
employees and their family members who identify work-related and personal problems as adversely
affecting quality of life and peace of mind. EAP coordinators provide access to appropriate professional
and community resources, assisting in the resolution of problems/concerns. The EAP Office is located in
LSG 673 and can be reached by phone at 607-777-6655.

XI11.M. Tax-Deferred Annuities

Faculty and professional staff members may have a portion of their salaries withheld prior to taxation
and invested in an annuity. Such amounts and the interest and dividends credited to them are not subject
to income tax until they are received in the form of benefits, generally when the participant is retired and
in a lower tax bracket.

XI1.N. New York State Employees' Federal Credit Union

Membership in the New York State Employees' Federal Credit Union is available to all faculty and
professional staff members. Deposits may be made to members' accounts by payroll deductions. Direct
deposit is secure, and funds are guaranteed to be deposited by 9 a.m. on payday. Faculty and
professional staff have the option to direct deposit in up to eight different accounts, provided they are
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either a checking or savings account in the depositor’s name. All accounts must be recognized by the
Automated Clearinghouse (ACH) to be eligible for direct deposit.

Faculty and professional staff interested in direct deposit may follow this link to the NYS direct deposit
authorization form: http://www.osc.state.ny.us/payroll/files/ac2772.pdf
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XI1V. Other Policies

Binghamton University is subject to a variety of negotiated Agreements and "Memoranda of
Understanding," as well as federal and New York State laws, rules, and regulations, including but not
limited to:

Fair Labor Standards Act

Family Medical Leave Act

Americans with Disabilities Act

Omnibus Transportation Employee Testing Act of 1991

Immigration Reform and Control Act

Consolidated Omnibus Budget Reconciliation Act

NYS Civil Service Law, Rules, and Regulations

NYS Finance Law

NYS Education Law

Official Compilation of Codes, Rules, and Regulations of the State of New York, which include
the Policies of the Board of Trustees

o Agreements and "Memoranda of Understanding™ negotiated by the State of New York and the
State University of New York with the various bargaining agents representing SUNY employees
Federal Age Discrimination in Employment Act

Civil Rights Act of 1964

NYS Executive Law

NYS Military Law

NYS Workers Compensation Law

NYS Public Officers Law

Drug-Free Schools and Communities Act

Occupational Safety and Health Act.

Full texts of many of these may be found in the Human Resources Office and the Library. Some may
also be on file in various unit offices.

Management Procedures

The campus Management Procedures, issued by the Office of the Vice President for Administration,
contains descriptions of procedures that address a wide range of general University activities, as well as
many of the specific personnel procedures found in the preceding sections. Assistance with or questions
regarding these procedures should be directed to the associate vice president for administrative affairs.
Management Procedures are available online

at http://bingdev.binghamton.edu/administration/procedures/ for reference in the offices of vice
presidents, deans and directors, department chairs, and in administrative offices.

Annual Security Report

http://asr.binghamton.edu
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XV. Associated Organizations

XV.A. The Foundation of the State University of New York at
Binghamton, Inc.

1. The Foundation of the State University of New York at Binghamton, Inc. (dba Binghamton
University Foundation), is a not-for-profit membership corporation chartered in 1957 under the
laws of the State of New York. It is charged with the solicitation and acceptance of gifts to the
University in support of the educational programs of the University.

2. The foundation is responsible for soliciting funds for the University from faculty and staff,
alumni, parents, corporations, foundations, and other friends of the University. Any faculty or
staff member wishing to approach private sources for support of a project or program within the
University must work through the foundation, following established procedures, before making
any outside solicitation approaches.

3. Gifts may be in the form of cash, securities, land, works of art, and the like; the foundation may
accept any gift consistent with the educational policies of the University. Donations to the
Foundation are tax deductible, as allowed by law, and their use may be designated. Such
restricted gifts may be specified for use as scholarships, the purchase of art works or library
resources, or the support of specific programs. Unrestricted gifts, which may be expended by the
foundation on the basis of need and program merit and for student scholarship assistance, are
especially welcome.

4. In addition, the foundation administers bookkeeping services for the Student Association, the
Graduate Student Organization, the Alumni Association, and the foundation itself. It also
oversees emergency and collateral loan funds for students and Guaranteed Student Loans and
agency accounts for all campus departments. (See also section XI.C. General Fundraising.)

XV.B. The Research Foundation of the State University of New
York at Binghamton

The Research Foundation is a private, nonprofit educational corporation that administers externally
funded contracts and grants for and on behalf of the State University of New York. Since its
establishment in 1951, the Research Foundation has facilitated research, education, and public service at
30 state-operated SUNY locations. The Foundation carries out its responsibilities pursuant to a 1977
agreement with the University. At Binghamton University, the Research Foundation of SUNY
administers approximately $40 million of externally sponsored contracts and grants.

XV.C. The Alumni Association of the State University of New
York at Binghamton

The Alumni Association represents Binghamton University's more than 110,000 alumni. The Office of
Alumni Relations supports the Alumni Association, working in partnership with its board of directors, a

21-member, volunteer policy-setting body. The Alumni Association exists to promote and coordinate
alumni support in order to strengthen the high-quality academic, research and public service programs of
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the University. Through a diverse array of programs and events, the association works to further the
personal and professional development and growth of its members.

XV.D. The New York State Trade Adjustment Assistance Center

The regional center assisting New York firms is the New York State Trade Adjustment Assistance
Center (TAAC), administered by The Research Foundation of State University of New York at
Binghamton University. Since 1978, the TAAC has helped over 1100 New York firms and provided
them more than $53,000,000 in assistance.

The TAAC offers assistance in strategic areas of importance: marketing/sales, manufacturing,
engineering, management information systems (MIS), finance, and ISO/QS 9000. This assistance is
provided by both TAAC professional staff and by private industry specialists. The cost is shared with
the U.S. Department of Commerce, which can underwrite up to 75 percent of the cost.

XV.E. Small Business Development Center

The SBDC at Binghamton University is a comprehensive program to provide management and technical
assistance to small businesses in a seven county area. Those counties served include Broome, Cortland,
Chenango, Delaware, Otsego, Tioga and Tompkins counties.

Specializing in direct one-to-one counseling, the SBDC offers assistance in the following business areas:

Start-up assistance

Business Plan Development
Accounting and Financial Projections
Sources of Financing

Marketing

Business Expansion

Relocation and Agribusiness

There is no cost for the counseling services of the SBDC. Reasonable fees may be charged for some
training programs and events.

XV.F. United University Professions, Inc. (UUP)

United University Professions (UUP) is the union representing nearly 35,000 academic and professional
faculty on 29 State University of New York campuses, Central Administration, and Empire State
College. UUP represents SUNY faculty and professional staff in negotiations with the State over terms
and conditions of employment. UUP works to protect faculty and professional staff’s interests by
achieving improvements in salary, fringe benefits, working conditions and retirement programs;
providing funding for professional growth and development through leaves, awards, conferences and
other grant programs; obtaining state resources for the State University through effective legislative and
political action; and seeking to enhance and preserve the quality of the University. UUP is also a source
for information on labor unions, state work force, bargaining issues, higher education reform, college
faculty concerns and a variety of higher education topics.
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XV.G. University Women

The purpose of University Women is to raise funds for scholarships for students and to coordinate a
program of activities and projects which will be beneficial to the University community while promoting
sociability among its members. Membership is open to women on the faculty and staff of Binghamton
University or wives/significant others of faculty and staff. For more information, please contact Meg
Mitzel at mmitzel@binghamton.edu or Beth Kilmarx at bkilmarx@binghamton.edu.
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