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SECTION I: THE UNIVERSITY AT ALBANY

CAMPUS FACTS & INFORMATION

History

 XE "University at Albany" 

 XE "history, University at Albany" The University at Albany has been the major public educational institution in northeastern New York State for over one hundred and fifty years.  Created as the New York State Normal School in 1844, it remained under this name until 1890, when it was designated as a college and named the New York State Normal College.  The institution continued its educational tradition until, in 1914, it was renamed again to the New York State College for Teachers.  With the formation of the State University of New York System in 1948, Albany became one of the major institutions in the State for higher education.

In 1962, the Albany campus was once again renamed, this time to reflect the growth of its educational mission.  The State University of New York at Albany was the name carried by the institution until in 1976; it became the University at Albany.

Facts and Stats

 XE "campus: facts & information" 

 XE "facts and stats" Established in 1844 and designated a University Center of the State University of New York in 1962, the University at Albany's broad mission of excellence in undergraduate and graduate education, research and public service engages 17,000 diverse students in nine schools and colleges across 3 campuses. XE "enrollment " 
Curriculum

 XE "curriculum: university" Over 13,000 undergraduates and more than 4,900 graduate students are enrolled in nine colleges and schools offering 125 majors and minors and more than 120 graduate programs.   Students find additional opportunities and challenges through more than 30 accelerated bachelor’s/master’s programs and joint degree programs with such institutions as Albany Medical College, Albany Law School, Rensselaer Polytechnic Institute, and Boston University’s Goldman School of Dental Medicine.

University Schools and Colleges XE "university: schools and colleges" 
· College of Arts and Sciences

· College of Nanoscale Science and Engineering

· Rockefeller College of Public Affairs and Policy

· School of Business

· School of Criminal Justice

· School of Education

· School of Information Science and Policy

· School of Public Health
· School of Social Welfare
International Programs

The Office of International Education offers a wide range of affordable study abroad opportunities, it welcomes and assists UAlbany's international students, and it provides language instruction for international students who are not yet fluent in English. At a broader level, it supports UAlbany's strategic planning to increase the international content of its educational programs, to develop a wider range of international research projects and partnerships, and to focus attention on major global issues.
Presidential Scholars

The Presidential Scholars  XE "Presidential Scholars"  program is a way of recognizing and nurturing outstanding students.  Throughout their four years at Albany, Scholars study together as well as receive scholarships, special housing, and other benefits.

Internships

 XE "internships" Because of UAlbany’s reputation and location in the capital of New York State, internships abound with state and federal agencies, public interest, and lobbying groups, health care organizations, businesses and financial institutions, professional sports teams, and the communications media. In addition, our Washington semester offers an opportunity for “hands-on” experience and practical insight into the world of federal government.

University Libraries

The University Libraries strengthen and enhance the teaching, research and service of the University at Albany. The Libraries promote intellectual growth and creativity by developing collections, facilitating access to information resources, teaching the effective use of information resources and critical evaluation skills and offering research assistance.

The University Libraries are engaged in learning and discovery as essential participants in the educational community. We develop, organize, provide access to and preserve materials to meet the needs of present and future generations of students and scholars. We explore and implement innovative technologies and services to deliver information and scholarly resources conveniently to users anytime/anyplace. We also provide well-equipped and functional physical spaces where students can pursue independent learning and discovery outside the classroom. The University Libraries support scholarship and research productivity and foster their vitality.

OFFICE OF THE PRESIDENT

 XE "Office of: the President" The chief administrative officer of the campus is the President. The organization of the campus is divided among six vice presidential divisions and the President's office. The six vice-presidential divisions comprise the administrative enterprise. They are Academic Affairs, Athletics Administration, Communication and Marketing,, Finance and Business,  Research, Student Success and University  Development. The current vice presidents are all appointees of the President and meet weekly as the University’s Executive Cabinet. Support offices reporting directly to the President are: Community Engagement, Diversity & Affirmative Action, Institutional Research and Internal Audit.
For more detailed information about the above departments, refer to their websites using the site index at http://www.albany.edu/president/executive.shtml .

DIVISION OF ACADEMIC AFFAIRS

 XE "Division of: Academic Affairs" The Division of Academic Affairs is primarily responsible for the academic enterprise of the university.  The Division is headed by the Vice President for Academic Affairs and Provost for the University.  

For more detailed information about the above departments, refer to their websites using the site index at http://www.albany.edu/academics/provost.shtml . 

DIVISION OF FINANCE AND BUSINESS 

 XE "Division of: Finance and Business" 
http://www.albany.edu/financeandbusiness/
DIVISION FOR RESEARCH

 XE "Division for Research" 

 XE "Research Foundation: employees of" The Division for Research is overseen by the Vice President of the Division for Research.  The Vice President also serves as the Operations Manager for the SUNY Research Foundation at the University at Albany.  

For more information on policies and procedures related to grant administration and assistance please refer to:  Division for Research website: http://www.albany.edu/research.

DIVISION OF UNIVERSITY DEVELOPMENT

 XE "Division of University Development" The Division of University Development consists of the following units: Campaign/ Development, Corporate & Foundation, Advancement Services, Alumni Relations & Advancement Events and Alumni Association.

For more detailed information, refer to:

http://www.albany.edu/giving/ .

DIVISION OF STUDENT SUCCESS
 XE "Division of: Student Success" The Division of Student Success provides a critical component to the mission of the University at Albany by providing the leadership and direction to ensure a healthy, safe, and quality learning environment for all our students. The major areas within the Division of Student Success include: Student Involvement and Leadership, Health Services, Counseling Services, Residential Life, Career Services, Office of Conflict Resolution & Civic Responsibility, and University Police.

For more detailed information, refer to: http://www.albany.edu/studentsuccess/ . 

SECTION II: THE COLLEGE OF ARTS AND SCIENCES

OVERVIEW

The College of Arts and Sciences at the University at Albany was officially re-created in October of 1993 after the recommendations made by a Task Force on Campus Organization were accepted by then President H. Patrick Swygert.  The Colleges of Social and Behavioral Sciences, Science and Mathematics, and Humanities and Fine Arts were officially brought together to form the College of Arts and Sciences.  The College of Arts and Sciences had previously existed until the mid 1970s when it was divided into smaller colleges reflecting the more specialized areas of the curriculum.

Mission

 XE "mission, College of Arts and Sciences" The College of Arts and Sciences comprises the students and faculty of twenty-three academic departments offering majors and minors, as well as those working in a variety of cooperative interdisciplinary programs.  These include the arts, humanities, physical sciences, and social sciences.  Study in the Arts and Sciences provides students with a liberal education, including knowledge and skills applicable to further study and to occupations in a great variety of fields.

The presence of research faculty and graduate students in the programs of the College affords undergraduate students the opportunity to study with scholars and researchers working at the cutting edge of their disciplines.  Qualified advanced undergraduates may enroll in appropriate graduate courses.

Fields of undergraduate study leading to majors in the College are available at the College’s website:

http://www.albany.edu/cas/nav_cas_undergraduate_programs.shtml .  A list of graduate programs is available at: http://www.albany.edu/cas/nav_cas_graduate_programs.shtml.

The College Office

 XE "College Office" The College Office is located on the second floor of the Arts and Sciences Building (AS-217).  The office houses the Dean’s office and the College administrative staff.  Specifically, the professional staff described below is available to assist departments as necessary.

Refer to Appendix A, CAS Department and Center Phone/Room List, for more information. Also see College Bylaws in Appendix N, College of Arts and Sciences By Laws.

College Office Professional Staff

Dean

 XE "College Office professional staff" 

 XE "College Office" The Dean of the College of Arts and Sciences is responsible for the overall operations of the College.  This includes supervision of the College Office Staff, Department Chairs, and Center Directors.  The Dean is responsible for providing leadership to the College in the form of setting priorities and developing and implementing the College operational plan
.  Additionally, the Dean oversees fund raising initiatives for the College.

Associate Dean/Academics

The Associate Dean for Academics assists faculty members and departments in the development of new academic programs and new initiatives, especially at the undergraduate level.  He/she also works as a liaison between the College Office and external agencies in the development of new degree programs, certificate programs, internships, etc.  The Associate Dean for Academics also develops the necessary documents that should accompany the above proposals and prepares documentation relating to changes in academic programs, as requested.  He/she also receives student grievances and reviews cases with those posing the grievance.  In addition, he/she works as a liaison between the Dean’s Office, faculty members and department chairs in the grievance process.

Assistant Dean/Academics

The Assistant Dean/Academics oversees the implementation of course scheduling, course coverage (including General Education courses), and enrollment management policies.  The assistant dean/academics coordinates the use and deployment of the College’s part-time instruction resources.  The University in the High School program and Summer Session Program are supervised by the Assistant Dean/Academics.

Assistant Dean/Administrative Services

The Assistant Dean/Administrative Services manages the College’s graduate assistantship, fellowship, and tuition scholarship allocation.  Additionally, the assistant dean/administrative serves as liaison between the College Tenure and Promotion Committee and Department Chairs, coordinating the tenure and promotion process for the faculty of the College. Other responsibilities include coordinating assessment activities within the College.

Assistant Dean/Budget & Personnel

The Assistant Dean/Budget & Personnel oversees the College’s budget and personnel matters.  The Assistant Dean/Budget & Personnel serves as the College’s liaison for the Office of Financial Management and the Office of Human Resources. The Assistant Dean/Budget & Personnel can assist with personnel matters such as conducting a search, making appointments, and addressing employee relations concerns. He/she also oversees the management of new hire start-up funds as well as the College website.

Assistant Dean/Development

The Assistant Dean/Development Coordinates fund-raising efforts for the College.  She/she works with departments in generating donor possibilities and fund raising events.  

Assistant Dean/Facilities

The Assistant Dean/Facilities oversees the overall facility needs of the College, including coordination of faculty set-ups, coordination of new construction projects and setting space usage policies. The Assistant Dean serves as the College liaison with Facilities Management and Environmental Health and Safety.  The Assistant Dean supervises CAS Computing Services, CAS Technical Services and the Performing Arts Center.

The College Calendar 

 XE "college calendar" 

 XE "calendar: college" Each year the College Office prepares an operational calendar with important dates for all college staff to note. This calendar is updated on a regular basis and can be viewed by visiting the College web page.  Also, see Appendix B, CAS Operational Calendar.

The College Website

 XE "CAS Web site" 

 XE "Web site: CAS" The College of Arts and Sciences website can be found at: http://www.albany.edu/cas .  General information about the College, including important dates and phone numbers, are available on the website.

Faculty Council

 XE "Faculty Council" The Faculty Council is a policy recommending body selected by the College Faculty, which will make recommendations to the Dean concerning matters specified under Powers and Responsibilities of the Faculty Council. The Faculty Council is composed of one teaching faculty member from each Department of the College.  Please refer to the College Bylaws for specific membership, responsibilities, and standing committees.

For more information, refer to: http://www.albany.edu/casfc/ .

CAS TEACHING TEMPLATE

Purpose

 XE "teaching template" 

 XE "CAS teaching template" Department Chairs are responsible for making teaching assignments for all instructional personnel. The College of Arts and Sciences uses information from the departments about teaching, class size, and teaching loads to make short-term decisions about strategic resource allocation (e.g., partlines) as well as for long-term planning (e.g., hiring faculty).  It is understood in the College that departments often have quite different needs and requirements, and we make decisions in this context.  Because of the importance of this information, it is essential that departments provide accurate data to the College.  To assist departments in their collection of this information, we have designed the CAS Teaching Template.

Description

CAS departments are provided with the CAS Teaching Template as an Excel spreadsheet.  The template can be downloaded from the CAS website http://www.albany.edu/cas/docs/CASTeachingTemplate.xls .  .  The template should be completed and emailed as an attachment directly to the College Office.

The information requested on the CAS Teaching Template should be available through each department’s planning process and through data available from IAS/Peoplesoft (UADW queries).  The Excel worksheet consists of two spreadsheets.  The tabs on the bottom of the worksheet toggle between the spreadsheet for faculty teaching and the spreadsheet for part-time instructors.

Faculty Teaching, Service, and Research Responsibilities

(1989 “O’Leary Memo”)

 XE "O’Leary memo" 

 XE "faculty teaching, service, research responsibilities" Faculty in American universities and colleges has traditionally divided professional responsibilities into three parts: teaching, service, and research. While the first two are common to all types of higher educational institutions, the last distinguishes a university center. Development of new knowledge is an explicit part of its mission. Service, too, takes on a particular case in a university center. Without departmental, school, and campus participation in governance and other activities, a faculty member is not fully a citizen. At a university center there is an added expectation that faculty members are also active in their disciplines and in the wider community. Faculty members are accountable for the three areas of responsibility and their performance in each is evaluated for continuing appointment, promotions, and discretionary increases in salary.

The following framework describes how teaching, research, and service are generally understood to be balanced in the University. Obviously, the framework must be made applicable to individual departments and modified as appropriate to take into account a variety of elements, such as laboratory sections. While diverse learning technologies must be accommodated, the framework does provide a general basis for equitable assessment.

Courses are assumed to consist of lectures or seminars for three hours a week and are semester-long in duration. Further, it is assumed that faculty may balance responsibilities for teaching, research, and service over several semesters. Thus, for two years a faculty member might give extensive service to a department, and in the third and fourth years efforts in this area may be proportionately modest. It is also assumed that faculty may be called upon to teach at both the undergraduate and graduate levels. Finally, departments should take into account the level of student demand in making decisions about the degree of responsibilities for teaching, research, and service for each faculty member. Departments are advised to determine policies through a consultation process and to develop criteria and guidelines appropriate to their disciplines.

The Framework

While all faculty members are expected to attend faculty meetings, maintain office hours, advise a reasonable number of students, and provide independent study courses, there may be distinct variations in the amount of teaching, research, and service rendered by individual faculty. Essentially, there are three general patterns for the distribution of professional responsibilities expected of faculty:

1. Faculty meets the responsibilities described above, teaches three courses per semester, engages in scholarly activities appropriate to their discipline, and engages in university service and/or approved relevant extramural activities.

2. Faculty meets the responsibilities outlined in 1 above, except they teach five courses a year. In this case, they are also expected to be either engaged in substantial research that results in significant scholarly products in their field or significantly involved in doctoral education.(
3. Faculty meets the responsibilities outlined in 1 above, but instead teaches two courses per semester. In this case, they are also expected to be significantly involved in doctoral education* and engaged in substantial research that results in significant scholarly products recognized in their field of study.

In addition to the above, a course reduction may be granted by a Department Chair, with the approval of the Dean, when faculty members secure sufficient externally generated funds to allow them to offset a proportionate amount of course time or provide sufficient other benefits to the University to warrant such reduction. Except for the most unusual circumstances, all faculty members are expected to teach at least one course a semester.

A course reduction may be granted for unusual administrative or service requirements (for example, serving as Associate Dean or as the Undergraduate Advisor in a large department). This reduction is in addition to the service responsibilities listed in the three patterns described above and requires approval of the Dean and the Vice President for Academic Affairs.

Administration

 XE "faculty: activity reports: university-wide" 

 XE "activity reports: faculty: university-wide" The successful administration of this distribution policy requires the assumption of primary responsibility by individual departments and their Chairs. While Deans are ultimately responsible for approving which pattern is appropriate for an individual faculty member or when further variations in responsibilities may be suitable, such decisions, as well as those affecting class size and course scheduling, are expected to be made collaboratively with the relevant department Chair. The University-wide Faculty Activity Report, which is completed annually by each faculty member, provides a basis for these discussions.

The Provost and Executive Vice President for Academic Affairs conducts an annual review of the implementation of the policy with each of the academic Deans.

Course Coverage / Replacement

Unexpected leaves, retirements, resignations, and so on, can pose challenges for departments in meeting the needs of their undergraduate and graduate students, and departments may need additional help with their instructional activities. Because there is no flexibility in the College’s budget, the same dollars must be shifted around to assist the most pressing needs and the most students. It is assumed that each department can absorb losses due to unexpected leaves, retirement, resignations, and so on, and, therefore, additional funds are provided only under unusual circumstances. Before discussion of replacement funds can be considered, a specific rationale for any requests for replacement must be presented. 

When a department requests support for additional funds to cover a course or courses, the College will request answers to the following questions:

1. Which instructional needs will not be met if the course is not replaced?

2. Is the course required for the major?

3. Can the course be taught at a later time without harming students?

4. What is the enrollment history from the last five years (available from IAS/Peoplesoft-UADW queries) of the course you are requesting be replaced?

5. Can the course be taught by someone in your department teaching a course that could be delayed?

On the one hand, if a faculty member takes an unexpected leave and the courses taught by him or her are low-enrolled and not required and can be taught the next semester when the faculty member returns without delaying the progress of students, the request for funds for replacement would probably not be granted. 

On the other hand, if this leave results in the department having no one to teach two heavily enrolled courses, which, if not taught in this semester, would delay the progress of students, the request for replacement funds would receive high priority. Most situations, however, typically fall somewhere in the middle of these hypothetical examples. 

The College uses your answers to these questions to determine if your request for replacement funds has enough priority to warrant granting it.

Faculty Teaching Spreadsheet  

 XE "faculty teaching spreadsheet" Each faculty member of your department should be listed on the spreadsheet (see example below).  The FTE column is provided to indicate if this person is full time in your department (1.0), half time in your department (0.5), or has some other split appointment.  Each course the faculty member is teaching that semester should be listed (e.g., CAS 101 and CAS 600).  Do not include ARR courses.  (The total number of courses will automatically calculate.)

	Faculty
	FTE
	No. of Courses
	Course

	Jones, John
	1.0
	2
	CAS 101

	
	
	
	CAS 600


In addition to information about courses faculty teach, we request information about course releases. This information should be based on the campus policy which is described in the 1989 “O’Leary Memo” (Faculty Teaching, Service, and Research Responsibilities) that sets a three-course-per-semester standard. (See above.)  Releases from this standard are subject to Dean’s office approval. They should be documented on the spreadsheet as described next. 
Scholarly Activity – Faculty member is engaged in substantial research that results in significant scholarly products in the field. Each department shall have identified the criteria by which such a release should be granted. Only one course per year or .5 per semester can be waived for scholarly activity.

Graduate Activity -  XE "graduate activity: CAS teaching template" Faculty member is significantly involved in doctoral education.  Each department shall have identified the criteria by which such a release should be granted. Only one course per year or .5 per semester can be waived for graduate activity.
Buyout -  XE "buyout: CAS teaching template" A buyout is a release of one or more courses where the faculty member has provided external funds to pay for a replacement.  Release time can only be purchased from a grant or contract through the Research Foundation. Such buyouts will be reflected in the Campus Impact Statement on file with the College and Office for Research.

Sabbatical -  XE "sabbatical: CAS teaching template" Faculty sabbaticals are approved with the understanding that the courses they would have taught are absorbed by the department.  Please indicate approved sabbaticals by entering the appropriate number of courses the instructor would have taught.
Other - All other releases for teaching should be specified.  These can include (but are not limited to) releases for serving as department chair and other departmental service responsibilities, etc.  The chair of the department must approve all such releases.

Partline Teaching Spreadsheet

 XE "partline teaching spreadsheet" A second spreadsheet is provided for all others teaching in the department.  This simpler format requests the person’s name, the course information and the reason for hire.

Faculty Activity Reports

 XE "activity reports: faculty" 

 XE "faculty: activity reports" To receive discretionary increases and for requests to teach less than three courses per semester the following year, faculty members are expected to turn in annual activity reports with information about research and graduate activity. Departments should specify these expectations in their bylaws. The Chair should solicit activity reports from faculty and keep them on file.  The Faculty Activity Report should be completed via MyUAlbany: 
http://www.albany.edu/academic_affairs/faculty_activity_report/ .  

Faculty Teaching Evaluations

The College’s policy on student evaluations of courses is characterized by two complementary and essential principles: (1) an evaluation of each class is to be mandatory at the end of each term and (2) the form and interpretation of the evaluation shall be at the discretion of the department, but should be in written format.

This policy underscores our commitment to provide quality teaching for our students and our respect for their assessment of courses as one indication of our success.  Additionally, teaching evaluations have always been imperative for anyone applying for tenure and/or promotion and have aided the nomination process for various awards programs.

Moreover, teaching is an important component of the activities that qualifies one for a discretionary salary increase.  Thus, the Department Chair is responsible for ensuring the teaching evaluations are collected by the end of the academic year, along with Faculty Activity Reports.  Teaching evaluations should be kept on file in the Department and do not need to be sent to the College Office.  The Department Chair will need to indicate that s/he has received the evaluations as part of the commentary on teaching related to a discretionary salary increase recommendation.
CAS COMPUTING SERVICES

 CAS Computing is responsible for providing first-line academic and research network and desktop support to faculty and staff in the College of Arts and Sciences.  In addition to desktop support, the group also provides LAN services for file and printer sharing, teaching classroom support and limited research and special project support.   CAS Computing is located in Lecture Center SB32.  All requests for support should be made by filling out the online form available at http://www.albany.edu/cascomp/help.php, emailing cascomp@albany.edu or by calling 442-2651.  Submitting your request by web form (preferable), email or phone assures that it will be entered in the work queue.  Since most computer-related support information is quickly outdated, use this document as a general guide and feel free to contact CAS Computing or visit our web site at http://www.albany.edu/cascomp for up-to-date-advice.

New Faculty and Staff
New faculty and staff should obtain email and active directory (Windows network) accounts as soon as possible.  Check http://www.albany.edu/cascomp/new_faculty_and_staff.php for information on how to expedite account creation for new faculty and staff.  As soon as the new employee is in the HR database, contact CAS Computing for assistance in account creation. 

CAS Computing assists new faculty and staff with the purchase of desktop computer systems that will meet their needs and can be supported by the University.    After consultation with the faculty member, CAS Computing will obtain quotes and order the equipment and software.  The equipment and software will be delivered directly to CAS Computing so that configuration can begin as soon as possible.  Every attempt will be made to assure that new faculty and staff has a computer on their desks upon their arrival at campus.  New faculty conducting research are strongly encouraged to work closely with CAS Computing to determine needs and to facilitate transferring ownership of any computer equipment that they intend to bring to the University.  For up to date information on purchasing hardware and software for campus use, please visit http://www.albany.edu/cascomp/purchasing.php.   

Faculty & Staff System Setup

CAS Computing provides consultative assistance for faculty and staff in the College regarding the purchase of computers or peripherals as well as upgrades to current computer systems.  

Opportunities for Used Computers

CAS Computing occasionally has used equipment that can be distributed to others in the College.  Every year there is a Tier II distribution.  When ITS upgrades their user rooms, the used computers are distributed throughout the University.  Typically, the College receives a large number of these computers which, due to the initial funding source, have to be used directly by students in classrooms or general purpose computer labs.  Occasionally, CAS Computing also receives computers that are no longer needed by departments in the College.  Please keep CAS Computing apprised of your needs so these computers can be distributed in an equitable fashion. 

Supported Software
CAS Computing provides full support for the following operating systems:

Windows 7 Professional

Windows Vista Enterprise

Windows Vista Business

Windows XP Professional

Apple OS X ver 10.4 and above

Microsoft also offers Home and Basic versions of their operating systems.  These are not supported since they cannot be joined to the University’s network.  

The University holds software licenses for the various operating systems and applications.  These licenses are available for purchase through chargeback to departmental or research accounts.  Please visit the ITS website at http://www.albany.edu/its/SoftwareLicenseRequest.htm for a current list of available licenses and costs.  For quotes on other software, please contact CAS Computing.  CAS Computing will make a best effort to support software that is not specifically offered by the University.  

Software that is not licensed by the University will be re-installed after the repair or upgrade of a university-owned system only if the end user’s license for the software is valid and current.  This work will be performed on a best-effort basis; if installation fails it is the end user’s responsibility to acquire support from the software vendor.  CAS Computing does not support or reinstall network connectivity software on off-campus university-owned machines.  Due to the many versions and types of Internet service provider (Roadrunner, Verizon, etc.) hardware and software, the user is responsible for installation and support of ISP software for home use. 

Software that is not compatible with current operating systems will not be supported.  It is our experience that the time and effort expended often yields an unreliable and unsupportable result.  For this reason, CAS Computing will not install or provide support for outdated versions of software on new computers.  It is the user’s responsibility to acquire current versions of software not licensed by the University.

Hardware

In its role as liaison with the PC Service Center, CAS Computing will perform the initial diagnosis of any hardware problems reported by users.  If warranted, arrangements for repair by the service center will be made on behalf of the user.  Please check this page, https://wiki.albany.edu/display/public/askit/PC+Repair+Service+Center, to see if your equipment is eligible for repair. 

CAS Computing will support University-owned equipment used at home, provided the equipment is brought to campus for diagnosis and repair.   CAS Computing cannot support privately owned equipment whether used on campus or off campus.  Faculty and staff can use personally owned equipment on campus and connect it to the network.  When you first connect to the network and start a browser, the page http://netreg.albany.edu will appear in the browser window.  You need to have a netid and password and be a faculty or staff member to register a computer on the network.  More information on connecting to the University network can be found athttps://wiki.albany.edu/display/public/askit/Standards+for+Connecting+Devices+to+the+University+Network.  

Maintaining individual or departmental servers outside of the College’s or University’s standard support structure is strongly discouraged.  The College runs servers that provide file sharing, print sharing and backup.  Faculty or staff who feel their needs can only be met by running their own server are encouraged to contact CAS Computing to develop a supportable solution.  Faculty and staff who insist on running their own server do so in a self-supporting mode and are responsible for all operational and security aspects.  If a server is compromised or becomes insecure in any way, it is possible that it will be taken off of the network by the University’s Information Security Officer.  It is then the user’s responsibility to return the server to a secure state. The ITS policy for connecting a server to the network can be found at http://www.albany.edu/its/standards_for_connecting_servers.htm.  

In the past, CAS Computing has encountered problems when attempting to support or rebuild computers connected to specialized data collection equipment.  In an effort to provide better support and to minimize staff time spent on these systems, a policy has been developed.  If you are running such a system, please review the policy at http://www.albany.edu/cascomp/policy-datacollect.php. 

CAS Network Resources

The CAS Windows network provides file and printer sharing for faculty, staff and graduate students.  Active directory accounts are needed to access the file and print shares on the CAS local area network.  Active directory accounts give users personal network storage space (your individual folder or N drive) and a departmental space.  Under the departmental share, there are four folders.  The CHAIR folder is accessible by the administrative assistant and the chair.  The OFFICE folder is accessible by all office staff as designated by the department.  The FACULTY folder is available for faculty and staff, and finally, the COMMON folder is available to all members of the department who have an active directory account, including graduate students.  Forms for requesting accounts and access to shares and printers are available at http://www.albany.edu/cascomp/forms.php.  For more information on network resources, please go to http://www.albany.edu/cascomp/networkresources.php.    

Faculty can request to have a RESEARCH share.  Research shares are named “facultymembernamelab” and enable faculty, graduate students to easily store and share files.  Faculty members should contact CAS Computing at cascomp@albany.edu to request a research share.  To maintain security, the faculty member needs to make all requests for access to the share by filling out the following form, http://www.albany.edu/cascomp/forms.php.  Faculty who teach in any of the classrooms supported by CAS Computing will also have access to one or more classroom shares.  This enables faculty to copy files to the classroom share in their office and have them available when teaching in the classroom.  Policies relating to network shares can be found at http://www.albany.edu/cascomp/policies.php. 

Network shares can also be created for other uses.  In the past, CAS Computing has created shares for faculty searches, advisement, research collaboration between faculty and many others.  If you have a need, feel free to contact us.

All network shares are backed up overnight, Monday through Friday.  If a file become corrupt or is accidentally deleted, a user can retrieve the file themselves if they are using a Windows operating system by using Shadow Copy.  Directions can be found at http://www.albany.edu/cascomp/backup-recovery.php.  If the file needed cannot be found in Shadow Copy, a request can be made to restore the file from tape by emailing cascomp@albany.edu.  Please provide the full path to the file and the date that you want it restored from.  Restoring a file from tape is not a trivial matter so please use diligence when working with your files.  CAS Computing is happy to provide this service when needed.

Access to network printers is also provided through an active directory account.  Network printers are owned by departments, research groups and individual faculty members.  If you have any questions on the ability to print to a network printer in your area or need one configured, fill out the help request form at http://www.albany.edu/cascomp/help.php 

Prioritizing the Work Queue

CAS Computing works like a hospital in that problems are sorted by severity and then within each level of severity they are put in a queue.  First priority goes to systems that do not work at all and are required immediately.  Second priority goes to non-working or malfunctioning systems that do not fall into the critical need category.  Third priority goes to upgrades or modifications that have critical timelines and fourth priority goes to requests for upgrades or modifications that do not have a critical timeline.  This is not a precise science.  The categories overlap and sometimes the passage of time causes requests to move from one category to another.  The second and third categories tend to be the most nebulous and interchangeable, influenced by opportunity, staffing, and equipment availability.  All of this can be undermined by a major problem with a server or classroom that may require concentration of staff effort.  August is our busiest time of year with new faculty, classroom and lab reconfigurations, and end of year computer purchases arrivals.  Requests made at this time may take longer to complete than at any other time of the year, please plan accordingly.  Your understanding and patience is appreciated and also your candid appraisal of the situation regarding a request.  Walk-in service where a faculty or staff member chooses to appear in one of the CAS Computing support staff’s office and wait to be serviced is discouraged, it only makes the service to the rest of the community suffer.

Additional Services
CAS Computing offers license metering through its KeyServer License Management Server.  Departments can purchase a small number of licenses and share them over a greater number of computers.  For example, a department can purchase four licenses of a software package to share among 20 faculty computers, only 4 instances of the software will run at any one time.  Departments can purchase expensive or specialized software and have KeyServer meter the licenses among the faculty or students.

KeyServer can be used on both Macintosh and Windows computers but users must have accounts on the UAlbany domain.  A small program is installed on each computer that will connect to the CAS KeyServer whenever a metered program is launched.  If a license is available, the metered software will run.  If all licenses are in use, a message will be displayed.  Another message will appear when a license becomes available.  Please be aware that some software licenses do not permit the use of a software metering server. 

PrintManager Plus allows a department to monitor the use of network printers connected to the UAlbany domain.  The Report Viewer creates an easy to read report summarizing the print jobs submitted to the printer within a selected time frame.  

Please contact CAS Computing at cascomp@albany.edu for further information on either of these services.   

CAS Computing Policies

Please check the CAS Computing Policies page at http://www.albany.edu/cascomp/policies.php often since new policies are added frequently.  Currently, policies exist for maximum quota on shares, file deletion on classroom shares, software installation for classrooms and labs, support for computers connected to data collection equipment and others.  CAS Computing develops policies in the effort to inform and better serve its constituents.  The College is also obligated to adhere to the policies of the University, developed by Information Technology Services and available at http://www.albany.edu/its/policies_responsible_use_of_IT.htm
CAS TECHNICAL SERVICES

The College of Arts and Sciences Technical Services Group is responsible for instructional support for all of the science departments and the art department; as well as the building management for the Life Sciences Research Building.  

· The CAS Technical Services main office in Chemistry 116 provides purchasing assistance for supplies and equipment for Chemistry, Biology, Physics, NERFI and Art, and helps new CAS faculty with start-up purchases to outfit labs with new equipment and instrumentation. 

· The Science store located in Chemistry B-44 provides

· Classroom kits for Art, Chemistry, and Atmospheric Sciences

· Collection of Chemistry and Biology lab fees and Art material fees

· Source for researchers to buy lab supplies, gases and cryogens

· Optional delivery point for packages

· Optional AP-102 processing for packages received

· The Machine Shop provides custom machining of unique items used in classrooms or research.

· The Electronics shop provides electronic support and repair of scientific instrumentation in classrooms or labs including manufacturing custom components or interfaces.

· Building management of the Life Sciences Research Building including:

· Scheduling the auditorium and conference rooms

· Core management

For more information on any available services please call 442-4403.

CENTERS AND PROGRAMS

Center for Autism and Related Disabilities

The Center for Autism and Related Disabilities at the University at Albany (CARD Albany) is a community-based program that provides program development, training, and support for individuals, families, professionals and peers of people with autism and related disabilities.

The CARD-Albany newsletter is published three times a year and features articles addressing current topics in autism and related disabilities as well as updates on CARD-Albany activities. For more information, call 442-5132 or refer to: http://www.albany.edu/psy/autism/autism.html.

Center for Jewish Studies
 XE "Center for: Jewish Studies" The Center for Jewish Studies was established in 2001 to advance the University at Albany’s ongoing commitment to overall academic excellence and in particular to the field of Jewish studies.

For additional information call the Judaic Studies Department or refer to:


" 

www.albany.edu/jewishstudies.



Center for Latino, Latin American, and Caribbean Studies (CELAC)

 XE "Center for: Latino, Latin American, and Caribbean Studies" The Center for Latino, Latin American, and Caribbean Studies (CELAC) at the University at Albany was established in 1984 as a structured mechanism for focusing collective expertise and collaborative research and development efforts and for providing dissemination and resource services to the public pertinent to these regions. It provides an international focus for the work of numerous departments and scholars and brings together specialists on Latin America and the Caribbean and their corresponding U.S. Latino populations from a wide variety of disciplines.

Center for Social and Demographic Analysis (CSDA)

 XE "Center for: Social and Demographic Analysis"  The Center for Social and Demographic Analysis (CSDA), established in 1981, is a research and training facility within the University at Albany's College of Arts and Sciences. The CSDA is an interdisciplinary Center with two primary objectives:  (1) assisting researchers in their quest for external funding, and (2) supporting their research projects once they have been funded. The Center assists researchers in a variety of ways. It helps researchers prepare grant proposals and manage the day-to-day administration of their grants. It helps them acquire and use social science data sets. It provides computer programming and statistical support. It provides access to selected key sources of information, including census documents, codebooks, and reference materials. In addition, the Center organizes a variety of activities such as computer training courses and colloquia that benefit the population of scholars among the University at Albany community. 

For information about specific research projects that fall under the four areas of concentration, please see our research page: www.albany.edu/csda/research.html. 

Institute for Research on Women (IROW)

 XE "Institute for Research on Women" The Institute for Research on Women (IROW) at the University at Albany, SUNY was established in 1987 to promote interdisciplinary research and scholarship on women and gender. Building on a long-standing University commitment to women's studies teaching and research, the Institute brings together specialists from a wide variety of disciplines to engage in individual and collaborative research and development.

The Institute is located in Social Science, Room 3010 and the phone number is 442-4220.

Institute of Cypriot Studies

The Institute of Cypriot Studies seeks to encourage economic and other developmental research, archaeological investigation, and cultural activities related to Cyprus. The unit sponsors research conducted by faculty members and advanced graduate students, and facilitates training in education, finance, and public administration for young professionals of the Cyprus government. Founded in 1969, the Institute was established by a written agreement between then University at Albany President Evan R. Collins and Archbishop Makarios, President of the Republic of Cyprus.

For each of the past several years the Institute has sponsored three Cypriot middle-level managers in master’s degree study. The unit has also advanced its research program during the summers with archaeological surveys and excavation. For further information, contact Stuart Swiny, Arts and Sciences Building Room 237, 442-3982.

Lewis Mumford Center

Established in 1988 to carry out urban research both comparative and historical in scope, the Center honors the tradition of interdisciplinary scholarship established by Lewis Mumford (1895-1990). Mumford was a native New Yorker internationally recognized as one of the most distinguished urbanists of the 20th Century. By promoting broad-based collaboration among urban scholars from a variety of fields and geographic settings, the Center's mission is to further Mumford's ideal of local involvement with global vision. To this end, Center projects and activities range from international urban conferences, to local planning initiatives, to national endeavors examining urban change over time.

The Center is located in Business Administration, Room B11.  The phone number is 442-5403.

Mesoamerican Studies

 XE "Mesoamerican Studies" The Institute for Mesoamerican Studies (IMS) is a non-profit educational research institute dedicated to the study and dissemination of knowledge concerning the peoples and cultures of                        Mesoamerica (Mexico and northern Central America). IMS serves to organize and coordinate the work of the Mesoamericanist faculty at the University of Albany. We have the largest number of full-time Mesoamericanists of any institution north of Mexico, and our members are among the most active and prominent scholars in the field of Mesoamerican anthropology. The primary activities of IMS are research and publication.

For more information, contact the Department of Anthropology, Arts and Science, Room 233 or call 442-7000.

Journalism

 XE "Journalism program" Through courses and internships, students have the chance to learn about the traditional news media of newspapers and television/radio, of course, but also cybermedia, online journalism, magazines, public relations, freelance writing, and book publishing, to name just a few.  For more information, contact the Journalism Program at 442-4087, or refer to: www.albany.edu/journalism.

Asian Studies Program 

 XE "Asian Studies program" The interdisciplinary major in Asian studies offers students an opportunity to study various facets of Asian societies and cultures (South Asia, Southeast Asia, Southwest Asia/Middle East as well as East Asia).  Students primarily interested in China, Japan, and Korea are encouraged to major in East Asian Studies.  While the East Asian Studies major has language requirements, language courses are not required of majors in Asian Studies.  

Liberal Studies

 XE "Liberal Studies program" The Master of Arts Degree in Liberal Studies program is an interdisciplinary program designed for college-educated adults who seek full or part-time study to pursue their intellectual interest through non-traditional studies. This program emphasizes learning for its own sake without direct reference to occupational or career interests. Studies are devoted to the objectives of liberal education: developing critical thinking skills, fostering intellectual flexibility, and cultivating an individual's ability to create links between diverse areas of human thought from sciences to literature. 

Applicants are expected to hold a bachelor's degree from a college or university of recognized standing and to have an academic record and recommendations that indicate the applicant can successfully complete this graduate program.  Interviews may be required. 

Inquiries about the program and applications should be referred to the Office of Graduate Studies. Additional information is also available at the Liberal Studies website:

http://www.albany.edu/cas/masters_liberal_arts.shtml .  
Linguistics and Cognitive Science

 XE "Linguistics and Cognitive Science program" Linguistics is the science of language.  It examines all aspects of language use and structure in the world's many languages. Cognitive Science is the interdisciplinary study of the mind, drawing on work in Linguistics, Linguistic Anthropology, Computer Science, Psychology, Philosophy, and Education. The Program in Linguistics and Cognitive Science offers a Bachelor of Arts degree in linguistics as well as a minor in Linguistics and a minor in Cognitive Science.

The linguistics major is designed to provide students with basic understanding of the nature of human language and the principles and methods of contemporary linguistics theory.  It integrates the perspectives of the humanities, the social sciences, and the sciences as students discover the systematicity and intricacies of language structure and language use.  Students learn how to analyze all the various building blocks of language including the sounds (phonology), the units of meaning (morphology), and the word order and constituency (syntax).  In the capstone course of the major, Field Methods, students gather data themselves from a little-studied language and analyze the facts in a theoretical framework.

Majors and many minors enjoy the advantages of a small unit within a large research university. The high level of faculty involvement in undergraduate students' academic progress has led to several joint research projects and presentations at national meetings. 

Visit Arts and Science, Room 239 or call 442-4711 for more information.

Medieval and Renaissance Studies Program 

 XE "Medieval and Renaissance Studies program" The purpose of the Medieval and Renaissance Studies program is to give students a broad, multidisciplinary training in the history and culture of Europe from late antiquity to the early modern period. Both as a major and a minor, the program offers a wide range of courses and a guide for anyone with a special interest in the Middle Ages and the Renaissance. It is especially recommended as a second major for anyone considering going on to graduate study in some aspect of medieval and Renaissance studies. 

For more information, contact Professor Rachel Dressler in the Department of Art.

Mediterranean Archeology 

 XE "Mediterranean Archeology program" For more information, contact the Classics Program in the Art Department.
Performing Arts Center

The Performing Arts Center (PAC) is a five theatre complex located across from the Main Library on the podium.  The facility houses the academic departments of Music and Theatre and hosts nearly 500 events and schedules over 9000 individual activities each year. These events and activities include performances and concerts of its resident departments, the lecture series of the New York State Writers Institute, numerous ceremonies and meetings for the University administrative offices, events of Student Association groups and events by off-campus entities.  Numerous academic departments have also used the PAC for their special events, lectures, mini-conferences, film screenings and receptions.  

The theatres in the PAC range in seating capacity from 150 to 490 in varying architectural styles from the typical proscenium theatre to a concert hall or arena setting.  The most popular venue is the 230 seat Recital Hall, located on the second floor.  The Recital Hall is a grand, attractive space that is used for a variety of events from lectures to film screenings, ceremonies to music concerts.  The Recital Hall is adjacent to the Futterer Lounge, which is useful as a large reception area for events in the building.  

The PAC staff also manages Page Hall, an 830-seat venue located on the Downtown Campus at 135 Western Avenue.  A classic old proscenium theater, the auditorium has a total capacity of 830.  Page Hall's excellent location, combined with its large seating capacity, make it a favorite site for community events and performances. The film series of the New York State Writer's Institute is presented primarily at Page Hall. 

The Performing Arts Center staff offers full services including personnel, equipment and furnishings for its scheduled events.  On-campus clients call the PAC Office to schedule events no later than two weeks before their requested date but, because space does fill up quickly, more advance notice is highly suggested. The PAC staff evaluates the clients’ initial needs, determines availability and prepares an estimate of costs for the client to review.  Once confirmed, the PAC staff fully discusses the events with the clients, arranges for setup of equipment and furnishings and helps run the scheduled activities to their successful completion.

Lastly, the PAC staff plans a professional performance series each season with touring artists and companies.  These performances are often part of a residency so that the artists are on campus for an extended period of time offering special lectures, workshops and demonstrations to the University community.  The PAC seeks opportunities to collaborate with a wide variety of academic partners and recent residencies/performances have been offered in conjunction with the Departments of Art, Music, Theatre and East Asian Studies and with the School of Criminal Justice, New York State Writers Institute, Office of International Education, Summer Sessions, Office of Student Success and The Center for Humanities, Arts And Technoscience.  These University entities have used the PAC professional series to enhance their academic programming, supplement the educational learning of students, act as a teaching tool for faculty/staff and allow their students and faculty access to professional artists for an extended period of time in a very accessible fashion.  

The PAC’s Main office phone number is 442-3995. More information can also be obtained on its web site: www.albany.edu/pac .

Psychological Services Center

 XE "Psychological Services Center" The Psychological Services Center was established in 1979 as a center for training and research for the Clinical and Counseling Psychology Doctoral Programs of the University at Albany.  Open to people who live in the Capital District, the Center offers a wide range of psychological services to both children and adults.  The Center is staffed by a full-time director and part-time faculty and doctoral students from the Clinical and Counseling Psychology Doctoral Programs.  

The Psychological Services Center is located at 299 Washington Avenue
Albany, NY 12206.  The Center is open Monday through Thursday, 9:00 a.m. to 8:00 p.m.  For more information call 442-4900.

Career Services Unit

The Career Services Unit of the Psychological Services Center provides a variety of services related to all aspects of career and life planning.  The Career Services Unit is located with the Psychological Services Center in Husted Hall.  Operating hours are the same as the Psychological Services Center.  For more information call 442-4900.

Religious Studies Program

 XE "Religious Studies program" The Religious Studies Program is an interdisciplinary program reflecting a wide variety of academic interests and disciplines. Its purpose as a program is to produce a formal structure for the study of the religions of humankind.

"Religion" is that which is to be studied; "religious studies" is the composite program or the official title for the formal structure produced for the study of religion. Religious belief will not be necessary to take courses or to participate in the program.

Religion, one of the most basic of human concerns, has occupied a leading place in the thought and activities of all peoples from the earliest civilizations (as shown by archaeology), through early literate societies, (as seen in their religious texts), to the present, where religious beliefs, and their consequences continue to shape the daily news.

Contact the Art Department for more information about this program.

University in the High School Program

 XE "University: in the High School program" The University in the High School Program, under the direction and sponsorship of the College of Arts and Sciences, is a partnership program between the University at Albany and participating secondary schools throughout New York State.

The University in the High School (UHS) Program at the University at Albany was established in 1983.  Originally designed as an innovative way to provide local high school students with the opportunity to earn University at Albany credit for advanced study in the foreign languages, the Program has since expanded to include course offerings in 24 academic disciplines.   These disciplines include Art, Accounting, Biology, Chemistry, Classics, Computer Science, Criminal Justice, Atmospheric and Environmental Sciences, East Asian Studies, Economics, English, History, Judaic Studies, Latin, Mathematics and Statistics, Music, Physics, Languages, Literatures and Cultures. UHS course offerings include Intermediate Levels I and II in French, Italian, Russian, and Spanish.

Creatively constructed as a challenging academic initiative for students in Capital District area high schools, the University in the High School Program has grown to include students in more than 300 high schools from 44 counties throughout New York State.  The number of student registrations for the academic year now exceeds 10,000.

Through the University in the High School Program, students can earn University at Albany credit while still in high school.   These credits form the basis of a permanent post-secondary academic record that can be transferred to many colleges and universities throughout the country, and they can be applied, with a grade of C or higher, to the credit requirements for an undergraduate degree.

UHS courses also provide students with the academic challenges of college-level curricula.  As a “bridging” experience to college, these courses can help students begin to develop the skills and perspectives necessary for academic success in higher education.  Students registered for UHS courses are entitled to University ID cards that allow them onsite use of University library resources, campus recreational facilities, and student admission to sporting, cultural, and other sponsored events.

The UHS Program is located in the Biology Building Room 001, (518-442-4148
). Additional information is available on the UHS website: www.albany.edu/uhsp/ .

Writing Center

 XE "Writing Center" The Writing Center consists of trained graduate and  undergraduate tutors who help students develop as writers.  Writers can focus tutorials on their concerns about writing or their writing process, or they can discuss particular writing tasks, including class assignments , resumes, cover letters, master's theses, dissertations, professional articles, personal writing, fiction and poetry,  

Tutors provide feedback and guidance, and will work with writing at various stages, from discussing ideas and drafts, through revision to presentation.  

The Writing Center is located in Humanities, Room 140.  For more information, visit the Writing Center’s website at www.albany.edu/writing.  For an appointment, students may call 442-4061.  The Writing Center is not open during the summer months.

The RNA Institute

 XE "The RNA Institute" The RNA Institute, comprising more than 35 corporate, government, and university research entities, serves as a sustainable resource for the research and discovery of medical interventions and diagnostics aimed at treating a range of diseases -- from breast cancer to drug-resistant bacterial (MRSA) and viral infections, drug-resistant TB and HIV, depression, and neurodegenerative and neuromuscular disorders such as ALS and neurofibromatosis.  

Research at the Institute will focus on ribonucleic acid, or RNA, a powerful molecule that can turn genes "on and off." The power and promise of RNA has in recent years been recognized by the scientific community, with three Nobel Prizes for discoveries in RNA biology going to eight researchers in the past four years. Two 2009 Nobel Laureates are collaborators of Dr. Paul Agris, director of The RNA Institute, and one provides strategic guidance by serving on the Institute's external Scientific Advisory Board.  

Department Chair Performance Program

Overview

The Department Chair serves as the Chief Administrative and Academic Officer for his/her academic unit.  The Chair will have overall responsibility for the day-to-day operations of the department as well as the long-range strategic planning activities related to the instructional program and the deployment of departmental resources.  This will include academic administration, personnel and budget management as well as summer departmental oversight.  In addition, the Department Chair will serve as the liaison with the College Office regarding departmental research-related activities, enrollment management and facilities management.  

The Department Chair will report directly to the Dean of the College and will have overall supervisory responsibility for departmental faculty and staff.  The Department Chair will attend Council of Chairs meetings as scheduled throughout the academic year.

General Departmental Administration and Leadership

A.
Conduct regular departmental meetings

B.
Communicate College and University goals and objectives to departmental faculty and staff

C.
Communicate departmental needs and concerns to the Dean’s Office

D.
Provide for departmental strategic planning and track departmental progress against university and college goals

E.
Communicate policy changes to faculty and staff

F.
Solicit feedback from faculty and staff regarding policy development as requested

G.
Communicate and reinforce internal control policies and procedures

Academic Administration

A.
Provide for the departmental schedule of classes

--ensure the timely submission of the schedule

--communicate course/instructor changes

--oversee the deployment of instructional resources

-identify part-time instructor needs

B.
Oversee curricular review, revisions and updates

C.
Assist with student recruitment

--participate in open houses as requested

--identify faculty representation for open houses and other university recruitment activities

D. Monitor undergraduate and graduate programs

--meet with undergraduate and graduate director on a regular basis

--identify and appoint undergraduate and graduate director as required

E.
Assist with and monitor departmental advisement activities

--advise and counsel students

--provide for summer advisement activities

F.
Manage student grievances and complaints

--consult with faculty on grade grievances

--meet with students regarding grade grievances or other concerns

--work with CAS Associate Dean to resolve grievances

G.
Supervise program assessment activities

--oversee preparation for program reviews

--identify and meet with external reviewers

--provide for data to be used in program assessment activities 

--prepare departmental response

--assist with the preparation of follow up MOU’s and the like

H.
Monitor enrollment and student demand

--assist with developing undergraduate and graduate student enrollment targets on an annual basis

--review enrollments to assess course offering needs each semester 

I.
Oversee the assignment of graduate assistantships and tuition scholarships

J.
Hire, supervise and evaluate part-time faculty in accordance with University policies and procedures

Personnel Administration

A.
Supervise departmental support and professional staff

--prepare performance programs on an annual basis

--conduct performance evaluations on an annual basis

--approve sick and vacation leave

--verify leave reporting on a monthly basis for professional staff

--approve/sign timesheets for classified staff monthly

--identify professional development activities for staff as necessary

B.
Oversee faculty workload

--assign faculty to courses and class times using university and college workload policies

--collect and review faculty activity reports on an annual basis

--monitor faculty service activities and assign departmental, college and university service as appropriate

--monitor faculty research activities and enforce departmental standards for scholarly activity

--adjust course load as appropriate

C.
Conduct faculty term renewal process

--utilize departmental, college and university procedures to conduct the review process

--write Department Chair letter

D.
Oversee tenure and promotion 

--meet bi-annually with junior faculty to discuss progress

--write Department Chair letter

E.
Manage sabbatical and other leave requests

--develop sabbatical/leave plan

--review all requests and approve or disapprove each request

--provide Chair letter of support for requests

--analyze and develop course coverage needs based on requests

F.
Oversee departmental discretionary salary increase process

--develop and implement departmental criteria/standards

--review FARs

--review departmental salary file for salary compression concerns

--make final recommendations

G.
Work with the Dean’s Office to address faculty and staff performance/disciplinary concerns

Faculty Recruitment

A.
Develop and update hiring plan on an annual basis

B.
Prepare annual recruitment request to include areas of instructional, research and program needs, anticipated salary and start up requirements

C.
Appoint search committee and designate staff support

D.
Promote Affirmative Action and diversity interests

E.
Provide final hiring recommendation to the Dean

F.
Negotiate final offer with candidate

G.
Identify mentors for new faculty

Research Related Responsibilities

A.
Encourage faculty research and other scholarly activities
B.
Manage Indirect Cost Recovery funds, including the development and implementation of policies for distributing and using these funds

C.
Communicate research-related needs to the Dean’s office including request for bridge funding, equipment needs, etc.

D.
Be familiar with College and University programs that support research activities

E.
Review all grant proposal submissions and serve as the departmental approver for COEUS 

Financial Management

A.
Oversee the development of departmental spending plans including State, IFR, Research Foundation Incentive Funds and U/A Foundation Funds

B.
Review and approve expenditures

C.
Participate in the budget development process on an annual basis

D.
Serve as signatory on all departmental accounts

Facilities Management

A.
Allocate departmental space

B.
When there are new or additional space needs, work with the Dean’s Office to determine whether the needs can be accommodated within current allocations, or if the department should be submitting a formal request for additional space  

C.
Develop a departmental plan for meeting furniture and office equipment needs.  Communicate needs, which cannot be met within the current departmental allocation, to the Dean’s office

D.
Communicate classroom facilities problems and equipment issues for instructional spaces to the Dean’s Office

E.
Oversee departmental safety policies and procedures, including key distribution and SUNYCARD Access requests

Development/Fund-Raising Activities

A.
Participate in donor stewardship and cultivation

B.
Participate in fund-raising activities on and off campus

C.
Oversee departmental acknowledgement of gifts

D. Assist with the development of departmental fund-raising priorities and programs

Summer Session Administration

A.
Oversee the departmental summer program

B.
Supervise staff

C.
Provide for new student advisement

D.
Ensure proper and timely preparation for the arrival of new faculty 

Miscellaneous

A. Attend regularly scheduled Council of Chair meetings

B.
Review departmental bylaws and other policies and procedures on a regular basis 

C.
Utilize computer-based management tools such as PeopleSoft, All Funds, BRIO, COEUS, etc. 

D.
Ensure that the departmental website content is current and compliant with University standards

E.
Designate an Acting Chair when out of town or unavailable for extended periods of time

F.
Teach one course per semester

G.
Attend the CAS annual Department Chair Retreat

H.
Attend annual CAS new hire reception

Supervisory Relationships

The Department Chair will report directly to the Dean.  The Chair will work closely with and receive direction from the Associate and Assistant Deans in the execution of their administrative responsibilities. The Chair will directly supervise the departmental Assistant to the Chair or lead secretary.

Evaluative Criteria

The Dean will be responsible for an annual evaluation of the Department Chair and may solicit input from decanal staff and/or departmental faculty and staff. 

A.
Overall effectiveness in performing Department Chair responsibilities

--accuracy and timely submission of required paperwork

--timely and open communication with the Dean’s Office

--timely and open communication with departmental faculty and staff

--efficient use of departmental financial resources

--participation in Council of Chair meetings

B.
Effectiveness in implementing departmental strategic plan, goals, bylaws, etc.

C.
Understanding of departmental needs and effectiveness in communicating concerns and needs to the Dean’s Office

D.
Effectiveness in supervising departmental staff

Council of Chairs Meetings

 XE "council of chairs meetings" Approximately twice a month during the academic year Department Chairs meet as a group with the Dean of the College.  Participants include all department chairs, the professional staff of the College Office, a representative of the College teaching faculty and a representative of the College professional staff.

A schedule of meetings is provided at the beginning of each academic year and is also available at the College website.  Department Chairs are expected to attend these meetings, and, therefore, should check this schedule and keep these times free for these meetings.

Chair meetings are a forum to discuss new initiatives, upcoming processes and any current concerns.  Where appropriate, representatives from other campus offices are invited to speak with the group.  

Summer Administration

A portion of the Department Chair stipend is for summer departmental administration and supervision.  As such, it is expected that Chairs are available to address any academic or managerial concerns or problems that occur during the summer.  The Department Chair should designate an “Acting Chair” for any extended period of vacation during the summer months.  The College Office must be notified of any changes in Chair leadership over the summer months.

Departmental Bylaws 

 XE "bylaws, departmental"  XE "departmental bylaws" Each department is expected to have departmental bylaws on record with the College Office.  Refer to Appendix N.

Program Review and Assessment

 XE "Program Review and Assessment" Each academic program develops a self-study and undergoes an external review process on a seven-year cycle.  In addition to other important criteria - program review self-study documents describe past, current, and future assessment plans.  Programs are required to report annually on the results of student learning outcomes assessment activities.  The chair is responsible for overseeing the program review process, assuring that the assessment plan is carried out and that the annual report is submitted, and liaising with the Office of Institutional Research, Planning, and Effectiveness. Some departments have elected to name an assessment liaison to take on these duties for the department.  More information on assessment at the University at Albany can be found at http://www.albany.edu/assessment/index.html.
SECTION IV: POLICIES AND PROCEDURES

STUDENT ACADEMIC GRIEVANCE PROCEDURES (CAS)

The following procedure has been established for undergraduate and graduate students who seek adjudication of an academic grievance claim against faculty members or instructors in the College of Arts and Sciences. Such grievances may concern grades assigned or penalties imposed for alleged academic infractions.  

With respect to the appeal of grades the University Policy adopted by Senate Legislation states:  It is expected that the grounds upon which an academic grievance may be based should be clearly identified.  Such grounds may include variance from University grading standards/policies, grade calculation inconsistencies with that announced in published course syllabi, procedural abnormalities, or other factors that are alleged to have denied the student a fair evaluation.  It is not expected that grievances will propose that the professional obligation of faculty to fairly evaluate academic material within their field of expertise will be supplanted by alternate means without procedural cause.

Step 1:

A student who seeks to dispute a grade or evaluation or seeks to appeal a penalty that has been imposed by a faculty member for academic dishonesty or alleged academic infractions must initially pursue the matter directly with the faculty member involved.  If not satisfactorily resolved directly with the faculty member, a written grievance may be filed with the program director/department Chairperson.  In the event that the grievance directly involves the program director or department Chairperson, the Dean of the College of Arts and Sciences will appoint a designee from the department in question to serve in his or her place.

The program director/department Chairperson should consult with the faculty member in question and request a written response to the grievance from the faculty member.  The program director/department chairperson should then provide a copy of the faculty member’s response along with his or her own recommendations to the student.

Step 2:

If the student is not satisfied with the efforts made in Step I to achieve a resolution of the grievance, she/he may then submit a brief request to the College of Arts and Sciences’ Academic Programs Committee, via the Deans’ Office, to consider the grievance.  This request must be filed within one year from the end of the semester during which the incident occurred. The Academic Programs Committee will convene an Ad Hoc Grievance Committee according to its bylaws to review the grievance.  All of the documents gathered from Step 1 should be attached to this request in their original form (i.e., student’s statement of grievance, faculty member’s response, department Chairperson’s response, course syllabus, and any additional supporting documents.). The Ad Hoc Grievance Committee will not review the case until all documents are present.

Step 3:

Upon receiving a completed petition for its review of the grievance claim, the Ad Hoc Grievance Committee will first determine by majority vote whether that petition provides adequate grounds for its action.  If the Committee agrees to consider the grievance, it is to make every effort to conduct as thorough an investigation as the case warrants as it arrives at a statement of findings.  The Ad Hoc Grievance Committee shall prepare and send a written statement of its findings, together with its recommendation of resolution to: (1) the petitioner(s), (2) the respondent(s), (3) the Chairperson of the respondent(s), and (4) the Dean of the College of Arts and Sciences.

Students should realize that the function of the Ad Hoc Grievance Committee is advisory.  The Committee can find in favor of or against the student’s grievance and it can recommend remedies to the appropriate person(s).  It does not have the power to enforce any of its findings.

Whenever the findings of the Ad Hoc Grievance Committee fail to support the grievance claim, or the recommendation of the Ad hoc Committee is not accepted by the instructor, the petitioner may petition the Committee on Academic Standing of the Undergraduate Academic Council via the Office of the Dean for Undergraduate Studies or the Graduate Academic Council via the Office of the Dean for Graduate Studies, as appropriate, to consider the grievance.  The decision of the Academic Standing Committee of the Undergraduate or Graduate Academic Council is final (as per approved Senate Bill No. 0203-10).

PENALTIES AND PROCEDURES FOR VIOLATIONS OF ACADEMIC INTEGRITY (CAS)

The University at Albany expects all members of its community to conduct themselves in a matter befitting this tradition of honor and integrity.  They are expected to assist the University by reporting suspected violations of academic integrity to appropriate faculty and/or administration offices.  Behavior that is detrimental to the University’s role as an educational institution is unacceptable and requires attention by all citizens of its community.

These guidelines, designed especially for students, define a context of values within which individual and institutional decisions on academic integrity can be made.  It is every student’s responsibility to become familiar with the standards of the academic integrity at the University.  Claims of ignorance, of unintentional error, or of academic or personal pressures are not sufficient reasons for violations of academic integrity.

Penalties and Procedures for Violations of Academic Integrity

The Dean of the College of Arts and Sciences encourages faculty and instructors to uphold highest standards of academic integrity and to respond to violations in a manner consistent with institutional policy (see Undergraduate Bulletin).

Examples of Violations of Academic Integrity include but are not limited to: plagiarism, cheating on examinations, multiple submissions of the same work, forgery, sabotage of another’s work, unauthorized collaboration, falsification, bribery, and theft, damage, or misuses of library or computer resources.

When there is evidence that a student has violated academic integrity, University policy permits the responsible faculty member or instructor to inform the student and impose an appropriate sanction (see Student Handbook). The College of Arts and Sciences strongly recommends that all faculty members who encounter a violation of academic integrity report the incident directly to the Associate Dean, Academic.  The Associate Dean of the College is available to assist with these procedures, provide guidance with appropriate actions or penalties, and ensure consistency of response throughout the College. 

Faculty/instructor responses to violations of academic integrity may include one or a combination of the following: warning without further penalty; requiring rewriting of a paper containing plagiarized material; lowering the grade of a paper or project by one full grade or more; assigning a failing grade on a paper containing plagiarized material; assigning a failing grade on any examination in which cheating occurred; lowering a course grade by one full grade or more; giving a failing grade in a course.

All penalties imposed by a faculty member in response to a violation of academic dishonesty must be reported in writing to the Office of Undergraduate or Graduate Studies, as appropriate, along with a brief description of the incident.  A copy of the report must be given to the student and to the Dean of the College of Arts and Sciences.

If a faculty member imposes a penalty in the course as a possible result of academic dishonesty, the student receiving the penalty may choose to contest this decision by following the Student Academic Grievance Procedures as outlined within the College of Arts and Sciences.

Alternatively, any faculty member may also choose to refer a case to the University Judicial System, especially when it involves a particularly serious violation of academic integrity. After considering the case under the procedures provided by the University, the appropriate University judicial body will recommend the disposition of the case which can include any of the above penalties as well as disciplinary probation, suspension, or expulsion from the University. Multiple offenses must always be referred to the University Judicial System. 

Records of any actions concerning violations of academic integrity will be maintained for the duration of a student’s enrollment at the University. Upon graduation or separation of the student from the University, these confidential reports will be destroyed.

Note: For further information, refer to Student Academic Grievance Procedures

The following is a list of the types of behaviors that are defined as examples of academic dishonesty and are therefore unacceptable. Attempts to commit such acts also fall under the term academic dishonesty and are subject to penalty. No set of guidelines can, of course, define all possible types or degrees of academic dishonesty; thus, the following descriptions should be understood as examples of infractions rather than an exhaustive list. Individual faculty members and the judicial boards of the University will continue to judge each case according to its particular merit.

Plagiarism

Presenting as one’s own work the work of another person (for example, the words, ideas, information, data, evidence, organizing principles, or style of presentation of someone else). Plagiarism includes paraphrasing or summarizing without acknowledgment, submission of another student’s work as one’s own, the purchase of prepared research or completed papers or projects, and the unacknowledged use of research sources gathered by someone else. Failure to indicate accurately the extent and precise nature of one’s reliance on other sources is also a form of plagiarism. The student is responsible for understanding the legitimate use of sources, the appropriate ways of acknowledging academic, scholarly, or creative indebtedness, and the consequences for violating University regulations. 

Examples of Plagiarism Include: failure to acknowledge the source(s) of even a few phrases, sentences, or paragraphs; failure to acknowledge a quotation or paraphrase of paragraph-length sections of a paper; failure to acknowledge the source(s) of a major idea or the source(s) for an ordering principle central to the paper’s or project’s structure; failure to acknowledge the source (quoted, paraphrased, or summarized) of major sections or passages in the paper or project; the unacknowledged use of several major ideas or extensive reliance on another person’s data, evidence, or critical method; submitting as one’s own work, work borrowed, stolen, or purchased from someone else.

Cheating on Examinations

Giving or receiving unauthorized help before, during, or after an examination. Examples of unauthorized help include collaboration of any sort during an examination (unless specifically approved by the instructor); collaboration before an examination (when such collaboration is specifically forbidden by the instructor); the use of notes, books, or other aids during an examination (unless permitted by the instructor); arranging for another person to take an examination in one’s place; looking upon someone else’s examination during the examination period; intentionally allowing another student to look upon one’s exam; the unauthorized discussing of test items during the examination period; and the passing of any examination information to students who have not yet taken the examination. There can be no conversation while an examination is in progress unless specifically authorized by the instructor.

Multiple Submission

Submitting substantial portions of the same work for credit more than once, without the prior explicit consent of the instructor(s) to whom the material is being (or has in the past been) submitted.

Forgery

Imitating another person’s signature on academic or other official documents (e.g., the signing of an adviser’s name to an academic advising form).

Sabotage

Destroying, damaging, or stealing of another’s work or working materials (including lab experiments, computer programs, term papers, or projects).

Unauthorized Collaboration 

Collaborating on projects, papers, or other academic exercises which is regarded as inappropriate by the instructor(s). Although the usual faculty assumption is that work submitted for credit is entirely one’s own, standards on appropriate and inappropriate collaboration vary widely among individual faculty and the different disciplines. Students who want to confer or collaborate with one another on work receiving academic credit should make certain of the instructor’s expectations and standards.

Falsification

Misrepresenting material or fabricating information in an academic exercise or assignment (for example, the false or misleading citation of sources, the falsification of experimental or computer data, etc.).

Bribery

Offering or giving any article of value or service to an instructor in an attempt to receive a grade or other benefits not legitimately earned or not available to other students in the class.

Theft, Damage, or Misuse of Library or Computer Resources

Removing uncharged library materials from the library, defacing or damaging library materials, intentionally displacing or hoarding materials within the library for one’s unauthorized private use, or other abuse of reserve-book privileges. Or, without authorization, using the University’s or another person’s computer accounts, codes, passwords, or facilities; damaging computer equipment; or interfering with the operation of the computing system of the University. The Computing Center has established specific rules governing the use of computing facilities. These rules are available at the Center and it is every student’s responsibility to become familiar with them. 

Guidelines on the Release of Student Information

 XE "release of student information"  XE "student information” 

 XE "FERPA” 

 XE "family educational rights and privacy act” 
It is the responsibility of each person accountable for a record to ensure its security by the manner in which the file or information is generated, maintained, stored and, if necessary, transported.  This applies to those responsible for  traditional file folders, computer files, computer reports, section lists, grade lists and copies of academic records (transcripts).

For information and assistance on the retention and destruction of such documents, contact the Associate Director for Records, Office of Records and Registration, Registrar’s Office.

Notification of Rights under FERPA

The Family Educational Rights and Privacy Act (FERPA) affords students certain rights with respect to their education records. These rights are:

The right to inspect and review the student's education records within 45 days of the day the University receives a request for access. Students should submit to the registrar, dean, or head of the academic department [or appropriate official] written requests that identify the record(s) they wish to inspect. The University official will make arrangements for access and notify the student of the time and place where the records may be inspected. If the records are not maintained by the University official to whom the request was submitted, that official shall advise the student of the correct official to whom the request should be addressed.

The right to request the amendment of the student's education records that the student believes is inaccurate or misleading. Students may ask the University to amend a record that they believe is inaccurate or misleading. They should write the University official responsible for the record, clearly identify the part of the record they want changed, and specify why it is inaccurate or misleading. If the University decides not to amend the record as requested by the student, the University will notify the student of the decision and advise the student of his or her right to a hearing regarding the request for amendment. Additional information regarding the hearing procedures will be provided to the student when notified of the right to a hearing.

The right to consent to disclosures of personally identifiable information contained in the student's education records, except to the extent that FERPA authorizes disclosure without consent. One exception, which permits disclosure without consent, is disclosure to school officials with legitimate educational interests. A school official is defined as a person employed by the University in an administrative, supervisory, academic, or support staff position (including law enforcement unit and health staff); a person or company with whom the University has contracted (such as an attorney, auditor, or collection agent); a person serving on the Board of Trustees; or assisting another school official in performing his or her tasks. A school official has a legitimate educational interest if the official needs to review an education record in order to fulfill his or her professional responsibility.

Upon request, the University discloses education records without consent to officials of another school in which a student seeks or intends to enroll. 

The right to file a complaint with the U.S. Department of Education concerning alleged failures by the University to comply with the requirements of FERPA. The name and address of the Office that administers FERPA is

Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue SW 
Washington, DC 20202-4605. 

Release of Student Information by the Registrar

The following is the policy of control of student academic information to be  released by the Office of the Registrar: 

Only the following information may be released to any outside source not officially connected to the State University of New York or one of its agents: (a) Any information listed as "directory information" by the University, (b) Dates of attendance and (c) If the student received a degree, and if so, which degree.

Any office of the State University of New York or its agent may have released to it any information kept on a student on a “need-to-know” basis 

No further information will be released without the written consent of the student. Absolutely no transcript of students’ records will be released outside the University without their signed authorization. 

Official Notifications to Students

Official University notifications to students are sent to their permanent addresses on file with the Registrar. Students are responsible for insuring that their permanent addresses are kept up-to-date by reviewing and changing as appropriate their address information on MyUAlbany. 

SCHEDULING CLASSES 

 XE "classes: scheduling"  XE "scheduling classes" The Registrar's Office, located in the Campus Center CC-B25 (442-5530), manages the process by which:  (1) Courses, classrooms, academic space, and final examinations are scheduled; (2) Grades are recorded;  (3) Students are registered and enrolled and (4) Degrees are cleared, and diplomas are prepared. 

All questions concerning scheduling of classes should be referred to the Scheduling Office (442-5546).

The Registrar publishes a Schedule of Classes and a Supplemental Schedule each semester.  Once the supplemental schedule is published, it is University policy that no further scheduling can be made, except for minor room changes.  (Even minor room changes must be reported to the Scheduling Office.)

Department Chairs are expected to set “patterns” in order to avoid student/course-schedule conflicts within a department or school or within the University.  These “patterns” also allow efficient use of academic classroom space, thus enabling the University to make maximum use of its academic facilities.  The objectives of scheduling classes according to set “patterns” or “time-zones” as outlined by the University Senate is to:  (1) Maximize choice of course availability for the student, (2) Provide fair and considerate teaching schedule for individual faculty members including sufficient uninterrupted time blocks and (3) Make economic use of facilities.

Distribution through the week
 XE "scheduling classes: distributing through the week" Each academic unit is expected to schedule approximately 20% of the total scheduled class offerings each day of the week.

Classes are scheduled according to set “time-zone patterns” in order to avoid student/course-schedule conflicts within a department, school and university-wide basis.  These “time-zone patterns” allow greater academic space utilization, thus enabling the university to make maximum use of its academic facilities.  The objectives of scheduling classes according to set “patterns” or “Time-Zones” as outlined by the University Senate are:  (1) Maximize choice of course availability for the student; (2) Provide fair and considerate teaching schedule for individual faculty members including sufficient uninterrupted time blocks and (3) Make economic use of facilities.

Sample Syllabus

Refer to Appendix J

Information Required on all General Education Syllabi

Refer to Appendix J and to: http://www.albany.edu/gened/syllabi.shtml .  
Final Exams

 XE "scheduling: final exams" 

 XE "final exams: scheduling" All final exams must be administered during the scheduled final exam time. The College must approve any exceptions. This is a campus-wide policy established to accommodate a large number of students and activities. When complaints are received from students about rescheduled exams, the University will support the student.

Faculty Eligibility to Teach Graduate Courses

 XE "faculty eligibility" 

 XE "graduate courses" (Former policy required that exceptions to Faculty Eligibility to teach graduate courses be forwarded to the Graduate Academic Council.  Exceptions shall now be at the discretion of the Dean of the College and reported to the Graduate Academic Council.)

Graduate Instruction may only be given by: (1) Faculty members who hold an earned doctorate or the Master of Fine Arts (MFA) or (2) Faculty members who hold the rank of associate professor of higher, or;

Exceptions to allow other faculty to provide graduate instruction shall be considered within each school/college, with action on such requests by the respective school/college dean to be reported (with rationale for decision) to the Graduate Academic Council and Graduate Dean, and (without rationale) to the Registrar.

All requests shall minimally contain the following: (1) instructor’s CV or resume, (2) duration of proposed authorization (not to exceed five years), (3) course syllabus) and (4) support correspondence from Chair or Program Director explaining why the exception is warranted, summarizing qualifications in relation to course content, audience, enrollment and need.

The Graduate Academic Council remains the final authority regarding any exception to graduate instruction policy.

ENROLLMENT AND MANAGEMENT PRINCIPLES AND PROCEDURES

 XE "principles: enrollment management" 

 XE "procedures: enrollment management" 

 XE "enrollment management principles and procedures" The College of Arts and Sciences approves schedules of classes and teaching assignments within standard University policy and practices.  Within the College, principles and procedures are followed to serve students and departments efficiently and productively.  Preference for scheduling should include high-demand courses, courses needed for timely program completion, and courses for new-to-program students.   This weighting will suggest that courses with the least number of enrollments be the first considered for possible deletion from the Schedule of Classes.

Basically, graduate courses with fewer than five students and undergraduate courses with fewer than 10 students will be deleted.   Advance notice that a course appears to be under-enrolled will be provided to departments.  We need to be mindful that the matter of canceling courses is a sensitive one and that affected students will need to have time to drop and add.  The College Office will consult with departments concerning the redeployment of the instructional staff from any such cancelled course.

The following principles are suggested to assist you with your planning efforts.  Where possible stop-points in classes should be increased.   Courses that have persistent low-demand should be offered on a rotating basis, once a year, once every three semesters, and so on.  Stop-points should be controlled so that both incoming freshman and transfer students are assured of registering for courses they need (for transfers, this is both a Fall and Spring concern).  Departments should deploy full-time regular faculty in lower-division courses on a rotational basis to ensure that students have early and frequent contact with tenure-track faculty.  The preceding is especially relevant in the delivery of General Education courses..

Adjuncts, part-time instructors, and teaching assistants should be used to augment/enhance the curriculum, but not be used to deliver the core courses in the major.   In the recruitment of new faculty, departments should seek potential colleagues who are able to contribute to undergraduate instruction, particularly at the lower division.  All courses should be taught by instructors of record.

In the regrettable event that a course needs to be cancelled, the department, as diplomatically as possible, will help students find alternative arrangements, such as: creating independent study, particularly for graduating seniors; obtaining special permission for students to enroll in other, closed courses; seeking out quarter-courses; and, in extreme situations, providing waivers out of a requirement through petition.

Departmental Capacity

Implications for partline support, hiring, and other resources are reflected in many factors: enrollments, number of majors and minors, support for the University’s general Education Program, course/major sequencing, and so on. All fiscal requests will fall under the larger category of strategic planning. As much as feasible and possible, the College will use a consultative process and seek input to inform the decisions it makes. At the same time, the College will also work with departments as matters related to the University and College’s Strategic Plans. 

BUDGET

 XE "budget" The University at Albany uses an all funds approach for managing its financial resources.  Therefore, units are expected to utilize all financial resources in such manner as to maximize the leveraging of their resources.  

Included in departmental financial resources are State Funds, IFR Funds, Research Funds, and University at Albany Foundation Funds.  From an all funds perspective department strive to expend these funds in the most effective and efficient manner or an all funds approach.

In conjunction with the campus budget process, each year the College develops a spending plan.  This spending plan must outline how current resources are deployed, what new resources are required, and how the College will be reallocating existing funds.  The budget plan must be tied to the University and College Strategic Plans.

Each year, all departments also must develop and submit a spending plan to the College Office.

State Funds

 XE "state funds"  Personal Services Regular (PSR) - These funds are used to pay the salaries of fulltime faculty, professional staff, and classified staff.

Temporary Services - These funds are used to pay temporary staff including students, graduate assistants, or other part-time staff.

Other than Personal Services (OTPS) - OTPS includes dollars for general Supplies and Expenses (S&E), Equipment, Recharges, and Telephones.  Basically, these funds are used to support the daily operations of a department or unit.

Income Fund Reimbursable (IFR)

 XE "income fund reimbursable (IFR)" IFR accounts are generally used to support specific programmatic initiatives such as research projects, collaborative efforts with other New State agencies and grant administration within individual departments.  Income Fund Reimbursable accounts serve as depositories for income and in turn are used to fund expenses specifically related to that particular account.  Note that these funds are not interchangeable with State Funds. To establish an account complete an account application form available through the Comptroller’s Office.

Research Foundation

 XE "funds: Research Foundation" 

 XE "Research Foundation: funds" In general these accounts are directly associated with particular grants.  These funds are used to support faculty research and are used to pay employees and purchase equipment and supplies.  These dollars are also used to encourage additional research initiatives.  

University at Albany Foundation

 XE "funds: University at Albany Foundation"  XE "University at Albany Foundation funds" These funds are used to support research initiatives, conference participation, scholarships, and College programs that otherwise cannot be supported by State dollars.  Additionally, these funds are used to help cultivate donors and gifts.

Important Deadlines

There are many important deadlines for the expenditure throughout the year and departments should consult with Purchasing and Accounting.at http://www.albany.edu/accounting/ and http://www.albany.edu/purchasing/
Signatories

 XE "signatories" It is important to notify the Accounting Office of any changes in authorized account signatories.  This is especially critical as Department Chairs change or as other staffing changes occur within a department.

Temporary Service Budget

 XE "temporary service budget" Vice Presidents through the Deans/Provost of the Schools and Colleges make State Temporary Service Allocations to departments.  State allocations represent absolute expenditure ceilings, which cannot be exceeded.

Temporary service is appropriate for instructional staff for such uses as Summer Sessions, honoraria to non-state employees, leave replacements, extra service, and to meet peak workload and short-term needs.  The latter category would include additional staff employed for short periods of time not to exceed six months paid on an hourly, per diem, or bi-weekly basis.  Full-time or part-time continuing staff should not be hired from Temporary Service funds.  Departments receive their State allocation shortly after the State budget has been approved.

Supplies and Expense (S&E)

 XE "supplies and expense (S&E)" Departments may request transfers within S&E categories or between S&E and equipment throughout the fiscal year.  Transfers between T/S and other categories can be accomplished by submitting an allocation transfer form.  Allocation Transfers forms should be forwarded to the Accounting Office, Room 203, Management Services Center, after appropriate approvals.  All reasonable requests for transfers will be honored.

Recharges
 XE "recharges" Because of the nature of the recharge operations, it is necessary for the charges to be levied in the month following the month in which the service is provided.  As a result, charges for a particular fiscal year will cover the twelve months usage between May 16-May 15.

Telephone and Data Services

The Telecommunications Office provides University at Albany telephone and data connectivity services.  Departments should be utilizing the data reports on telephone expenditures to verify business related telephone calls and to monitor expenses in this category. For more information, please reference http://www.albany.edu/its/its_groups_telecommunications.htm
Mail Servicesr

 XE "mail & messenger" The Mail Services Department is a unit of Institutional Services at the University at Albany. Mail Services is located in the basement of the Business Administration Building, room B4.  http://www.albany.edu/mailservice/index.html
Printing (Rapid Copy)

 XE "copying: rapid" 

 XE "rapid copy" Allocation in this recharge area is equal either to the distribution provided in the Planning/Budgeting process, provided by the Dean/Provost, or is equal to prior year initial allocation. 

Travel
 XE "travel" The Accounting Office monitors campus travel based on the University Financial Procedures Manual guidelines. When the travel is completed, a travel voucher (see Appendix D, Travel Voucher) with appropriate attachments and original receipts should be submitted to the Accounting Office. Travel request forms are no longer used.
State policy requires that out-of-state travel be reimbursed only if:  (1) The travel is necessary for the person to perform the primary function of their job,  (2) Failure to travel would result in a loss of income to the State, or (3) The travel is necessary to fulfill the terms of a grant or contract.  

The Campus Travel Advance can be used when it is necessary to cover out-of-pocket reimbursable expenses while traveling on official business.  The advance can be used whether the person is to be paid from State, IFR, or research funds.  Office of the State Comptroller rules and regulations cite that only university employees may be issued an advance for approved trips of at least one day including an overnight lodging.  Advances must be requested two weeks in advance. Minimum and maximum cash advances are $19 and $400 respectively. 

A Business Travel Account (BTA) was created to accumulate all State Purpose airline charges on a monthly basis. Campus departments will initiate airline/train reservations by stating to the travel contractor that the charge goes on the “BTA State Funds Account” and include the ‘departments’ account number. 

Information about State Contracted Travel Agencies (CTA) is located at:  http://www.albany.edu/accounting/state_contracted_agencies.html 
*If a traveler does not charge their air or train fare to the CTA with one of the state contracted agents, the traveler cannot be reimbursed.

**We encourage all travelers to accept e-tickets, e-invoices, and e-itineraries when available.

Only state contracted travel agencies may be used for State Funded travel. (Research travel is not required to be booked through these contractors.) Further guidelines can be found at:

http://www.albany.edu/accounting/general_travel_procedures.html
Relocation Expenses

 XE "expenses: relocation" 

 XE "relocation expenses" Commitments for reimbursement can be made only upon prior written approval by the appropriate Vice President. Maximum reimbursement for in-state relocation applies.  The College typically provides relocation costs as part of the new faculty employment agreement. Reimbursement for professional employees is limited and must be approved by the College Office.  State regulations prohibit payments to common carriers on behalf of employees. The current reimbursement maximum is $3000.

Reimbursement guidelines for Management Confidential employees vary from those for other bargaining unit employees.  Inquiries on reimbursement rates, procedures, and policies should be directed to the Accounting Office (442-3195).

Equipment
 XE "equipment" All managers should begin to identify equipment needs as early in the fiscal year as possible.

Prompt Payment

 XE "accounting: prompt payment" 

 XE "prompt payment" Legislation enacted in 1984 requires State agencies to pay bills within a specified period of time.  The legislation applies to supply and expense, equipment, and persons hired as consultants or through the honorarium mechanism.  If the allotted time is exceeded, a late charge of approximately 1% per month will be assessed the department that ordered the goods or services.

To avoid late payment assessments the following procedures are followed.

Based on the department’s signature on delivery documents, the Accounting Office will proceed with payment unless notified otherwise by the department within 10 days of the receipt of goods.  Such notice must be in writing, dated, and explain the reason for delaying or refusing payment.

When items are received directly from vendors without use of the loading dock, payment will not be made except upon notice from the department that the goods were received.  An AP102 should be completed, preferably on the Internet, by the department to indicate that the item (or items) was received as well as to indicate if the delivery was complete or not.  The completed AP-102 should be forwarded to the Accounting Office along with any invoices or bills. To avoid a late charge in this circumstance, it is imperative that the receiving/acceptance information be submitted to the Accounting Office as quickly as possible.  If there is a defect in the items received, prompt payment legislation requires timely notification be made to the vendor to avoid the late payment assessments.

When the Accounting Office has received an invoice from a vendor, notice of delivery has normally already been received from the department.  If notification of receipt has not been received from the department, a memo will be sent to the department for additional information.  If this information is not received, the appropriate Dean will be contacted.  This procedure is necessary to avoid incurring late payment charges.

All Funds Procedures

The University utilizes a campus developed web-based accounting system to manage State, IFR and Albany Foundation accounts.  This system is particular useful for tracking expenditures and reconciling accounts.  Faculty and staff requiring access to the All Funds Accounting System should complete the Employee Access and Compliance Agreement at:

http://www.albany.edu/cas/nav_cas_information_for_faculty_and_staff.shtml
Cost and Charging Analyses

 XE "accounting: cost and charging analyses" 

 XE "cost and charging analyses" The University Accounting Office conducts pricing analyses for campus recharge and chargeback operations.  It is possible that these rates will need to be increased during the fiscal year resulting in increased recharge and/or chargeback costs to departments.  Department managers should be attentive to rate increases which may occur in these areas.

Purchasing
The SUNY flexibility legislation, effective April 1, 1986, has substantially streamlined the process of acquiring goods and services, and has truly given the University greater flexibility to meet its needs.  It has not, however, relieved the campus of its responsibilities to ensure ethical and efficient practice in its purchasing and contractual affairs.

For example, with respect to contracts, prior approval by State agencies external to the campus is no longer required except for contracts exceeding the following dollar limits: 

	Contract
	Dollar Limit

	Consultant
	$50,000

	Printing
	$5,000

	Others
	$20,000


In the purchasing of materials, the campus is required to ensure fair and open bidding within established guidelines, but it is otherwise free to purchase “on” or “off” State term contract up to $20,000. Other alternatives are sometimes available even beyond $20,000.

By executive order by the Governor, the State of New York is particularly committed to increasing the participation of minority and women-owned business enterprises in the State’s procurement activity.  In keeping with this objective, we are now authorized to issue purchase orders to certified minority and women-owned businesses up to $5,000 without compensation, provided the price is reasonable.  Please contact the Purchasing Office for further guidance in this area.

Bookstore

 XE "purchasing: bookstore" 

 XE " bookstore: purchase order" A Purchase Order is not necessary for the Book Store if the requisition is less than $250.

Contracts and Licensed Agreements

 XE "purchasing: contracts and licensed agreements" 

 XE "contracts and licensed agreements" 

 XE "licensed agreements and contracts" All contracts and license agreements must be processed through the campus contract officer in the Purchasing Office (437-4570). Many contracts can now be approved locally within limits defined above.  However, the campus will still be liable for all aspects of contractual agreements both stated and implied.  Therefore, the President has designated the Vice President for Finance and Business and the University Controller as his designees and sole officers empowered to sign State contracts on this campus.  All contracts using State funds should flow through the Purchasing Office for preparation for signature by the Vice President or Controller. Sufficient lead-time must be allowed even under flexibility for local campus review and the SUNY Counsel’s review of the legal form for our contracts. 

Start Up Fund Procedures

The College Office manages the start-up funds for the faculty of the College of Arts and Sciences.  For computer-related purchases, faculty should work directly with CAS Computing Services.  For purchases greater than $1500, a state purchase requisition will need to be completed and submitted to the College Office.  For certain supplies and materials, CAS Technical Stores may be used.  CAS Technical Services will record start-up related expenditures and transmit them to the College Office on a monthly basis.

Purchases under $1499 will need to be made using the campus Procurement Card.  This will facilitate such expenditures for faculty and staff.  However, it is critical that faculty and staff follow established procedures related to the Procurement Card in order to retain card privileges.  The College will set up accounts or each faculty member and will debit start-up fund records on a monthly basis.  There will be a $2000 monthly limit on start-up expenditures via the Procurement Card.
Questions related to start-up fund procedures and balances should be directed to the Assistant Dean/Budget and Personnel.

HUMAN RESOURCES MANAGEMENT

A significant amount of a department chair’s time is taken up by personnel matters, and decisions about the recruitment, selection, hiring, development, retention or dismissal of personnel are among the most important decisions a department chair will make during the term of appointment.  In addition to the Policies of the Board of Trustees,(http://www.suny.edu/Board_of_Trustees/PDF/Policies.pdf) which provides the framework for personnel actions for the SUNY system, the University at Albany has well-developed personnel policies and procedures for faculty, professional, and classified staff.  Since policies are revised on a continual basis, it is important that department chairs are aware of current policies and where they may be found.  The University Personnel Office publishes the Personnel Procedures Manual and updates and distributes policy changes as they are adopted.  Each department chair should have a current copy of this manual.  If a copy of this manual is not available, or if questions come up which are not answered by the manual, Office of Human Resources staff is ready to help. 

Policies and procedures of particular importance to department chairs are identified in this manual for convenience, but referral to the complete Personnel Procedures Manual is necessary to answer most questions.  The Human Resources website’s policy page contains many policies and procedures: For detailed information, refer to: http://hr.albany.edu/content/policies.asp

Personnel Transactions-State, IFR & Research

 XE "Human Resources Management forms" 

 XE "forms: Human Resources Management" 

 XE "personnel transactions, state, IFR, research" The following chart summarizes the most frequently used Human Resources Management forms:
	Form
	Purpose

	HRM-1 

Position Authorization Request
	To request to fill an existing position; to request to reclassify an existing position; to establish a new position; or to use temporary service funds.

	HRM-2

Appointment Request
	To request appointment of academic, professional and classified staff funded by State and IFR monies. An HRM-1 should be submitted before the HRM-2.

	HRM-3

Change of Status
	To request all changes, including renewals of appointments, changes in title, changes in salary, changes in obligation, leaves, sabbaticals and terminations.  Use for classified, professional, academic and graduate/teaching assistants.

	HRM-4

Student Appointment Request


	To appoint GAs, TA, Fellowships, and SA.

	UP-8

Extra Service Approval Request
	To be submitted prior to commencement of extra service


These forms as well as other personnel forms can be accessed and downloaded from the Office of Human Resource website (http://www.hr.albany.edu/).  Also see Appendix F, Personnel Forms from samples of these forms.

Personal Service Regular (PSR)

 XE "personal service regular (PSR)" An HRM-1 (Position Authorization Request) must be approved in advance of any recruitment activity.  Subsequent to the approval of an HRM-1, and after all employment procedures as required in the Personnel Procedures Manual have been met, an HRM-2 (Appointment Request) must be processed and approved in order to appoint a specific individual to the position. See Appendix F, Personnel Forms.

Classified Employees

 XE "classified employees" Requests to hire personnel in Classified Service positions must be submitted on Form HRM-1.  When approved through administrative channels, the department can work directly with Human Resources Management to coordinate the interviewing and appointment of a specific individual.

Student Assistants

Student assistant positions are posted and processed through the Student Employment website http://hr.albany.edu/content/studentemp.asp .  Students can view and apply to job openings through a link on MyUAlbany.   The following policies apply to student assistant positions:

· Students must be registered SUNY students to be appointed to the Student Assistant Payroll.  Non-SUNY students may be appointed to Clerk 1-Hourly positions on the Main Payroll. 

· Students must be registered for the current or upcoming semester (i.e. for summer appointments students must be pre-registered for fall, intercession appointments require spring registration) 

· Students should generally not work more than 20 hrs/wk while classes are in session.   Students in good academic standing may be allowed to work more than 20 hrs/wk. 

· As of 7/1/07, student hourly wage must be between $7.15 and $15.76.  Maximum hourly rate will increase in accordance with negotiated increases for UUP. 

· Students must have a completed I-9 Employment Eligibility Verification Form on file with Human Resources before beginning work. 

· Students can not hold both a Student Assistant position and a Graduate/Teaching Assistantship without prior approval of the Graduate Dean.
Honoraria Procedures for Non-State Employees

 XE "honoraria procedures for non-state employees" Honoraria may be used to reimburse individuals performing certain services for a State agency including lectures, guest speakers, and performing artists providing specific services for a stipulated fee.  The campus Honoraria request form can be used for the above type of payment to non-State employees when accompanied by a voucher and a statement describing the nature of the particular service rendered and why the services are needed and cannot be provided by State employees.

Honoraria payments that will exceed $1,000 to an individual during a fiscal year require a contract, which must be processed by the Purchasing Office.

The Honoraria procedure may not be used to pay State employees, clerical staff, or student assistants.  In these situations, normal Personnel Office procedures will apply.  The Honorarium procedure also cannot be used to pay the cost of interviewing prospective faculty or staff.  Cost of interviewing prospective faculty or staff must be paid on a standard travel voucher and charged to the department’s general Supplies and Expense allocation.  Prospective employee’s travel reimbursement will be governed and controlled by the current statewide travel reimbursement rates and policies.

Late submission of requests for payment to non-State employees can result in slow payments to the persons providing the services, as well as assessment of late charges.   It is important that the Accounting Office receive payment documentation as soon as possible after the service has been provided.

When possible, honorarium request forms and associated payment authorization documentation signed by the individual or individuals providing the service should be obtained and submitted to the Accounting Office before the person provides the service.  At the completion of the service, submission of the appropriate honorarium forms provides notice to the Accounting Office that the service was provided satisfactorily and that the payment process should begin.  Obtaining the person’s signature at the time the service commitment is made will ensure the necessary documentation is available to make payment to the individual in a timely fashion.

Additional information regarding Honoraria processing can be obtained from the Accounting Office.

Important Notes

All Personnel Paperwork, with the exception of Student Assistant appointments, must be approved through the College Office after appropriate departmental authorization.

The HRM website

(http://www.hr.albany.edu/content/forms.asp) has personnel forms downloadable for use.   

Faculty Recruitment and Selection 

 XE "faculty: recruitment and selection" 

 XE "recruitment: faculty" 

 XE "selection: faculty" The Office of Diversity and Affirmative Actiont provides guidance to department chairs and others to facilitate the process of recruiting and selecting new faculty.  Please consult the Assistant Dean for Budget and Personnel for Recruitment and Affirmative Action requirements.

http://www.albany.edu/affirmative_action/hiring.html
I-9 Process

Department chairs should be aware of new federal requirements (I-9) for documenting eligibility to work as they hire new faculty and staff.  The Office of Human Resources provides the information listed below.

The new Immigration Reform and Control Act requires all employers to examine and verify documents that prove the citizenship or other employment eligibility of all new employees.  This law went into full effect on June 1, 1987 for all employees hired since November 6, 1986.  This is commonly referred to as the I-9 process. See Appendix F, Personnel Forms.

Employees now being hired must provide this documentation (passport, or Social Security card and driver’s license) as part of the appointment/orientation process before they can be placed on the University Payroll.  Questions concerning this information should be referred to the University Personnel Office.

Evaluation for Term Renewals

 XE "faculty: evaluation for term renewals" 

 XE "term renewals: evaluation for" 

 XE "evaluation for term renewals" It is the policy of the SUNY Board of Trustees that all academic employees be evaluated to assist University officials in making decisions about renewal of term appointments, continuing appointments, promotions, discretionary salary adjustments, and for any other purpose where a faculty member’s performance may be a relevant consideration. (Policies of the Board of Trustees 1987: Article XII, Titles A; B.)

The criteria by which each faculty member is to be evaluated are spelled out in the Policies.  Each department, school, and college has internal procedures for peer and/or administrative review.  Department chairs must consult as appropriate in term renewal decisions and provide necessary documentation to support the term decision for each faculty candidate.  Department chairs that have little experience with preparation of documentation for term renewal decisions should contact the Assistant Dean for Budget and Personnel.

Lecturers are typically renewed on a one-year basis. Final appointment is contingent on funding and enrollments.

IAS (Peoplesoft) Procedures

Faculty and staff requiring IAS Administrative access related to their job function, such as Director of Program, (e.g., Graduate Director, Undergraduate Director), will need to complete an Employee Access and Compliance Agreement (see Appendix F) obtain supervisory approval and forward the completed signed form to the College Office.  The College Office will then request that appropriate administrative access to IAS/Peoplesoft be established.  Note that there currently are two levels of access:  ‘Lookup’ and ‘Update’.  ‘Lookup’ security level is “view only” access.  ‘Update’ security level allows an individual to change/update certain data based on his/her overall level of security.  ‘Lookup’ and ‘Update’ security allows an individual to view departmental information only.

Any questions related to IAS/Peoplesoft access establishment level should be directed to the Assistant Dean/Budget and Personnel.

PROMOTION AND CONTINUING APPOINTMENT

The Office of the Executive Vice President for Academic provides on its website to department chairs and deans the comprehensive Guidelines for the Preparation of Recommendations for Promotions and Continuing Appointments. These guidelines delineate the process followed at the University at Albany, the procedures applicable to the process, the criteria used, what a candidate’s file should contain and in what order, and a calendar for the current academic year.  Department chairs need to become thoroughly familiar with the Guidelines as they assist departmental faculty prepare for promotion and continuing appointment.  

Procedures from Appointment to Tenure

The normal length of time to tenure for a junior faculty member appointed as Assistant Professor is seven years.  An Assistant Professor receives an initial three-year appointment and is reviewed for renewal of that appointment halfway through the initial three-year term. The first term renewal may be for one or  two years. There will subsequently be at least one more term renewal preceding the review for tenure, which is conducted during the sixth year of employment and leads to a continuing appointment with the University. Any leaves without pay during the years prior to receiving tenure will affect the dates for renewal and tenure notification.  Leaves with pay do not affect the dates and the tenure clock continues on the normal seven-year cycle.

The term renewal reviews serve as opportunities for the department to monitor the progress toward a successful tenure application and to advise the faculty member of areas of weakness that might lead to a negative tenure review. In the case where a department feels that a favorable tenure decision is unlikely, the renewal should be denied. 

Variations in normal time line to tenure

An Assistant Professor may apply for a tenure review ahead of the normal schedule in exceptional cases and in consultation with the Department Chair and Dean.  Grounds for such an action should include at least one of the following: (1) exceptional academic or professional standing, or (2) prior service in academic rank at a comparable academic institution.

An Assistant Professor may request a leave without pay in order to pursue a research opportunity and/or to expedite a particular research project. Such requests may be granted by the Dean after review and on recommendation from the Chair if the teaching and service responsibilities can be covered in a satisfactory manner. The time line to tenure will be extended by the period of the leave.  

In exceptional cases an Assistant Professor may apply to have the tenure time line extended for a period of time (usually one year) while remaining a paid full-time faculty member.  According to University regulations, this can only be accomplished by a change of status from regular appointment to qualified appointment, e.g., from Assistant Professor to Visiting Assistant Professor. Such requests must be supported by the Department Chair and the Dean of the College, and the final decision rests with the Vice President for Academic Affairs. 

Grounds for requesting an extension of the time line to tenure should include at least one of the following: (1) lengthy illness or similar compelling personal reason, or (2) unforeseen and unavoidable delays in the research program.

These instances must be substantially justified and demonstrated in the request advanced for consideration. The honoring of the request is not an entitlement but rather a tool to aid in the successful tenure review process in the presence of unusual and/or foreseen circumstances. Such requests will be recommended by the Dean only on the rarest of instances.

The extension of the time line to tenure, either by a leave without pay or by moving into a qualified appointment, will in most cases necessitate another term renewal.
Illustrated schedule from appointment to tenure
For Appointments Beginning in September:

Initial Appointment:  9/1/2005 – 8/31/ 2008 (3)

First Term Renewal:  May 2007

Second Term:  9/1/2008 – 8/31/2010 (2)

Second Term Renewal:  May 2009

Third Term:  9/1/2010 – 8/31/ 2012 (2)

Tenure Review:  Fall 2010

Notification Date:  8/31/2011

For Appointments Beginning in January:

Initial Appointment:  1/1/2006 – 12/31/2008 (3)

First Term Renewal:  December 2007

Second Term:  1/1/2009 – 12/31/2010 (2)

Second Term Renewal:  December 2009

Third Term:  1/1/2011 – 12/31/12 (2)

Tenure Review:  Spring 2011

Notification Date: 12/31/2011

The length of recommended renewal periods may vary.

Categories of Appointment

	Sole
	Budgetary line in one department

	Joint
	Budgetary line is split between two departments

OR

Primary appointment is in one department with an on-going affiliation and commitment to a secondary department.

	Associate
	Faculty who do not hold a joint appointment but who may teach in another department

	Affiliate
	Faculty whose teaching and/or research interests overlap programs

	Adjunct
	Primary responsibilities lie outside the University or whose primary appointment is in a research center of the University

	Volunteer
	An individual who receives no compensation but receives University privileges such as building access, parking, and library access


Voting rights in any of these categories is a matter for the department to decide and should be noted in the departmental bylaws. 

3-2-2 Policy on Term Renewals: Effective for all new faculty hires beginning employment September 1, 2006 or later

Rationale for the 3-2-2 term schedule:  Since the decision about renewals must be made a full year in advance of the term's expiration, the first internal review of a new faculty member takes place in the spring of his/her 2nd year (for those beginning employment in the fall). This is much too soon for any substantial indication of tenurability, except in egregious cases. Almost no one is non-renewed at this stage. If the candidate is given another 3-year term, the second and final internal pre-tenure review takes place in the spring of the 5th year, only a few months before the tenure file is prepared and submitted.  If the candidate's record at that point is wanting, there is insufficient time for him/her to correct deficiencies. On the other hand, if a renewal of two years rather than three is given, the candidate gets his/her second and final internal pre-tenure review in the spring of the 4th year. Four years is a reasonable amount of time to assess what a scholar has accomplished and what is lacking from the point of view of tenure. One could make an informed decision at this point not to renew.  It is also a point when constructive criticism can still be useful, since there remains at least a full year before the tenure file is prepared.  Our desire here is to provide a process that reflects a supportive environment and one which results in strong and successful tenure cases. 

Summary: Any new CAS faculty beginning their employment September 1, 2006 or later will follow the 3-2-2 renewal model.  Departments still reserve the right to renew for fewer than the suggested two-year terms if deemed appropriate.

3-2-2 Term Renewal Model

For appointments beginning on September 1:

Term 1:
Year 1



Year 2
renewal in spring



Year 3 

Term 2:
Year 4
renewal in spring 

Year 5
begin preparation of tenure file in spring

Term 3:
Year 6
tenure file review, CPCA votes in spring



Year 7

For appointments beginning on January 1:

Term 1: 
Year 1



Year 2
renewal in fall



Year 3 

Term 2:
Year 4
renewal in fall 

Year 5
begin preparation of tenure file in fall

Term 3:
Year 6
tenure file review, CPCA votes in fall



Year 7
Guidelines for Jointly Budget Appointments

The College of Arts and Sciences (CAS) encourages the interaction of faculty across departmental boundaries as a means of fostering interdisciplinary research and thought. In that spirit the College welcomes jointly budgeted (50-50) appointments of faculty members whose expertise is truly interdisciplinary or grounded in two or more disciplines.   The following guidelines will govern such appointments in the College of Arts and Sciences.

Personnel Matters

A faculty member appointed equally between two departments within CAS will have a primary appointment in one of the two departments. This unit, referred to as the Primary Department, will be determined prior to appointment by the Dean through discussions with the department chairs and the prospective appointee.

The Primary Department will take the lead in addressing all personnel issues and other matters related to the appointment.  This will include term renewals, promotion and tenure processes and any type of leave, including sabbatical requests.

Both departments will be involved in decisions of term renewal, tenure, and promotion.  In the case of tenure and promotion decisions the Chair of the Primary Department, in consultation with the other Chair, will take the lead in forming a joint committee that will report back to both departments. When votes are required, departments will vote separately. To insure that the candidate is fairly evaluated in both units, the results of the process, the minutes of each meeting, and a letter from each Chair will be forwarded to the Dean. In the unlikely event that the two departments disagree on a personnel decision, the Dean will resolve the disagreement.

Infrastructure 

The joint appointee will have an office in one of the two departments, normally the Primary Department, and that department will be the department of record for any equipment or office furniture purchased with start-up funds.

Clerical and administrative support will generally come from the department in which the appointee holds his or her office, although support specific to courses taught in the other department may come from that unit.

The joint appointee will have a mailbox in both departments to insure receipt of all relevant communications on a regular basis.

Joint appointees are eligible for travel funds or other departmental support from both departments. Each department must inform the other of such awards to the joint appointee.

The Primary Department and the Secondary Department will work together to mentor the joint appointee.

Service

The joint appointee will have full voting rights in each department.  Departments may need to amend their by-laws in consideration of this policy.

The joint appointee will be expected to attend faculty meetings and perform some service in both departments.  Each year the chairs of the two departments will consult about service assignments. Caution will be maintained to avoid assignment of excessive service.

Teaching 

The joint appointee’s courses will be assigned in consultation with both chairs according to the needs of both departments. Every effort will be made to permit teaching at the lower division, upper division and graduate levels, but not to cause an excessive number of preparations.  This balance of courses on different levels should reflect the distribution patterns of both departments.

The joint appointee’s course syllabi will be filed with both departments. Similarly, both departments should receive copies of SIRF reports and any other teaching evaluations.

Where feasible, the joint appointee will be asked to teach cross-listed courses that fill the needs of both departments.  Both departments will seek cross-listing of appropriate courses. 
Research and Scholarship

The joint appointee’s research will not be judged solely according to strict disciplinary standards but rather by the standards of the interdisciplinary area in which he or she works, where applicable. Research in the discipline of either department will be equally valued.

Credit for external grants will be shared between the two departments.

Merit

Joint appointees are eligible for discretionary increases from both departments. Decisions will be made by the Chairs in consultation with one another.

Both departments will receive copies of Faculty Activity reports every year.
Mentoring

 XE "faculty: new, mentoring" 

 XE "mentoring: new faculty" The College of Arts and Sciences requires that each new faculty hire be provided a departmental mentor. The mentor meets the new hire on a regular basis and serves as the new faculty member’s guide to the University, College, and department. For new untenured faculty the mentor provides appropriate information on the tenure-review process and is instrumental in apprising the Chair of the new colleague’s progress toward becoming a permanent member of the department. A new hire reflects both an endorsement of and commitment to the department that received the authorization: the College assumes both that all new hires will meet the criteria for tenure and that the department will actively assist the new faculty member to a successful tenure review.

Professional Leave Regulations

 XE "faculty: leave regulations" 

 XE "professional leave regulations" Academic year employees accrue sick leave credits and must charge sick leave based on a five-day week regardless of their class schedule. Additional information can be found on the Professional Leave Regulations page on the Human resources website http://hr.albany.edu/content/PRFLVREG.asp 

Extended Absences
Faculty and staff who will be on extended absence (i.e., generally out sick for more than three consecutive days) should provide Human Resources with appropriate documentation from a physician.  The department should submit an HRM-3 form indicating the employee is out ill.  The HRM-3 form should specify the duration of the sick leave and how the absence will be charged to accruals.  Since faculty accrue sick leave on a month basis, sick leave should be charged on a day-for-a-day basis.

Part-Time Faculty

 XE faculty: part-time" 

 XE "part-time faculty" During the course of the semester, the University employs approximately 250 part-time faculty members.  A few part-time faculty fall into the category of “casual” employee and are paid on a fee-for-service, hourly, or per diem basis.  Most part-time faculty are appointed to the campus’ regular payroll, perform regular instructional duties, and may contribute to the University as advisors, scholars, mentors, etc.  These positions have traditionally been funded through the College's partline and IFR resources and departmental IFRs.  The funding source determines the pay basis type.  See “Guidelines for the Appointment of Part-time Faculty Members” (Appendix F).

PSR (Personal Service Regular) faculty

Appointments are effective from 9/1/ to 8/31 and the titles are “assistant professor”, “associate professor” or “full professor”, or “visiting” with any of these titles.  The term “visiting” is primarily used in two instance: (1) it applies to someone who has requested qualified rank for a period of time to complete whatever research or publications are necessary to achieve continuing appointment, or (2) for temporary (one or two year) appointments (in this instance, you may not be conducting a regular search and the use of visiting allows a waiver of the search process).  The individual could also be appointed as a :lecturer:- usually we use this when a person is finishing up their Ph.D. and will receive some other title with “professor” in it upon completion.  Under each of these circumstances, the employee is paid on a calendar/26-pay period basis.  As with any employee, these are the budget titles, but you are free to assign a more descriptive/campus title if the need arises.

TS (Temporary Service) Personnel
Appointments are effective form mid-August to mid-December for one semester appointments or mid-August to mid-May for two semester appointments and the title normally used is “lecturer”.  In some cases, we do use the visiting assistant/associate/professor designation – either as a budget or campus title.  Typically, these titles are used in situations where it is necessary to recruit a particular individual.  However, because the funding is temporary service funding, the position must be paid on a bi-weekly/10 or 20-pay basis regardless of what particular title we assign to them.  Any of these employees begin in temp status and after six consecutive semesters are eligible to achieve term status.  The difference in the status dictates the amount of notice time the individual receives with respect to renewals (i.e., term status requires 45 days notice of non-renewal, while temp status does not require any notice.  As a matter of courtesy in the past, we have given 30 days notice of non-renewal to temp employees).

Recruitment

 XE "part-time faculty: recruitment" 

 XE "faculty: part-time, recruitment cheating" 

 XE "recruitment: part-time faculty" Part-time personnel should be selected from as extensive a pool of candidates as possible to ensure quality.  Credentials should meet the general high standards set by the disciplines.  Every attempt should be made to avoid last minute hiring so as to ensure enough time for adequate review of credentials and experience and for course preparations.  All instructors should have prior teaching experience; failing that, appointees should have appropriate training and supervision.  Such personnel should be made aware of their teaching courses in the General Education Program and the learning outcomes expected.  Where feasible, units should coordinate inter-departmental hiring to make appointment offers attractive.   Deans (and where applicable, the Provost) should be actively involved in the hiring process, approving salaries and other resource commitments, as well as reviewing the credentials of candidates.

Appointments

 XE "faculty: part-time, appointments" 

 XE "part-time faculty: appointments" 

 XE "appointments: part-time faculty" The letter of offer to a part-time faculty member should indicate the type of appointment, the responsibilities the faculty member will undertake, the salary, whether or not fringe benefits are provided, and any special commitments or circumstances.  Where there is a consistent pattern of using particular part-time faculty members on a regular basis, every effort should be made to offer an employment commitment of a minimum of one year.   Such instructors should be notified as soon as possible about the opportunity for a renewal of their teaching responsibilities for subsequent years.  As required by Board of Trustees Policies (i.e., Title D, Sections 2 and 5), any instructor who has been employed on a part-time basis for six consecutive semesters shall be given a term appointment.

Renewals

Renewal notice information for full-time staff can be found in the Board of Trustees policies, Article XI, Title D, Section 5, Notice (p. 14 in the 2001 edition). For part-time term employees, the notice is 45 days regardless of how long the individual has been employed by the University – as most of our TS lecturer are part-time, the 45 days applies to them.

If, however, someone is full-time term, the following notice times apply: (1) if the person has been here less than 1-year, they receive 3 months notice; for faculty we use 3/1 as the notice date, (2) if the person has been here more than 1 year and less than 2, they receive 6 months notice; for faculty we use 12/1 and (3) if the person has been here 2+ years, they are entitled to a full year’s notice; for faculty we use 5/1.

	FULL TIME TERM APPOINTMENT

	Length of Service
	Required Notice

	Less than year
	3 months

	1-2 years
	6 months

	2+ years
	1 year

	PART TIME TERM APPOINTMENT 

	Any amount
	45 days

	TEMPORARY APPOINTMENTS

	Any amount
	None required (but UAlbany tries to give 30 days)


Summer Benefits

Summer deductions will be taken from the final three paychecks of the academic year; one regular and two extra deductions from each of the last three paychecks for health insurance coverage through September.  Coverage will terminate in September (check with HRM for the exact date for that year) if there is no appointment for the fall or the appointment is less than 2 courses.

Evaluation

 XE "part-time faculty: performance evaluation" 

 XE "faculty: part-time, performance evaluation" 

 XE "performance evaluation: part-time faculty" A department should establish clear and specific procedures for evaluating part-time faculty (i.e., peer evaluations, student evaluations, review of syllabi, classroom visitation).  Where appropriate, such evaluations will be a part of the process of reappointment.  When appropriate, part-time faculty should participate in faculty-chairperson annual consultations, and chairs should submit to deans a brief consultation statement.  Part-time faculty should submit annual activity reports.  XE "faculty: activity reports: part-time faculty" 

 XE "activity reports: faculty: part-time" 
Student and peer evaluations are not intended to be confidential; however, it has been the policy not to share student evaluations with the evaluated faculty member until after grades are in for the semester.

Professional Development

 XE "faculty: part-time, professional development" 

 XE "part-time faculty: professional development" 

 XE "professional development: part-time faculty" All part-time instructors should be treated as colleagues and should be given a proper orientation to the campus, to department programs, and to campus support services offered generally to faculty and students.  Where appropriate, part-time instructors should participate actively in departmental and University committees. Departments should develop clear and explicit guidelines that delineate the rights and responsibilities of part-time staff, including offering, where possible, access to opportunities open to full-time faculty for professional development (e.g., travel support for participation in professional meetings, small research grants). Such integration will provide the most conducive environment for productive teaching and scholarship by part-time faculty.

Sabbaticals and Leaves

 XE "leaves and sabbaticals policy" 

 XE "sabbatical: policy" Faculty with continuing appointment are eligible for sabbatical leaves for planned travel, study, formal education, research, writing, or other experience of professional value according to the SUNY Board of Trustees Policies, article XIII, Title E.  These Policies identify the terms and conditions, eligibility, etc. of leaves of absence of all types from the University.  A Change of Status (HRM-3), with appropriate supporting documentation must be completed for all sabbatical and leave requests.  The faculty member requesting the sabbatical or leave must sign the HRM-3.  Forward the HRM-3 to the College Office for approval and routing.

Department Chairs need to keep in mind that, in general, requests for leave for the academic year, or portions thereof, are submitted by October 15 of the previous academic year so that appropriate operational arrangements can be completed.  Departments must be able to absorb the workload generated by sabbaticals or a discussion regarding part-line support must occur, prior to submitting the leave request.
Note: Any break in service (such as, leave without pay, leave with partial pay) results in a change in eligibility for a sabbatical.
University Policy Statement on Sabbatical Leaves

SUNY Policies provide for sabbatical leaves for the professional development of faculty and professional staff (Article XIII, Title E, Policies of the Board of Trustees). These policies are reaffirmed in the applicable Agreement between the State of New York and the United University Professions, Inc. (Article 23.6, 1995-1999 Agreement). These documents are incorporated into the official Policy Statement as appendices. These appendices are listed here, but are not included.

To assist course scheduling, professional scheduling, and other academic planning objectives, it is in the University’s interest to establish institutional procedures for the application, review, and approval of individual requests for sabbatical leaves within the broad parameters established by SUNY Policies and the applicable Agreement. This Policy Statement sets forth those institutional procedures for the University at Albany.

Eligible employees may apply to the Campus President for sabbatical leave through their applicable Department Chair, Dean, and the Provost and Vice President for Academic Affairs.

To assist planning for both faculty members and the institution, applicants are strongly encouraged to submit proposals for sabbatical leaves to their immediate supervisor (typically the Department Chair or in some cases the Dean) as far in advance as possible, and in any event not later than October 15 for proposed leaves in the following academic year. As a result of the review and approval process, proposals initiated after October 15 will be less likely to be approved unless they relate to an unanticipated contingency – such as, an unexpected prestigious fellowship, an unusual research result that requires more immediate follow-up.

A complete application for sabbatical leave consists of the following: (a) a sabbatical leave request form (HRM-3); (b) a one or two-page statement of the activities to be conducted during the leave period, including a description of the outcomes of the proposed activities as well as their importance to the University’s educational program and the applicant’s professional development; (c) a statement identifying salary, and proposed income other than salary, from the campus while on leave; (d) a statement acknowledging an obligation to return to the University at Albany for a minimum of one year at the conclusion of the leave; (3) a copy of the applicant’s current curriculum vitae; and (f) where applicable, a copy of the report following the applicant’s last sabbatical leave and/or other statements describing the value of the last leave. Supporting materials – such as, copies of invitations and host institutions for a period of residency. Other letters of support may also be attached as appendices. Incomplete applications will be returned to the applicant.

The applicant’s immediate supervisor, who will provide a written statement recommending or not recommending the proposed leave, will review applicants. The immediate supervisor (normally a Department Chair or Dean) may ask for additional information or consult with others in evaluating the request. The immediate supervisor’s recommendation must address the impact of the leave on the applicant’s department or program – i.e., describe how the leave will benefit the institution. It will normally be expected that one-semester leaves will be recommended on a load-absorbed basis.

Applications will subsequently be submitted for review and endorsement to the applicant’s Dean or the Provost for Rockefeller College as appropriate. All applications will subsequently be sent to the Provost and Vice President for Academic Affairs, who will forward the application and his or her recommendation to the President. If the Dean or the Provost decline to endorse the proposal, the application form and supporting materials will also be forwarded to the President with a statement indicating the reasons for not recommending the leave; in such cases, a copy of the Dean’s or Provost’s statement will be transmitted to the applicant.

The President will send the applicant a written notification of approval or disapproval of the sabbatical leave request. Normally notification will be provided by December 1.

Changes in approved sabbatical leave plans must be promptly communicated to the Provost through the applicable Department Chair and Dean.

As required by Trustees Policies, the faculty member must submit an activity report as soon as possible following the leave, and no later than the end of the first full semester after return from the leave.  The report typically includes reference to the original plan that was submitted with the sabbatical request.  An original copy of the report should be sent to the Office of Human Resources Management.  Faculty should also send copies to the Provost’s Office and the College Office.

Appendix I: Article XIII, Title E., Sabbatical Leave, Policies of the Board of trustees

Appendix II: Article 23.6, Sabbatical Leave, 1995-1999 Agreement between the State of New York and United University Professions

Office of Academic Affairs

March 5, 1999

Policy on Faculty Requests for Research Leaves with Pay

Preamble  Board of Trustees Policies and the current Agreement provide for two types of faculty research leaves.  The first is a sabbatical leave, and a second avenue is an Other (i.e., research) leave.  The purpose of this policy is to specify the conditions for considering and approving requests for Other leaves to secure prestigious grand and fellowship opportunities.

The University recognizes the value of prestigious research and fellowship opportunities for the professional development of faculty and for enhancing the national visibility of the institution.  Insofar as possible, faculty members should use sabbatical leaves for the purpose of pursuing professional development opportunities connected with research grants or prestigious fellowships when such opportunities require a leave request from University obligations.

In recognition that the timing of such opportunities may not permit the use of sabbatical leaves and that faculty awarded these opportunities may not always be eligible for a sabbatical leave, the University will allow, on an exceptional basis, the rare opportunity foe leave with pay under the following conditions.

The Vice President for Academic Affairs will entertain requests which enhance the national visibility of the University and improve the quality of the academic program.

All requests must be reviewed and approved by the faculty member’s department chair, dean, and where applicable, the provost.

The granting agency must be a major foundation or government agency.

The leave request must be for a period of at least one semester, but may not exceed one year.

The University will provide up to one-half the faculty member’s salary for the period of the leave.

The faculty member requesting the leave must provide a statement to the dean indicating the benefit to be derived from the opportunity and how it will enhance the quality of the University’s academic programs.

The faculty member’s request must be accompanied by a departmental plan that assesses the faculty member’s entire contribution to the department’s academic program and services.  The plan must also describe arrangement for continuing the faculty member’s teaching, advising and leadership responsibilities during the period of the leave.

The faculty member requesting the leave has not had a similar leave in the prior four years.

If the faculty member is eligible for a sabbatical within two semesters of the period of the leave, then the Other leave will serve as a substitute for the sabbatical leave.

Office of Academic Affairs

March 1, 1988

Discretionary Salary Increases

 XE "increases: salary, discretionary, faculty" 

 XE "salary increases: discretionary, faculty" 

 XE "discretionary salary increases: faculty" Periodically, department chairs have the opportunity to make discretionary salary increase recommendations for faculty, including part-time faculty, as a result of union-negotiated agreements.  At the beginning of each period of discretionary review, the University issues procedural guidelines and a decision timetable.  In addition, departments, schools, and colleges may have internal guidelines, which define the process of consultation used within the particular department or work unit.  The College Office administers the overall process for the College of Arts and Science. Department Chairs are responsible for overseeing the process for their respective department.

Adjunct Faculty

 XE "faculty: adjunct" 

 XE "adjunct faculty" Adjunct faculty are defined as individuals who are appointed in “unqualified” academic titles, e.g. adjunct professor, visiting professor, research professor, clinical professor, etc., without compensation.  There are currently more than 300 adjunct faculty associated with the University at Albany.

The University encourages academic departments to associate qualified professionals from other institutions in this region with their departmental faculty.  The knowledge and experience adjuncts bring to the institution enrich and enhance the University and its students.

The process for appointing adjunct faculty is similar to the regular faculty appointment process.  Department chairs wishing to appoint an adjunct faculty member should submit an HRM-1 (Position Authorization Request) and HRM-2 (Appointment Request), which details the individual’s qualifications, anticipated contribution to the department, proposed title, length of appointment, and starting date.  A search is not necessary. The HRM 1 & 2 should be submitted to the College Office for usual processing.  After the appointment has been approved, a file will be set up for the individual in the Office of Human Resources and his or her name will be added to the University mailing list.  The individual will also receive a formal notice of appointment to the University.

Extra Service Compensation

 XE "extra service compensation" The complete University policy on extra service compensation may be found in the Personnel Procedures Manual.  Summarized here are the key points of information useful to department chairs.

Extra service is defined as work by a State employee in a payroll agency other than the payroll agency to which the employee is regularly assigned.  

Extra service payment for instructional faculty at the same campus is permitted only under extraordinary circumstances. Those not holding instructional positions, that is, professional staff, may provide service in an instructional position outside of normal working hours.  Extra service payments for non-instructional assignments are not permitted for full-time University at Albany employees.

Compensation for extra service is normally not to exceed a rate equal to 20% of the employee’s regular annual salary rate.

Approval for extra service payments must be requested prior to the commencement of the service.  Service performed in advance of such approval will not be compensated in the event of disapproval of the request.

Payment for part-time extra service instructional assignments is subject to the following campus approval procedures:

The individual must obtain permission in advance from her or his Department Head, Dean or Director, and the Executive Vice President for Academic Affairs using Form UP-8.

Once the above approval has been obtained, payment for extra service is obtained by submittal of the appropriate appointment forms and an “Extra Service Payroll Voucher” (Form AC-873).  These vouchers are submitted bi-weekly during the period of service.  Form UP-8 and Form AC-873 are available in the University Personnel Office.
Extra Service with Another State Agency

 XE "faculty: extra service with another state agency" 

 XE "extra service with another state agency, faculty" Present University at Albany employees who wish to serve with another State agency should request such permission using Form UP-8. The employee should obtain the Department Chair and Dean's approval. The request will then be forwarded to the Executive Vice President for Academic Affairs and the President for final action.  After all approvals have been obtained, payment procedures will be the responsibility of the State agency where the extra service is being performed.

Professional Employees

 XE "professional employees" Departmental chairs must be aware of the personnel policies and procedures that govern personnel actions for professional employees within their academic department.  Professional employees on state lines are hired, selected, and evaluated according to the policies and procedures outlined in the Policies of the Board of Trustees at SUNY and the University at Albany Personnel Procedures Manual. For employees hired through the Research Foundation see the last item in this section. 

Recruitment and Selection of Professional Employees

 XE "professional employees: recruitment and selection" 

 XE "recruitment: professional employees" 

 XE "selection: professional employees"
The Diversity and Affirmative Action Office is in the process of preparing a booklet that provides guidance to department chairs and others to facilitate the process of recruiting and selecting new faculty.  This will be distributed when it is available.  Please consult the Assistant Dean/Budget and Personnel for Recruitment and Affirmative Action requirements.

Performance Programs

 XE "professional employees: performance program" 

 XE "performance program: professional employees" Each professional employee will have a current performance program that details the objectives, duties, and responsibilities of his or her position. Copies of the form used for the performance program (PO-6) are supplied by the University Human Resources Office to the immediate supervisor upon the appointment of a new professional.  See Appendix I, Professional Performance Program and Evaluations.

As changes in the duties or responsibilities of the job occur, the performance program should be revised accordingly.  Department chairs should verify that they have a current and accurate performance program for all professional employees under their supervision.

Evaluation for Term Renewal

 XE "evaluation for term renewal, professional employees" It is the policy of the SUNY Board of Trustees that all academic employees be evaluated to assist University officials in making decisions about renewal of term appointments, permanent appointments, promotions, discretionary salary adjustments, and for any other purpose where a professional employee’s performance may be a relevant consideration (Policies of the Board of Trustees 1987: Article XII, Title C).

The criteria by which each professional is to be evaluated are spelled out in the Policies.  Although the procedure for consultation may vary to some degree within each academic department or work unit, the campus procedures outlined in the Personnel Procedures Manual for evaluation of Professional Employees should be followed closely.  Department chairs must consult as appropriate in term renewal decisions and provide necessary documentation to support the term decision for each professional employee.  Department chairs that have little experience with the preparation of documentation for term renewal of professional employees may confer with the dean and with the Office of Human Resources staff, UAB-3000, for guidance.

Permanent Appointment

 XE "professional employees: permanent appointment" 

 XE "permanent appointment: professional employees" Professional employees serving in a professional title, in which permanent appointment may be granted, are eligible for consideration for permanent appointment.  Generally the employee must have completed seven consecutive years of full-time service as a professional, the last two years being in the professional title in which the permanent appointment is being granted.  However, there are provisions for prior service credit and early consideration under certain circumstances, which are given in the Policies of the Board of Trustees, Article XI, Title C.  

Each academic and administrative unit may develop procedures for internal review of candidates.  Supervisors are required to consult appropriate individuals and to prepare and submit adequate supporting documentation.

The criteria used to evaluate the performance are the same as those used for regular yearly evaluations, however the supporting documentation, which is submitted for permanent appointment, should reflect the employee’s performance and contributions over the period of appointment.  More information about this topic can be obtained from the University Personnel Office.

Development of Professional Employees

 XE "professional employees: development of" The University at Albany encourages and supports the development of its faculty and professional staff in a variety of ways.  Various units of the University sponsor workshops, conferences, or short courses designed to respond to the needs of professional employees to learn new skills or enhance existing abilities.  Informational sessions are held that periodically introduce professionals to various parts of the organization and keep them informed of the work of these units.

Limited funds are often available to support travel to conferences or professional association meetings, however, many departments and offices can offer only partial support for these important activities from their S & E budgets. A significant professional development opportunity available to professional staff is the professional study leave program sponsored by the NYS/UUP Joint Labor-Management Committee for Professional Development and Quality of working Life.  Application forms and guidelines for this program are available from the University Personnel Office, the UUP Albany Chapter President, and the Joint Labor-Management Committee Office in Albany.

Discretionary Salary Increases

 XE "professional employees: discretionary salary increases" 

 XE "increases: salary, discretionary, professional employees" 

 XE "salary increases: discretionary, professional employees" 

 XE "discretionary salary increases: professional employees" Periodically, department chairs have an opportunity to make discretionary salary increase recommendations for professional staff, as a result of union negotiated agreements.  At the beginning of each period of discretional review, the University issues procedural guidelines and a decision timetable.  In addition, departments, schools, and colleges may have internal guidelines, which define the process of consultation used within the particular department or work unit.

Classified Employees

 XE "classified employees" The policies and procedures that govern personnel actions related to classified employees are those of the Civil Service System of the State of New York, as well as those specified in current contractual agreements between the State of New York and the Civil Service Employees’ Association (CSEA). XE "Civil Service Employees’ Association (CSEA)"   The Personnel Procedures Manual is a key source of information on personnel policies and procedures of the University at Albany.  Here, department chairs can find information about:  classified service titles and grades, employment procedures, probation periods, Performance evaluations, salary/grade schedules and time and attendance rules.
In addition, staff in Human Resources Management are very knowledgeable about the rules and regulations of the NYS Civil Service System and University personnel processes.  Questions and requests concerning classified employees should be directed to the Assistant Dean for Budget and Personnel in the College Office.  The HRM website may also help: http://www.hr.albany.edu/.

Supervisor’s Checklist for New Employees

 XE "supervisor’s checklist for new employees, classified employees" The role of a new employee’s supervisor in the orientation process is important.  To help define the nature of a supervisor’s role in orienting a new employee, the checklist below is provided. 

Preparing to Receive the New Employee

 XE "preparing to receive new employee" Have a copy of the new employee’s appointment letter.

Know the date and time the new employee is to arrive.

Have the new employee’s workplace (equipment, supplies, etc.) ready.

Have performance program ready to be reviewed with new employee (See Appendix I, Performance Program and Evaluations).
Preparing New Employees for their Responsibilities

 XE "preparing new employees for their responsibilities" Welcome the new employee and explain how you will relate to one another.

Explain the responsibilities of the new employee’s job (quality and quantity standards, etc.)

Explain the new employee’s work unit: function of the unit; how it fits into the organizational pattern of the department; employee’s position in the unit; relation of the employee’s work to others in the unit; person whom new employee is to report to on a day-to-day basis; and any supervisory responsibilities the new employee may have.
Regulations and Procedures

 XE "classified employees: regulations and procedures" 

 XE "regulations and procedures: classified employees" Explain the following: work hours and time sheet policies; lunch breaks; telephone procedures; travel procedures; mail procedures; promotion and transfer; secretarial procedures; safety and medical emergency procedures; department-specific regulations; and leave rules.

New Employees and their Co-Workers

 XE "new employees and their co-workers: classified employees" Introduce the new employee to co-workers and explain the employee’s responsibilities.

Explain the responsibilities of the new employee’s co-workers.
The New Employee’s Work Site

Conduct a tour of the new employee’s work facility (location of work supplies, lavatories, cafeterias, parking, etc.).

Overtime Work and Pay—Classified Staff
 XE "classified employees: overtime work and pay" 

 XE "overtime work and pay, classified employees" Overtime payments are charged to the campus Personal Service appropriation.  Therefore, campus controls are in place to maintain expenditures at levels that will allow filling all other line item positions.  Excessive use of overtime will result in freezing vacant positions.

Under normal circumstances, permission to work requires Vice Presidential approval.  Overtime requests should be submitted in writing to the College Office for review and approval prior to the date the overtime is to be worked.  Occasionally emergency overtime situations arise, and prior approval is impossible.  In these cases, the overtime request should still be submitted even though it occurs after the overtime is worked.

Performance Program

 XE "classified employees: performance program" 

 XE "performance program: classified service employees" Each employee should have a current performance program on file with the College Office and the Office of Human Resources.  The performance program states the overall responsibilities of the employee and the specific duties and tasks that the employee is expected to perform.  The Performance Program should serve as a tool to train a new employee and as a guide for daily performance.

Performance Evaluation

 XE "classified employees: performance evaluation" 

 XE "performance evaluation: classified staff" Each year, the employee’s supervisor should complete a performance evaluation.  The evaluation should reflect the employee’s performance of duties as outlined in the performance program over the specified period.  Note that it is important to provide feedback to an employee throughout the entire evaluation period to correct poor performance and to promote good performance.
See Appendix I, Classified Service Employee Performance Program and Evaluation.

Employees Funded through the Research Foundation

 XE "Research Foundation: employees funded through" 

 XE "employees funded through Research Foundation" Personnel actions for all employees funded through the Research Foundation are governed by the Personnel/Payroll Procedures Manual, which is distributed to all project directors.  Department chairs that have questions about Research Foundation personnel procedures should contact the Office of Sponsored Funds, Room 326, Management Services Center, or call 437-4500.

State University Employee Tuition Waiver Program

 XE "tuition: waiver program" 

 XE "employee tuition waiver program" 

 XE "state university employee tuition waiver program" The State University Employee (SUE) tuition Waiver Program provides University and Research Foundation employees with official forgiveness of part of the tuition for courses taken within the SUNY system.

Eligibility

All University and Research Foundation employees are eligible. Employees must be on the payroll for the duration of the courses covered by the waiver. It is also expected that their employment will continue beyond the course duration so that the University, in addition to the employee, will benefit from the knowledge acquired.

Covered Expenses

Only credit-bearing courses taken at the University at Albany or other state-operated SUNY campuses are covered. Non-credit courses, courses taken at community colleges, and course audits are not covered. Courses must be related to the employee’s current position or increase the employee’s opportunity for advancement within the University. Only two semesters of dissertation credits per employee will be covered.

Only tuition may be waived; employees are responsible for all fees including the University fee. Employees must satisfactorily complete courses (obtain a grade of D or better) to retain their tuition waiver. Employees who fail or drop courses are ineligible for a tuition waiver and are responsible for any charges billed by the instructing campus.

Amount of Waiver

The amount waived is contingent upon available funding. The usual reimbursement rate is 50% of up to six credits per semester for part time employees, and 50% of up to eight credits for full time employees. All waivers are granted based on the NYS resident rate.
Coordination with other Tuition Support Programs

University employees may also be eligible for tuition assistance through negotiated programs.

Employees represented by CSEA may take advantage of the union-sponsored Labor Education Action Program (LEAP), which entitles employees to two free courses a year at participating institutions, or reimbursement of tuition expenses for two courses at non-participating institutions (maximum payment is based on SUNY undergraduate tuition rate).

We encourage employees to use this program in lieu of the SUE program where possible, in order to maximize the tuition support they receive. Employees taking more than two courses should apply through LEAP for two courses and then through the SUE program for the remaining courses. Further information on LEAP is available from the Office of Human Resources Management.

Employees represented by UUP are eligible to take one SUNY course per semester tuition-free on a space available basis. Further information on this program is available from the Registrar’s Office at 442-5540. Employees are encouraged to use the UUP program for their first course, and the SUE program for other courses.

Employees represented by PEF have a union-sponsored program available that provides a voucher covering up to $600 of tuition costs per semester at participating institutions, or reimbursement of 50% of expenses at non-participating institutions, subject to funding availability. Contact the Office of Human Resources Management for details.

Management Confidential employees may, through a program administered by the Governor’s Office of Employee Relations, receive tuition reimbursement of 75% of expenses subject to a $750 annual maximum. Contact the Office of Human Resources Management for details.

Employees represented by NYSCOPBA have a union-sponsored program available that provides a voucher covering up to $600 of tuition costs per semester at participating institutions, or reimbursement of 50% of expenses at non-participating institutions, subject to funding availability. Contact the Office of Human Resources Management for details.

Application Procedures

Application forms are available from the Office of Human Resources Management (OHRV) – Employee Benefits Section. All application forms contain a cover sheet of instructions. The employee, the supervisor, and the Dean or Director (as applicable) must complete the appropriate portions of the application and cover sheet prior to submission to OHRM. There are specific deadlines for each semester that may be obtained from the website: http://hr.albany.edu/. As a general rule, the deadline for Fall is mid-July, Spring is early December and Summer is early May. Due to funding limitations, applications received after established deadlines will not be accepted. Employees will be promptly notified by letter as soon as action has been taken on their application.

Tuition Reimbursement Program

In addition to the tuition waiver program described above, the University also provides a tuition reimbursement program for courses taken at non-SUNY schools. Only full-time employees are eligible; the maximum reimbursement rate is $25/credit. The only funding source for this program is the S & E account in the department in which the employee works. Further information is available from the Office of Human Resources Management.

Taxability of Tuition Support

Federal law provides that tuition assistance for graduate level courses is subject to federal and state income tax, and social security and Medicare taxes, unless the courses for which tuition support is provided are related to the employee’s current job.

Contacting the Office of Human Resources Management

Questions regarding tuition support programs may be directed to 437-4729. For more information see the Office of Human Resources Management website: http://hr.albany.edu/.

International Employees

International employees are required to have the appropriate visa to be eligible for work and pay. Individuals without an appropriate visa cannot be scheduled to teach or be employed by UAlbany.

GRADUATE ASSISTANTSHIPS, FELLOWSHIPS, AND TUITION SCHOLARSHIPS

General Information

The following deadlines have been established for the receipt of appointment forms. Tuition scholarship forms can be found on the CAS website under CAS Forms, Policies and Procedures. Please note: Requests for tuition scholarships for assistants funded on external awards must be made in writing to the Dean’s Office before a tuition scholarship is offered. A Tuition Scholarship Request Form for externally funded students is also available in the “Forms” section of the website.

May 16, 2011

Completed assistantship appointment forms to College Office.

June 1, 2011
 Completed tuition scholarship forms to College Office.

2010-11 Guidelines for Departments can be found on the CAS website at http://www.albany.edu/academics/procedures.promotions.continuing.appointment.shtml .
FEDERAL WORK-STUDY PROGRAM (FWSP)

What is the Federal Work-Study Program (FWSP)?

 XE "work-study program" 

 XE "federal work-study program" Each year, the federal government allocates funding for the Federal Work-Study Program to the University through the Office of Financial Aid.  Approximately 1300 students on campus are offered jobs through this program each year.  A work-study award offers the recipient the opportunity to work on campus.  Approximately 20% of the students receiving work-study awards are assigned to one of over 24 departments in the College of Arts and Sciences.  The standard hourly rate is currently $7.25 an hour.  Students are paid by check every two weeks for hours worked.

The majority of Departments in the College require general clerical assistance such as:  telephone coverage, greeting visitors, deliveries, copying, sorting/distributing mail, data entry, and filing.  Depending on the Department, more specific duties may involve assisting with research, exhibits, concerts, and art/music libraries while other departments have positions requiring language or computing skills, laboratory set-up and maintenance, or general stockperson duties.

Procedures

The Office of Financial Aid no longer has an active role in work-study placement.  A web-based system assists Federal Work-study recipients in finding jobs at the University.  Students now have the opportunity to select the jobs they wish and to apply for these jobs on-line. The College is responsible for posting, responding to applicants on-line, and processing the paperwork to hire students for the Federal Work-study program.  Once eligible applicants are accepted for interviews, they will be instructed to meet with the College work-study coordinator before being hired.  At that time, students will be provided with their departmental assignment and appointment paperwork.

All work-study students are required to have a current I-9 Form on file.  New students to the University will be required to complete this form and have been provided instructions regarding this process by letter from the Human Resource Department.  Questions regarding I-9 forms and ID requirements should be directed to the Office of Human Resources or visit the website noted at the bottom of this page.

Once a student reports to a department, her/his supervisor should discuss specific job duties, exchange contact information, and set up a work schedule that is mutually agreeable.  At that time, it is also important for supervisors to discuss attendance.  Students are expected to call their supervisor if they are unable to report to work.

Students should complete their time sheets daily and submit signed time sheets to their supervisor at the end of each pay period.  Supervisors/ Departmental Contacts must submit signed time sheets to the Student Payroll Office.  If students deliver time sheets, they will only be accepted in a sealed envelope signed by their supervisor.  Noted below is the website for the pay schedule and further information.

If a student is unable to continue participation in the FWS Program or would like reassignment, contact the Work Study Coordinator in the Dean’s Office regarding other arrangements.  For more information on the Policies and Procedures of the Federal Work-Study Program, contact the WS Coordinator in the Dean’s Office of the College of Arts and Sciences or the Office of Financial Aid.

Contacts

	College of Arts and Sciences Work Study Coordinator
	AS 217
	442-4012

	Financial Aid
	CC G25
	442-5757

	Human Resources Management
	UAB 300
	437-4700

	Student Payroll
	UAB 300 (CC B26 – Dropbox)
	442-3167


Websites

	College of Arts and Sciences

http://www.albany.edu/cas/

	Financial Aid

http://www.albany.edu/financialaid/

	I-9 & Tax Forms/Information

http://hr.albany.edu/content/forms.asp

	Workstudy Pay Schedules

http://hr.albany.edu/content/paysched.asp


FACILITIES

Introduction

 XE "facilities: CAS" The Assistant Dean/Facilities serves as the primary liaison with the Facilities Management for the College of Arts and Sciences.  On-going concerns related to daily, as well as long-term facility-related needs should be conveyed to the Assistant Dean/Facilities.  Furniture and space-related needs should also be discussed with the Assistant Dean/Facilities as necessary.

Work Order Requests

 XE "work order requests" The Physical Plant Department has implemented an on-line Work Order Request System,.  Work requests may include maintenance problems, minor furniture moves, painting requests, estimates for new carpet and installation, etc. The on-line system is limited to individuals with user IDs and passwords. Requests to grant work order access should be submitted to the Assistant Dean for approval.  This can be done with a simple e-mail request. Each department / unit has one or more individuals who are authorized to submit requests.  This system is always accessible for submission of requests and follow up on existing requests. 

For assistance in becoming familiar with the on-line work order system, please contact the Assistant Dean for Facilities.

Renovation of Space

Occasionally it is necessary to renovate a space to change the function for a department or to accommodate a new faculty or staff member. It is recommended that the first step in this process be to meet with the Assistant Dean for Facilities to discuss the concept of the projects and develop a scope of work. The second step is to submit an on-line work order. This request can be for the work to be done or for an estimate of the work to be done to determine whether it is fiscally feasible. When you make the request you will likely be asked to meet with the physical plant staff, including an architect or engineer.  Please make sure the Assistant Dean for Facilities is included in this meeting to make sure someone familiar with the process is available to represent your interests.

It is important to note that getting an estimate or getting a room scheduled for renovation can be a lengthy process. Planning ahead can make the difference between getting things done when you need them and being very frustrated. If you know you are hiring new faculty for the fall semester, you should try to anticipate as much as a semester to a year ahead to have estimates in place for hiring and start-up costs.

Space Management

With recent and planned growth, as well as the institution of a number of new initiatives, the University has recognized the need for a set of guidelines and procedures for space management. A Space Planning Advisory Committee was constituted and advises the administration on space management issues. A document that outlines Space management principles was published in December 2001. A copy of this document can be found in Appendix L, Resource Management Documents and at the Office of Campus Planning website: http://www.albany.edu/space/.

To request additional space for a department you first need to complete a Space Request Form. This request must be submitted to the Assistant Dean for Facilities Management who will review your need for the space and recommend it to the Dean of the College for approval. The form is then submitted to the Space and Capital Resource Management unit for consideration and referral to the Space Planning Advisory Committee. The Space Request Form and a full explanation of the Space Request Process are available on the Office of Campus Planning website at http://www.albany.edu/campusplanning/ A copy of this form is also available in Appendix L, Resource Management Documents.
As the University continues to try to manage their space most efficiently, space requests may be granted on a temporary basis to provide for short-term needs such as funded research projects, visiting faculty and staff, and other needs that may last a finite length of time. Departments granted space on a temporary basis will be asked to fill out a Temporary Space Assignment Contract. A copy of this document can be found in Appendix L, Resource Management Documents and at http://www.albany.edu/campusplanning/ .

Keys

 XE "keys" Keys for individuals can be ordered through the standard work order procedure. The departmental designee for work orders should use the on-line system to place a work order for a key. When the key is ready the Customer Service Department, housed in the tunnel area in the basement of Social Sciences, will send e-mail notification to the person who placed the work order for the key. The person for whom the key has been ordered needs to go to the Customer Service Office, present their SUNYCard for identification, and sign for the key. They will be asked for their EMPL ID when signing out a key. Make sure to refer to the request by WO Number when picking up the key.  If more than one key to the same lock is requested, a letter (or email) of justification must accompany the request. If the keys are not picked up in thirty days they are returned to stock, and the requesting department will be billed.

If a key is lost or stolen there is a $10.00 lost key charge that must be paid before it is replaced. If a lock needs to be replaced due to lost or stolen keys it is also charged to the department or person involved. The Customer Service Department will assure that replacement for a lost key has been approved by the requestor’s department.

For Building Master Keys the same process is followed but in addition you will need to request approval for the Master Key from the appropriate Vice President, usually Dr. William Hedberg for the College of Arts and Sciences. This can be accomplished by submitting the work order and then requesting that the appropriate Vice President send written notification of approval to the Customer Service Department. A request for a sub-master key needs to be accompanied by a letter of approval by the Department Chair.

Please note that having a Master Key carries a lot of responsibility for the safety and security of  an entire building.  Carrying a Master Key on your standard key ring is highly discouraged.  Master Keys should be kept in a secure, locked, place, and only carried when they need to be used.  

Building Access 

 XE "building access" 

 XE "access to buildings" After-hours access to buildings and general access to many smart classrooms is controlled by swipe card access encoded into individual SUNYCards. If after hour access to a building is needed the department should fill out a SUNYCard Access Application form. This form should be signed by the department chair and sent to the CAS College Office for processing. The form is available on the CAS website at: http://www.albany.edu/cas/nav_cas_information_for_faculty_and_staff.shtml.  A copy of this form is also available in Appendix L, Resource Management Documents
Graduate Students are not usually provided automatic card access to buildings. Departments should submit a SUNYCard Access Application form to the College Office indicating names, Empl ID’s, building and office assignments for all graduate students who need after-hours building access. The College Office will forward the request to the SUNYCard Office for processing.

The Registrar’s Office monitors smart classrooms to try to ensure that instructors have access to classrooms in which they are assigned. However, room changes are often made on a last minute basis. We ask you to strongly encourage all instructors assigned to a card-access controlled classroom to try their card access a couple of days before their first scheduled class. If their card does not work, new instructors should first make sure they are swiping correctly. If it still does not work please fill out a SUNYCard access form and send it to the College Office and we will process the paperwork necessary to provide them access to their classroom.

In general card access classrooms are unlocked 15 minutes before the start of the first class of the day and lock after the end of the last class of the day for the first two weeks of school to make sure those who change classrooms late in the game can still access their classroom.

Sometimes card access does not work because a faculty member has an old card or one on which the magnetic stripe has been demagnetized.  In this case cards can be replaces at no cost by bringing the old card to the SUNYCard desk in the Campus Center and requesting a new card.

You must immediately report a lost, stolen, or damaged card to the SUNYCard Office as the SUNYCard provides access to buildings and several accounts. After 5 PM on weekdays or weekends, report lost, stolen, or damaged cards to University Police. There is a $20 charge for replacing a lost SUNYCard.

Hosting Events Where Alcohol Will be Present

Occasionally departments host events where they want to serve alcohol.  The University requires that you fill out an Alcohol Use Registration Form for these events.  The version of this form used by CAS can be found at. http://www.albany.edu/cas/nav_cas_information_for_faculty_and_staff.shtml, A copy of this form is also available in Appendix L, Resource Management Documents
This form should be submitted to the local alcohol policy administrator 10 working days in advance of the event. Those signing the form as the responsible party should be aware that they are agreeing to enforce the University Alcohol Policy.  The Alcohol Policy and a list of the Local Alcohol Administrators can be found at http://www.albany.edu/judicial/alcohol.shtml .

GRANT PROPOSAL PREPARATION AND SUBMISSION

The Office of Sponsored Programs has adopted a new on line system for preparing and submitting grant proposals, called COEUS. More information about the grant preparation and submission process can be found at the Sponsored Programs Website at http://www.albany.edu/research/OSPindex.htm and at http://www.albany.edu/research/VPRDocs/Processtosubmittoexternalsponsor.pdf.

All new faculty should be encouraged to attend a COEUS training session early in their tenure at the University. Training in COEUS lite navigation is deemed mandatory by the Office of Sponsored Programs.  Chairs should also be trained in the routing and approval module of COEUS as you will likely be the first line approvals for any proposals submitted by your department.

Before any proposals can be submitted via COEUS, they are first submitted electronically for the approval of the Department and the College Office. The primary purposes of this review are to make the department and college aware of the research efforts taking place in the college, and to review any University resources that are being committed in the grant.  To ensure a smooth approval process, faculty should be encouraged to be in contact with the Chair and the College office regarding any resources they are seeking to support their grant efforts, in advance of the proposal submission.

The chair’s approval of the proposal, in COEUS constitutes acceptance of responsibility of all commitments entailed or implied by the research project application unless stated otherwise.  Therefore, chairs should very carefully review commitments of faculty time (% effort on the project) especially during the academic year, space, graduate student support (stipends AND tuition), and credit. 

The university allocates credit for each funded project based on the credit split section of COEUS  Credit involves both recognition of accomplishment (e.g., listing of the work as one of the department activities in any official publication), and return of a portion of the indirect costs generated by the funded work to the department.  Credit allocations are decided by the Principal Investigator but must be approved by the chair and the dean.  Credit allocation should accurately reflect the effort invested by the department’s resources, including and especially the time of the faculty member.  This is usually the critical element of the proposal.  Unless there is a clear and overwhelming reason not to (such as there being co-Principal Investigators), all the credit should be allocated to the home department of the Principal Investigator. The presence in the budget of non-faculty staff in a center or institute is considered non-primary and not a sufficient reason to allocate credit to that center or institute. CAS has developed a policy for credit allocation which can be found at http://www.albany.edu/cas/docs/COEUSCredit-02-20-08.doc .  . 

One other important component of the proposal which should be reviewed is course buy outs for faculty. The College has developed a formula for calculating the funds necessary to faculty to buy themselves out of a course.  That policy can be found at http://www.albany.edu/cas/docs/CourseBuyoutPolicy_CAS03-1_final%20V2.doc .  .
The COEUS approval process involves the Dean or her designee and the Assistant Deans.  Each one has a specific area of responsibility, space and equipment, graduate student support, academic program impact, credit allocation and budget. 

COEUS Proposals that are on a tight timeline 

We appreciate that many proposals are often a long time in the creation.  You are asked to submit your proposal via COEUS 5 days before the proposal submission deadline.  If the investigator is running very close to or after that deadline it would be advisable to notify the chair and the CAS Dean’s office that the grant is coming and to send any drafts available for review.  

COEUS Review Process

Step 1: grant is submitted for approval through COEUS.

Step 2: Department Chair Review and Approval

Step 2: College Office Review and Approval:

Assistant Dean/Academic Programs

Assistant Dean/Administrative Services

Assistant Dean/Budget and Personnel

Assistant Dean/Facilities

Step 3: Review and signature by the Dean or her designee.

Step 4: Review by Office of Research 

The Assistant/Associate Deans review all COEUS proposals for compliance and impact related to their respective area of expertise.

Indirect Cost Sharing Policies and Guidelines (Internal to University) 

In the 1997 Fall semester, the President, upon recommendation by the Council on Research, established the policy of returning 10% of the University’s indirect cost return to the schools or colleges, departments, and centers.  The allocations are determined in direct proportion to the units’ contribution toward the total indirect cost recovery pool.  Of this amount, the school, college or division retains 20% and the departments or centers receive 80%.  The intent of this program is to stimulate the growth of new research endeavors or sustain existing research activities for which external funding is being sought. Since these funds are derived from the campus’ recovery of a portion of the infrastructural costs inherent in supporting campus-based research (i.e., “indirect costs”), some portion of these funds should be reinvested in the research infrastructure.  

When distributing indirect cost sharing funds, research endeavors with the following characteristics should be given the highest priority:

· activities that have a significant probability of generating external funding;

· interdisciplinary or multiunit research projects; 

· research programs that include undergraduate or graduate training components; 

· projects that improve research infrastructure; or

· needs that are of limited duration.

Funds must not be used for the following types of activities:

· entertainment expenses;

· instructional costs;

· consultant fees for University at Albany faculty; or

· petty cash accounts.

All deans, chairs, and center directors who receive indirect cost sharing funds must submit a brief final report describing how these funds were distributed by the close of the fiscal year (June 30th). The report should also include an explanation of the process used to allocate these funds and a statement of the outcomes planned for and realized from the investment of these funds.

POLICY ON APPOINTMENT OF DEPARTMENT CHAIR (Internal to University) 

 XE "policy on appointment of department chair" Chairs are appointed to the position by the President on the recommendation of the Dean. In making his or her recommendation, the Dean of the College of Arts and Sciences solicits input from the Department and takes into consideration its recommendations.

Process

In the last year of the term of the incumbent Chair, the Department will embark on a process to identify candidates for Chair consistent with any guidelines the department by-laws may specify.  Normally, this will entail the formation of a search committee that will determine suitable candidates, including the incumbent Chair, should he or she wish to continue as Chair, and will ascertain the acceptability of these candidates by members of the Department by conducting a vote or a survey of opinions. The process followed and the results of this process will be conveyed to the Dean. If possible, the Dean will receive a list of at least two suitable candidates, although the list may be ranked. This process should be completed 6 months prior to the end of the term of the current Chair.

In the case that the incumbent Chair wishes to continue, the Department should review the performance of the Chair by some acceptable process, normally by adding this function to the mandate of the search committee. The process followed and the report of these findings should be forwarded to the Dean along with the recommendation of suitable candidates. If the incumbent Chair has completed only one three-year term, the Department may wish, upon reviewing the Chair’s performance and finding it satisfactory, to recommend renewal of the term without engaging in a full search process.

The Dean will consider the recommendation of the Department and meet with some or all of those candidates under consideration. A vision statement may be required of the candidates. The Dean will make his or her recommendation to the President based on these considerations and other factors bearing on the needs of the Department and the College.  This process should be completed 5 months prior to the end of the term of the current Chair.

In the unusual case that none of the recommended candidates is acceptable to the Dean or to the President, or that no candidate was put forward by the Department, the responsibility will lie with the Dean to determine the leadership of the Department. 

Usual timetable

Current Chair’s terms ends: August 31

Department initiates internal search process: Dec 1

Department recommendations to Dean: March 31

Dean’s recommendation to president: April 30

President’s approval: May 15

RESEARCH PROFESSOR APPOINTMENTS

The College of Arts and Sciences seeks unique and creative ways to support the research mission of the University while continuing to provide core instructional component for the University.  To this end the College will consider the appointment qualified individuals as Research Professors.  These appointments, by virtue of the title, will be non-tenure track and will vary in duration.  Excellence in research, high research productivity, substantial external funding, and contribution to the College’s mission and programs will be the hallmarks of individuals appointed as Research Professors in the College of Arts and Sciences.

Criteria

Excellence in Research- demonstrated by previous awards, honors or other significant recognition for outstanding research.

High Research Productivity- evidenced by (1) current publication record; (2) current and substantial external grants; (3) likelihood of a sustained research program, including the ability to get new grants; and (4) external participation in the field.

Contribution to the College of Arts and Sciences- demonstrated by previous involvement in the College and/or the potential for supporting or enhancing current or future College research programs and initiatives.

Education- a Ph.D.

Terms of Appointment

Appointments may be made on a 1-3 year basis and will be renewable by mutual agreement based on College and Departmental needs as well as the continued research activities of the faculty member.  Appointments recommended to the Dean should be endorsed by the Departmental Chair and supported by the Department in accordance with departmental by-laws.  A search may be required in some circumstances accordance to human resources guidelines.

Duties

Research Professors will carry out specified externally funded research programs

Remuneration

Salary will vary depending on obligation and individual circumstances.  It is anticipated that Research Professors will bring in a large proportion of their salary through external grants.

RETIREMENT BENEFITS FOR FACULTY 

 XE "retirement benefits for faculty" The College of Arts and Sciences values the wisdom and the experience of its senior faculty members. It realizes that even after retirement from the University they are often still active in research and/or interested in teaching or mentoring students. The goal of the College of Arts and Sciences is to provide, to the extent possible, an environment in which retirees can fulfill their career aspirations, maintain their ties with colleagues, and contribute to the mission of the University. 

We list below various benefits and options for retirees.

University Services

Upon retirement from the University, faculty shall be denoted by the title “Emeritus”.  In keeping with the Policies of the Board of Trustees and the University, Emeritus rank shall carry with it the following University services/privileges:

Emeritus Faculty retain their library privileges indefinitely.

Emeritus Faculty can submit applications for external funding with approval of their department and College of Arts and Sciences.

Emeritus Faculty are entitled to free special permit parking on campus.

Emeritus Faculty are entitled to access to Email.

Emeritus Faculty are entitled to access to the Physical Education and RACC facilities.

Research in the College

Emeritus faculty of the College of Arts and Sciences who are active researchers and who receive external research funding will continue to be provided space for their research and have access to administrative services for their research. Active researchers who are unfunded may also continue to receive space upon request subject to its availability and to the recommendation of their chairs of department. As research levels diminish or as space constraints increase, it may be necessary to reduce the space allocated. Emeritus faculty will often be asked to occupy shared office space, especially when their research is being carried out in another location, such as a laboratory. A yearly performance summary may be required to ascertain the continued research activity of emeritus faculty. 

Emeritus faculty can serve on graduate degree committees providing they satisfy departmental and university regulations.

Teaching in the College

Emeritus faculty of the College of Arts and Sciences who are accomplished and effective teachers and who are interested in continuing to teach will be offered up to 2 courses per year for three years following their retirement subject to the availability of courses in their departments and programmatic needs.  The remuneration will be $5000 per course regardless of discipline (subject to COLA increases after the first year, if applicable). All such offers of post-retirement teaching must be recommended by the chair of the department and approved by the Dean.  Extensions beyond three years are possible, but preference will be given to new retirees. Office space will be provided to emeritus faculty during the semesters that they teach, although this will not necessarily be the space occupied prior to retirement and may be in a shared office environment if space is constrained. 

Vincent O’Leary Professorships

The Vincent O’Leary Professorship has been established as an opportunity to honor selected senior members of the UAlbany teaching faculty.  O’Leary Professors hold a special assignment for up to three years post-retirement, allowing the University to retain the important experience and contributions of these valued colleagues while also enabling them to adjust the level of their responsibilities.  O’Leary Professors may contribute to the University’s research, teaching, and service missions in accordance with an individual agreement negotiated annually with the CAS Dean and subject to approval by the Provost.  In addition, O’Leary Professors may enjoy: a special assigned obligation, participation in directing masters theses and doctoral dissertations as appropriate; eligibility for available travel funds; full e-mail, fax and phone services, as well as full parking, library, and athletic facilities privileges; and office space appropriate to the continuing assignment.

The duration of the appointment (one, two, or three years) depends on the post-retirement assignment.  O’Leary Professors may be compensated up to 25% of the appointee’s final academic year salary, not to exceed the maximum permitted by the laws governing retirement earnings (currently $30,000 for those under 65 years of age).  At the end of the term of appointment, O’Leary Professors continue in emeritus status at the rank of retirement.  Emeritus faculty continue to have the opportunity to teach at least one course each year by mutual agreement with the University and to enjoy designated University privileges and space as available.

Mentoring and Other Involvement with the College

Emeritus faculty of the College who do not wish to teach classes, but who wish to remain active by helping students and their departments are encouraged to volunteer to tutor, mentor, or serve their departments in other ways.  Such emeritus faculty will qualify for space in the department, subject to its availability. 

Participation in Departmental Affairs

The College of Arts and Sciences encourages the involvement of emeritus faculty in the affairs of their departments as prescribed by departmental by-laws. 

Emeritus Center

The University at Albany Emeritus Center provides a gathering place for retired faculty that facilitates and promotes continued scholarship and engagement with the University. The Center is located at the University Administration Building, Room 134. The Center provides meeting areas, computers, faxing, and photocopying. More information can be found at www.albany.edu/emerituscenter. 

UNIVERSITY POLICIES 

 XE "policies: university, general" 

 XE "university: policies: general" Department chairs are often faced with situations in which they must know and enforce University policies. Throughout this manual, we have included information about many policies with which a department chair should be familiar.  Of necessity we have had to be selective.  More comprehensive information about University policies can be found in the documents listed below. See Appendix Z, Selected University Documents:

· SUNY Board of Trustees Policies

· University at Albany Faculty Handbook

· Community Rights and Responsibilities
Several policies have been included in this section because they are of particular relevance to the duties and responsibilities of the department chair.

Sexual Harassment

 XE "policies: sexual harassment" 

 XE "sexual harassment policy" The University at Albany has had a policy on sexual harassment since 1981.  In the University policy, sexual harassment is defined as “any unwanted verbal or physical sexual advance or sexually explicit derogatory statement made by someone in the classroom or workplace, which are offensive or which cause the recipient discomfort or humiliation or which interfere with the recipient’s education or job performance.  It may include the following: 

Leering at a person’s body

Verbal harassment or abuse of a sexual nature

Unnecessary touching, patting, pinching, or constant brushing against a persons’ body

Subtle pressure for sexual favors

Demanding sexual favors accompanied by implied or overt threats concerning one’s grades, recommendations, job, performance evaluation, or promotion

Physical assault

Although the majority of incidents involve a male supervisor, coworker, or instructor harassing a woman, the law also covers women harassing men, women harassing women, and men harassing men.

Sexual harassment is a violation of the law (Section 703 of Title VII of the Civil Rights Act of 1964).

Further information covering sexual harassment can be obtained from the University at Albany Office of Diversity and Affirmative Action Office; 437-4780. (Refer to Appendix Z.)

Alcohol and Substance Abuse

 XE "policies: substance abuse" 

 XE "policies: alcohol abuse" 

 XE "alcohol and substance abuse policy" The State University of New York at Albany adheres to all federal, state, and local legislation governing alcohol.  The use of alcohol by members of the University community is permissible at authorized events and under controlled conditions.  All events and activities where alcohol is served must have appropriate licenses and/or permits required by state, local, or University regulations.  The appropriate Director, Dean or designee responsible for the function, facilities, or area makes the determination of which licenses and/or permits are required if questions arise. Requests for interpretations or appeals are to be made to the Vice President of Student Success, whose decision will be final.  

The University policy on Alcohol and Substance Abuse states that the unlawful use, possession, manufacture, dispensation, or distribution of alcohol and controlled substances in all campus work locations is prohibited. No employee will report for work or will work impaired by any substance, drug, or alcohol, lawful or unlawful. “Impaired” means under the influence of a substance such that the employee’s motor senses (i.e., sight, hearing, balance, reaction, or reflect) or judgment either are or may be reasonably presumed to be affected.

Medical testing may be done if the University has a reasonable suspicion that an employee is unable to perform job duties due to the misuse of alcohol, controlled substances, or prescription drugs.

Employees who unlawfully manufacture, distribute, dispense, possess, or use a controlled substance will be subject to disciplinary procedures consistent with applicable laws, rules, regulations, and collective bargaining agreements. Sanctions may include termination of employment and referral for prosecution. Other corrective action may include satisfactory participation in an approved drug rehabilitation program.

Employees must notify the Office of Human Resources Management of any criminal drug statute conviction for a violation occurring in the workplace, or at the work site, no later than five working days after such conviction. The University will notify appropriate federal agencies of such a conviction within 10 days of receiving notice of a conviction.

An Employee Assistance Program (EAP) is available on campus for employees who wish to seek assistance in dealing with drug and alcohol-related problems. EAP is a confidential information, support, and referral service. Please call 442-5483 to reach the EAP coordinator.

This policy is in compliance with the Drug Free Workplace Act of 1988 and the Drug Free Schools and Communities Act Amendments of 1989. Adherence to this policy is a condition of employment at the University of Albany. 

Questions concerning this policy should be referred to James Mancuso in the Office of Human Resources Management at 437-4702.

The complete policies Governing Use of Alcohol can be obtained from the Office of the Vice President for Student Success, UNH-206, 518-956-8140.

Smoking in the Workplace

 XE "smoking policy" 

 XE "policies: smoking" University policy states that smoking is prohibited in all University buildings except residence halls.

Smoking is prohibited out of doors in the following areas: (1) within 30 feet of exterior ventilation intakes, (2) within 10 feet of building entrances and open windows, and (3) in all exterior stairwells

We anticipate that most instances of violation of this policy can be remedied through education and informal reminders. Where necessary, however, complaints against an employee may be filed with the Office of Human Resources Management. All complaints must be in writing and must be signed. Confidentiality will be preserved. Complaint forms are available by calling this office at 442-3150. As smoking regulations are University policy, serious or repeat violations may subject employees to disciplinary action as provided in the various negotiated union contracts.

Complaints regarding smoking by students in a given area should be referred to the building coordinator designated by the Office of Student Success. Complaints that cannot be resolved through this process should be referred to the Office of Student Success and will be handled through the Student Judiciary process.

Freedom of Expression

 XE "policies: freedom of expression" 

 XE "freedom of expression policy" In March 1987 the Council of Academic Freedom and Ethics of the University Senate adopted a policy on freedom of expression at the University at Albany.

In this policy, the University reaffirms its commitment to the principle that the widest possible scope for freedom of expression is the foundation of an institution dedicated to vigorous inquiry, robust debate, and the continuous search for a proper balance between freedom and order.  The University seeks to foster an environment in which persons who are on its campus legitimately may express their views as widely and as passionately as possible; at the same time, the University pledges to provide the greatest protection available for controversial, unpopular, dissident, or minority opinions.  The University believes that censorship is always suspect, that intimidation is always repugnant, and that attempts to discourage constitutionally protected expression may be antithetical to the University’s essential missions: to discover new knowledge and to educate.

A complete copy of the policy is available in the Faculty Handbook.

The Council on Academic Freedom and Ethics (CAFE)  XE "Council on Academic Freedom and Ethics (CAFE)" serves as a hearing body for members of the University community who feel their freedom of expression has been unfairly suppressed.  CAFE shall hear and investigate complaints brought by any member of the University community against any other member of the University community provided such complaints:

Concern professional behavior seemed to be in derogation of the professional responsibility and privilege;

Are not grievable under existing contracts; and

No other means of resolving the complaint are available within the University governance structure at the time the complaint is filed.

The Council will report its findings to the President for further review and action.

For more information about this policy, contact the University Senate Office, 437-4917.

COPYRIGHT INFRINGEMENT

Intellectual Property, Copyright, and Fair Use Resources

Refer to:  http://library.albany.edu/reference/copyright.html
Responsible Use of Information Technology

Refer to:  http://www.albany.edu/policies/computer_usage/.

EMERGENCIES

 XE "emergencies" The University Health Center is operational 24 hours per day when the University is “in session” during the fall and spring semesters.  Professional nursing staff is available by telephoning 442-5454 or 442-5151; the Medical Director and other physicians are available 8:30 a.m. to 4:30 p.m. (Mon.-Fri.): student ambulance service (Five Quad Volunteer Ambulance Service, Inc.) can be reached through the same telephone number (442-5151).  ‘Five Quad’ is available on a 24 hours per day basis during the fall and spring semesters.  At other times the University Health Center operates on a Monday through Friday schedule (8:30 a.m. to 4:30 p.m.) for the University community.  During times when the University Health Center is closed, the University Police Department (911 or 442-3131) responds to requests for emergency support, ambulance, and other aid.  A University physician is “on call” for telephone consultation during these periods.

Members of the faculty and staff are welcome to consult with the University Health Center regarding health-related issues.  The Health Center co-sponsors a number of activities with the Employee Assistance Program (EAP) XE "Employee Assistance Program (EAP)"  such as periodic blood-pressure screening programs.  Consultations regarding appropriate referrals to health-providers in the community are available at the request of faculty and staff.

The University Health Center, the University Counseling Center, and Five Quad Volunteer Ambulance Service, Inc. are located in the Health and Counseling Services Building, located at the west end of the campus, across University Drive from the Social Sciences Building.

Non-Medical Emergencies

All other emergencies should be called into the University Police Department by dialing 911.  Safety concerns should also be reported to the Department of Environmental Health and Safety or the Physical Plant Department as appropriate.

Campus Emergency Plan

A comprehensive Campus Emergency Plan has been developed in order to quickly and thoroughly respond to emergencies.  A copy of the plan is located in Appendix O.

STATEMENT OF REASONABLE ACCOMMODATION POLICY

Reasonable Accommodations for University Employees

The Americans with Disabilities Act (ADA) of 1990 mandates that employers make reasonable accommodations for otherwise qualified employees with disabilities, unless it can be demonstrated that providing such accommodations would result in undue financial or operational hardships.  To date, most employee requests for reasonable accommodations under both the ADA and its antecedent, the Rehabilitation Act of 1973, have been addressed directly by the employee’s supervisor or department chair, the Office of Diversity and Affirmative Action or the Office of Human Resources Management.  While department heads and supervisors are expected and encouraged to continue responding directly to requests from individuals with disabilities, there may be occasions when making a decision about accommodations are complicated by other factors.  For instance, the need for an accommodation may not be obvious, or it may be difficult to determine what constitutes a reasonable accommodation, or a department’s budget may be unable to absorb the total cost of providing the accommodation requested.  The following procedure has been developed to ensure that employees’ requests for reasonable accommodations are treated in as consistent and equitable a fashion as possible.  This process is to be used by both employees and supervisors in instances where (1) a solution to a request for a reasonable accommodation has been implemented or (2) where an accommodation was requested but not provided.  In instances where an accommodation has been implemented the application and all supporting documentation will be kept on file in the Office of Diversity and Affirmative Action for record keeping purposes only.

There are several terms which must be explained in order to understand the impact of the ADA upon the University and its employees:

Essential Job Functions

These are the essential job duties that an employee must be able to perform with or without a reasonable accommodation.  Usual characteristics of the essential functions of a job are time spent, consequences of error, skill or expertise involved, and the availability of other employees.  Under normal circumstances the essential duties would be included in the employee’s performance program.

Reasonable Accommodation

This is any change or adjustment to a job or work environment which allows an employee with a disability to perform the essential functions of a job.  Typical accommodations include job restructuring, reassignment, and equipment and furniture modifications.

Undue Hardship

This is an accommodation which would be unduly costly, extensive, disruptive, or would substantially alter operations.  Such accommodations need not be provided.  Nevertheless, please note that the University does have the obligation to explore and locate other suitable accommodations which would not constitute undue hardship if possible.

Disability

A disability is a physical or mental impairment that substantially limits a major life activity (i.e., hearing, speaking, seeing, walking) or a record of substantially limiting impairment, or someone regarded as having a substantially limiting impairment.

Light Duty

The University will continue its policy of requiring that employees be able to perform the essential duties of their position.  With the exception of the temporary alternate duty assignments available in Worker Compensation cases, there are no enduring “light duty” assignments.

Self-Identification

The Office of Diversity and Affirmative Action needs to be informed of all employees with disabilities.  This can occur by completing the form, Invitation for Self-Identification of Individuals with a Disability.  This form can be obtained either on the ODAA website (http://www.albany.edu/affirmative_action) or by calling the Office of Diversity and Affirmative Action at 437-4780.  Collection of this information is confidential and is maintained in the ODAA for record-keeping purposes.

Procedure for Requesting a Reasonable Accommodation

1.
The employee requesting an accommodation obtains, completes, and forwards to his or her department head or supervisor an Application for and Report of A Reasonable Accommodation form (Appendix G).

2.
The department head or supervisor completes either Section B or Section C of the Application for and Report of A Reasonable Accommodation and forwards the signed application to the College.  The Office of Diversity and Affirmative Action notifies the employee of the disposition of the request for an accommodation within two weeks of receiving all necessary information including medical documentation if appropriate.

3. If the department head or supervisor states on the Application for and Report of A Reasonable Accommodation that the department can provide the requested accommodation directly without additional documentation or assistance, then the application process is complete, and the department proceeds with necessary arrangements.  The Application for and Report of A Reasonable Accommodation remains on file in the Office of Diversity and Affirmative Action for record keeping purposes only.

4.
If the department head or supervisor states on the Application for and Report of A Reasonable Accommodation that the department or unit is prevented from directly accommodating the request due solely to budgetary considerations, and if it is subsequently determined by the Office of Diversity and Affirmative Action and the Office of Human Resources Management that the request or some mutually agreed upon variation thereof may be accommodated without undue financial hardship to the institution as a whole, then the Office of Diversity and Affirmative Action will contact the appropriate Vice President, Dean, or Director, who will be asked to assist in locating funds through channels within his or her own division.  It should be emphasized, however, that there are no University funds set aside specifically to pay for job accommodations; rather, it is expected that required job accommodations will typically be funded directly by the employee’s department or division.  Unresolved questions regarding undue financial hardship should be addressed through the usual reporting structure, and will ultimately be decided by the President.

5.
In determining whether an accommodation would cause an undue hardship, the department head or supervisor may consider the impact of an accommodation on the ability of other employees to do their jobs.  However, a supervisor or department head may not claim undue hardship solely because providing an accommodation has a negative impact on the morale of other employees; nor can an employer claim undue hardship because of “disruption” due to employees’ fears about, or prejudices toward, a person’s disability.  For example:   If restructuring a job to accommodate an individual with a disability creates a heavier workload for other employees, this may constitute an undue hardship.  But if other employees complain because an individual with a disability is allowed to take additional unpaid leave or to have a special flexible work schedule as a reasonable accommodation such complaints or other negative reactions would not constitute an undue hardship.

6.
If the department head or supervisor states on the Application for and Report of A Reasonable Accommodation that the department lacks information necessary for making a decision about the request, then the request is referred to the Office of Diversity and Affirmative Action who will notify the applicant of the need for additional information using Attachment 2, Notification of Need for Additional Information Supporting Request for A Reasonable Accommodation, (Appendix G)

7. If the department head or supervisor has difficulty determining what is a reasonable accommodation, then the Application for and Report of A Reasonable Accommodation as well as all additional information and supporting documentation should be forwarded to the Office of Diversity and Affirmative Action for review in close consultation with the Office of Human Resources Management.  If, based on the review, the Office of Diversity and Affirmative Action and the Office of Human Resources Management determines that the employee is entitled to an accommodation and that the proposed accommodation is reasonable as defined by the ADA, then the Office of Diversity and  Affirmative Action will consult with the employee and the employee’s supervisor about appropriate methods of implementing the requested accommodation or some variation thereof.  The Office of Human Resources Management will conduct a job audit of the duties and responsibilities of the position in instances where the essential duties are an issue.

8.
If a review of the request and supporting documentation is inconclusive, or if it is determined that medical documentation is inadequate or otherwise problematic, then the Office of Diversity and Affirmative Action will inform the applicant as to why the documentation is unacceptable, and the applicant will be allowed to submit additional supporting documentation.  If, after this additional documentation has been submitted and the need for an accommodation is still not clearly established, then the employee may be asked to submit to a medical examination or see an appropriate medical professional designated and paid for by the University.  Documentation and reports from medical exams will be used solely to assist the Office of Diversity and Affirmative Action in conjunction with the Office of Human Resources Management in making an informed decision about the employee’s request for an accommodation.  Based on all documentation, if the Office of Diversity and Affirmative Action and the Office of Human Resources Management agree that the requested accommodation is reasonable, then the employee will receive written confirmation.  If the request for an accommodation is determined to be unjustified or not a reasonable accommodation, then the applicant will receive notification of the denial of her or his request for a reasonable accommodation.  (See attachment 3.)  At that time, the Office of Diversity and Affirmative Action will explore an alternative accommodation that does not cause an undue hardship.

9. All documentation will be held in the strictest of confidence and kept separate from personnel records.  The department may wish to have an employee’s disability needs evaluated by an outside agency to determine what type of equipment is best suited for a particular type of disability.  If the department asks that an evaluation be performed, then the cost associated with an evaluation (if any) will be paid for by the department.

10. The University may seek technical assistance from a medical professional, State or local rehabilitation agencies or disability constituent organizations in determining how best to address an individual’s specific request.  After a decision is made by the Office of Diversity and Affirmative Action and the Office of Human Resources as to what is and is not an appropriate accommodation, a recommendation will be made to the President of the University.  The President will make the decision as to whether making an accommodation would pose an undue hardship on the University.  If the individual requesting an accommodation believes that a decision to deny the request was based on illegal discrimination, then a complaint may be filed with any of the following offices on the following page.

Classified employees also have access to an appeal process through the Reasonable Accommodations Unit of the New York State Department of Civil Service (518/457-8023).

Reasonable Accommodations for Students

Between 1974 and 1999, the enrollment of students with disabilities at the University at Albany grew from 80 students to its present enrollment of 423 (1998). The Americans with Disabilities Act (ADA) and the Rehabilitation Act of 1973 have helped students to become much more aware of their needs and their rights. Not surprisingly, requests for accommodations are on the increase. Given the pressures on both faculty and staff to deal with these requests, it is important to have formal policies and procedures to govern the management of these requests in a fair and effective manner.

Definitions of ADA/504 Terminology

Both the ADA and Section 504 of the Rehabilitation Act protect any individual with a physical or mental impairment that substantially limits that person in some major life activity, and any individual who has a history of, or who is regarded as having, such an impairment. These terms are further defined as follows:

* Physical or mental impairment: in order to meet ADA guidelines, impairment must be categorized as a physiological or mental disorder.

* Substantially limits:  impairment substantially limits an individual in a major life activity if the person cannot perform the life activity at all, or if the individual is limited in the condition, manner or duration of that activity. 

* Major life activity: examples of the kind of activities that would be considered "major life activities" include, but are not limited to, walking, seeing, breathing, learning, working or performing manual tasks.

* Qualified person with a disability:  this is defined as one who meets the academic and technical standards requisite to admission or participation in the University’s programs and activities. This includes, but is not limited to, students with any of the following disabilities: AIDS. Alcoholism/Chemical Dependency**, Cancer, Cerebral Palsy, Diabetes, Epilepsy, Head Injury, Hearing Impairment, Heart Disease, Learning Disabilities, Mental Illness, Mental Retardation, Multiple Sclerosis, Muscular Dystrophy, Orthopedic Impairment, Perceptual Impairment.

 **The ADA excludes from its protection people who currently use illegal drugs, but prohibits discrimination against recovering (nonactive) drug addicts and alcoholics. In order to encourage individuals to end substance abuse, the ADA provides civil rights protection for individuals who have successfully completed rehabilitation.

ADA Compliance Committee

Reasonable accommodations are meant to be individualized and flexible based on the nature of the disability and the academic environment. Most requests for reasonable accommodation can be both recommended and met by the Director of the Disability Resource Center.  Other accommodations can be more involved, necessitating the establishment of an ADA Compliance Committee that would review the request. Membership on the ADA Compliance Committee would include the Dean of Undergraduate or Graduate Studies, as appropriate; the relevant Department chair or designee; the University’s designated ADA Compliance Officer; a student representative, as jointly recommended by the Director of DSS and the ADA Compliance Officer; and relevant professionals from the University Counseling Center, Residential Life, and other administrative areas. The Director of the Disability Resource Center would serve as a voting, ex-officio member of the Committee.

The ADA Compliance Committee would determine and recommend reasonable accommodations to the appropriate Vice President(s). It would also serve as an appeal body for individuals wishing to review a decision made by the Director of the Disability Resource Center. In these instances, the Director would sit with the committee for information but would not vote.

The Review Process

Students making reasonable accommodation requests should follow these three steps:

1. Students who seek "reasonable accommodations" under the ADA or Section 504 are responsible for notifying the University of their disability. At the University at Albany this is done by self identifying on the Admissions application or by registering with the Disability Resource as soon as possible after admission.

2. The person with the disability must make a formal request for a reasonable accommodation. This request can be made in writing to the Director of the Disability Resource Center or can be discussed with the Director in person. While students can request a particular type of accommodation, it is the University that determines how to meet a particular need. Therefore, alternative accommodations may be recommended which are more cost effective or efficient than those requested by the student.

3. Documentation of disability must be furnished and kept on file with the Disability Resource Center. The documentation must support the accommodation request. The specific request must relate to the legal definition of disability. The documentation must not be older than three years.

University at Albany Rights and Responsibilities

The University at Albany has the responsibility:

* To inform its applicants and students about the availability and the range of accommodations.

* To evaluate applicants based solely on their abilities. Should an evaluation method or criteria have a negative effect on an applicant with a disability, the University must seek reasonable alternatives.

* To insure that all of its programs are accessible architecturally and/or programmatically.

* To make reasonable adjustments in the instructional method and evaluation system for a course when these have a negative impact on disability.

* To adjust or substitute any requirement that has a negative impact on disability and is not fundamental to the student’s academic program.

* To identify and establish the abilities, skills and knowledge necessary for success in its programs and to evaluate applicants on this basis.

* To establish, through the appropriate faculty members, the abilities, skills, and knowledge fundamental to the requesting student's academic programs/courses and to evaluate each student's performance on this basis. These fundamental program/course goals are not subject to accommodation.

* To request and review, when necessary, documentation that supports requests for accommodation. The University has the right to table any request that is not so supported with requested documentation.

Students Rights and Responsibilities

Students with disabilities are entitled to an equal opportunity to learn. They also have the same obligations as any other students to meet and maintain the institution’s academic and technical standards. With that as a given, students with disabilities have the right:

* To identify themselves as needing accommodation in a timely fashion.

* To demonstrate or document how their disability affects a particular delivery system, instructional method, or evaluation criteria when requesting an accommodation.

* To participate actively in the search for accommodations and auxiliary aids. This responsibility extends to working with the institution to seek financial assistance from government and private sources.

* To be evaluated based on their ability, and not their disability. If their disability affects the outcome of an evaluation method, they are entitled to an evaluation by alternative means.

* To access services, extracurricular activities, and transportation at levels comparable to access by all other students. This is especially significant if the location, delivery system, or instructional methodology limit their access, participation, or ability to benefit from the academic community.

* To appeal the institution’s decisions concerning accommodation. They can accomplish this by writing a letter to the ADA Compliance Committee; failing that, they may file a complaint with the New York State Division for Human Rights.

Recommended Disclosure Statement

We strongly urge that the following statement be included in the description of each course syllabus:

Reasonable accommodations will be provided for students with documented physical, sensory, systemic, cognitive, learning and psychiatric disabilities. If you believe you have a disability requiring accommodation in this class, please notify the Director of the Disability Resource Center.  That office will provide the course instructor with verification of your disability, and will recommend appropriate accommodations.
INDEX
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APPENDICES

If you are using the hardcopy version of this manual, see the College Office or Department Chair for these documents. For the online version, some appendices are attached here as indicated in the table below; for the appendices not attached here, see the Department Chair.

	Appendix
	Document
	Location

	A
	CAS Department and Center Phone/Room Lists
	Hardcopy; and

http://www.albany.edu/cas/nav_cas_academic_departments.shtml
http://www.albany.edu/cas/nav_cas_institutes_and_research_centers.shtml 

	B
	CAS Operational Calendar


	Hardcopy; and

http://www.albany.edu/cas/cas_administrative_calendar.shtml

	C
	Faculty Activity Report
	Hardcopy; and

www.albany.edu/academic_affairs/faculty_activity_report/

	D
	Travel Voucher
	Hardcopy only

	E
	Spending Plan Template
	Hardcopy; and

http://www.albany.edu/cas/docs/Spending_Plan_Template.xls

	F
	Personnel Forms:

	
	· Position Authorization Request

· Appointment Request

· Change of Status Request

· Student Appointment Request

· Extra Service Approval Request

· Employment Eligibility Verification

· Guidelines for the Appointment of Part-time Faculty Members
	Hardcopy; and selected documents:

http://hr.albany.edu/content/forms.asp

	G
	Recruitment Procedures/Office of Diversity and Affirmative Action
	www.albany.edu/affirmative_action/ 

	
	· Application for and Report of A Reasonable Accommodation

· Notification of Need for Additional Information Supporting Request for A Reasonable Accommodation

· Notification of Denial of A Reasonable Accommodation
	Hardcopy only

	H
	Promotion and Tenure Timeline and Guidelines:

	
	· Timeline for Promotion and Continuing Appointment Requests
	Hardcopy; and http://www.albany.edu/cas/docs/Time%20Line%2010-11.doc

	
	· Guidelines for the Preparation of Recommendations for Promotions and Continuing Appointment
	Hardcopy only

	I
	Performance Programs and Evaluations:

	
	· Professional Performance Program 
	Hardcopy; and

http://hr.albany.edu/content/forms.asp

	
	· Professional Evaluation 
	Hardcopy; and

http://hr.albany.edu/content/forms.asp

	
	· Sample Professional Performance Program, Sample Professional Performance Evaluation
	Hardcopy; and

attached here in online version

	
	· Classified Service Employee Performance Program and Evaluation
	Hardcopy; and

http://hr.albany.edu/content/forms.asp  

	J
	Sample Syllabus

General Education Syllabus Requirements
	Hardcopy

Hardcopy; and

http://www.albany.edu/gened/syllabi.shtml 

	K
	Assistantships and Fellowships Documents:

	
	· Tuition Scholarship Request Form for Externally Funded Assistantships
	Hardcopy; and

http://www.albany.edu/cas/docs/tuition_scholarship_request_form.doc

	
	· Tuition Scholarship Award Application
	Hardcopy; and

http://www.albany.edu/cas/docs/tuition_scholarship_award_application.doc

	
	· Sample Graduate Assistantship Notification Letter
	Hardcopy; and

attached here in online version

	
	· Sample Fellowship Offer Letter
	Hardcopy; and

attached here in online version

	
	· Sample Tuition Scholarship Offer Letter
	Hardcopy; and

attached here in online version

	L
	Resource Management Documents:
	

	
	· Space Request Form
	Hardcopy; and

http://www.albany.edu/space/ 

	
	· University at Albany Contract for the Temporary Assignment of Space
	Hardcopy; and

http://www.albany.edu/space/ 

	
	· SUNYCard Access Form
	Hardcopy and  http://www.albany.edu/cas/docs/suny_card_access_form.doc

	
	· Alcohol Use Registration Form
	Hardcopy and  http://www.albany.edu/cas/docs/alcohol_use_registration_form.doc

	

	

	M
	
	

	N
	College of Arts and Sciences Bylaws
	Hardcopy; and

http://www.albany.edu/cas/docs/CASBylaws2005.pdf

	O
	Campus Emergency Plan
	Hardcopy; 

and attached here in online version

	Z
	Selected University Documents
	

	
	· SUNY Board of Trustees Policies
	Hardcopy; and

www.suny.edu/Board_of_Trustees/index.cfm 

	
	· University at Albany Faculty Handbook
	Hardcopy of Index; and

http://www.albany.edu/senate/handbook.htm

	
	· Community Rights and Responsibilities
	Hard copy; and

www.albany.edu/judicial_affairs/standardsofconduct.html 

	
	· Diversity and Affirmative Action

Who We Are and What We Do

Racial Discrimination and Harassment

Persons with Disabilities Discrimination and Harassment
Sexual Harassment and Sexual Assault

Sexual Orientation Discrimination and Harassment or Intolerance
	Hard copy only


( For these purposes doctoral education is typically defined as chairing dissertation committees, administering doctoral qualifying examinations, and teaching at the graduate level.
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