Table of Contents

BUFFALO STATE COLLEGE

HANDBOOK FOR FACULTY AND LIBRARIANS

Section 1: The Handbook

e Message from the Provost
e Introduction

Section 2: About Buffalo State College
e About Buffalo State

Vision, Mission, Values

Buffalo State’s Covenant with its Students
The Covenant

Student Oath of Matriculation
History

Academics

Faculty

Students

Teaching, Research, and Scholarship
Accreditations

Degrees Offered

e SUNY & Buffalo State Governance, Administration

Board of Regents; New York State Department of Education
SUNY Board of Trustees

Policies of the Board of Trustees

State University of New York (SUNY)

SUNY System Administration

Buffalo State College Council

Buffalo State Administration

College Senate

Data Resources

Section 3: Instruction Policies and Procedures

e Curriculum Policies and Procedures

Unit of Credit

Courses

Course Offerings
New Course Proposals
Course Revisions
Course Challenge
Course Numbers
Course Title Changes
Program Proposals

e Bachelor’s Graduation Requirements

Students Entering Fall 2006 and later — Intellectual Foundations
Students Entering Prior to Fall 2006 — General Education 2000

Upper-Division Course Requirements
Academic Minors
Additional Degree Requirements

e Master’s and C.A.S. Graduation Requirements
e Graduate Candidacy
e Student Audit System (Degree Navigator)

Buffalo State College Handbook for Faculty and Librarians

Page 0.1

Page
1.1
1.2

2.1

2.2
23
2.3
23
2.4
24
24
2.5
25

2.6
2.6
2.7
2.7
2.7
2.8
2.8
2.8
2.9

3.1
3.1

3.1
3.1
3.1
3.1
3.2
3.2
3.2
3.2
3.3
3.3
3.4
3.4
3.4
3.4
3.5
3.6

July 2008



Table of Contents

e Audit System (Degree Navigator) Departmental Accounts
e Course Management and Instruction Policies
- Electronic Course Management
- Class Rosters
- Textbooks and Supplies
- Class Meeting Times
- Canceling Classes Unexpectedly
- Change of Room
- Course Withdrawal
- Incomplete Grades
- Other Grading Issues
- Dealing with Disruptive Students
- Syllabus
- Syllabus Statements
- Sample Additional Syllabus Topics
- Course Policies (Suggested Topics)
o Disclosute of Student Information, Student Social Secutity Numbers
- Family Educational Rights and Privacy Act (FERPA)
- New York State Social Security Numbers Law
o Military Obligations (Students With)
e Religious Holidays Policies
- Discrimination Based on Religion
- Students Unable Because of Religious Belief to Attend Classes on Certain Days
o Evaluation and Grading Policies
- Notification of Grading Policies
- Mid-Semester Evaluations
- Critique and Evaluation Period (CEP) and Study Day
- Exam Scanning and Scoring
- Exam and Final Grades Posting
- Grading (Internal Controls)
- Grading System
- Quality Point System
- Change of Grade/Appeals
- Repeating a Course
e Probation, Academic Misconduct, and Dismissal
- Good Academic Standing
- Academic Probation and Dismissal
- Academic Misconduct
- Waiver of Academic Regulations
- Academic Grievance Procedure for Students
o Independent Study, Course by Contract, Auditing Courses
- Independent Study/Project
- Course by Contract
- Auditing Courses
- Culminating Activity — Master’s Thesis, Project, or Comprehensive Exam
- Workshops

Section 4: College Policies

e General College Policies
- Alcohol and Drug Use in the Workplace Policy
- Campus Confidentiality Statement
- Disclosure of Student Information, Use of Student Social Security Numbers

Buffalo State College Handbook for Faculty and Librarians

Page 0.2

3.6
3.7
3.7
3.7
3.7
3.7
3.8
3.8
3.8
3.8
3.8
3.8
3.11
3.11
3.13
3.14

3.15
3.15
3.15
3.15
3.15
3.15

3.16
3.16
3.16
3.17
3.17
3.17
3.18
3.20
3.20
3.20

3.21
3.21
3.22
3.22
3.23

3.23
3.24
3.24
3.25
3.25

4.1
4.1
4.2

July 2008



Table of Contents

Family Educational Rights and Privacy Act (FERPA)
New York State Social Security Numbers Law
- Electronic Resources
- Emergencies on Campus
- Emergency College Closings
- Emergency Contact Protocol
- Emergency Response Plan
- Ethics Law (A Plain Language Version)
- Fees, Charges, and Deposits (University Policy)
- Freedom of Information Law
- Honoraria Reporting
- Internal Control Standards
- Public Officers Law
- Internal Controls: Grading
- Political Activities Involving State Employees
- Receipt of Legal Papers Served on the College
- Right to Know Law (Environmental Health and Safety Office)
- Security, Confidentiality, and Integrity of Customer Information
- Smoking Policy
- Software Installation Policy
- Telephone Use Policy
- Travel Procedures for Employees
- Use of College Resources
Workers” Compensation, Accident Reporting System
. Eqmty and Campus Diversity
- Equity and Campus Diversity Office
- Equity and Campus Diversity Policies
General Policy Against Discrimination and Harassment
Affirmative Action Policy
Bias and Hate Crimes
Consensual Sexual and Amorous Relations
Disabilities (Persons With)
National Origin (Discrimination Based on)
Religion (Discrimination Based on), Students Unable Because of
Religious Belief to Attend Classes on Certain Days
Sexual Harassment
College Policy on Sexual Harassment
Sexual Orientation
Veterans
Non-Discrimination Policy for Vietnam-Era Veterans
Veterans Employment Opportunities Act
Complaint Procedure for Review of Allegations of Unlawful
Discrimination/Harassment

Section 5: Your Students—University College, Offering Student Assistance,
Recognizing Student Excellence

. Uruvers1ty College
Academic Opportunities Cluster
All College Honors Program
Carnegie Academy for the Scholarship of Teaching and Learning (CASTL)
Undergraduate Research Office
- Academic Standards

Buffalo State College Handbook for Faculty and Librarians

Page 0.3

4.3

4.4

4.5

4.8

4.8

4.10
4.11
4.11
4.12
4.12
4.12
4.13
4.13
4.14
4.14
4.15
4.15
4.16
4.17
4.17
4.17
4.18
4.18
4.19

4.20
4.20
4.20
4.22
4.22
4.23
4.25
4.26

4.26
4.28
4.28
4.29

4.29
4.30

4.30

5.1

5.1
52
52
5.2

July 2008



Table of Contents

Academic Intervention Office
- Academic Support Programs
Academic Support Programs Office
Academic Advisement Center
Academic Skills Center
Collegiate Science and Technology Entry Program (C-STEP)
- College Writing Program
- First-Year Programs
First-Year Seminars
Learning Communities
- Educational Opportunity Program (EOP)
- Intellectual Foundations
- International and Exchange Programs
Center for China Studies
International Education Office
International Graduate Programs for Educators
International Student Affairs Office
International Studies Interdisciplinary Minor
Special Programs Office
National Student Exchange
Visiting Student Program
- Student Support Services Program
Student Assistance/Programs of Interest
- Athletics and Recreation
- Campus Safety Forum
- Career Development Center

- Continuing Professional Studies, Credit for Experiential Learning

- Counseling Center
- Dean of Students
- Disability Services for Students

- Emotional Distress (Recognizing and Dealing with Students in)

- Care Enough to Call Consultation and Referral Resources
- Judicial System (Student)

- New-Student Orientation

- Residence Life Office

- Student Affairs (Academic and Student Affairs Office)

- Student Audit System (Degree Navigator)

- Student Government (United Students Government)

- Student Life Office

- Weigel Health Center

Recognizing Student Excellence

Section 6: Library, Technology, and Instructional Support

Campus Confidentiality Statement
Computing and Technology Services
- Computing Help Desk
- Account Requests and Passwords
- Computer Repair
- Training and Consulting
- Purchasing Computer Equipment and Software, Software
Licensing and Installation
Hardware/Equipment Purchases

Buffalo State College Handbook for Faculty and Librarians

Page 0.4

52

52
5.3
53
53
53
5.4
5.4
5.4
5.4
54
5.5
5.5
5.5
5.5
5.5
5.6
5.6
5.6
5.6
5.6

5.6
5.7
5.7
5.8
5.8
5.8
59
59
512
5.13
5.13
5.13
5.14
5.14
5.14
5.14
5.15
5.16

6.1
6.1
6.1
6.1
6.2
6.2

6.2
6.2

July 2008



Table of Contents

Software Purchases
- Software Installation Policy
- Class Rosters
e Instructional Resources Center
- Classroom Technology Support
- Computer Graphics
- Electronic Learning
- ANGEL
- Turnitin
- Multimedia Production
- Photographic Services
TV Engineering
. L1brary (E.H. Butler)
e Banner
o Faculty and Staff: How to Access Campus Technology

Section 7: Responsibilities and Personnel Issues for Faculty and Librarians

e Faculty and Librarian Responsibilities
- Definitions
Academic Staff
Academic Rank
Qualified Academic Rank
- Professional Obligation
Academic Year Obligation for Faculty
Responsibilities
Instruction
Assessment
Student Advisement, Advisement Policy
Faculty Meetings
Office Hours
Course Scheduling
Scholarly Ability
Setvice to the University, Profession, and Community
. Faculty Appointments
Appointment Types
Term Appointment
Continuing Appointment
Temporary Appointment
- Renewal of Term and Continuing Appointment
- Prior Service Credit
- Official Personnel Files
- Graduate Faculty Status
e Guidelines for Promotion for Faculty
- Regular Academic Ranks
Instructor
Promotion to Rank of Assistant Professor
Promotion to Rank of Associate Professor
Promotion to Rank of Professor
e Evaluation Criteria for Appointment, Promotion, and
Continuing Appointment for Librarians
e Faculty Participation in Ceremonies and Celebrations
- Academic Regalia

Buffalo State College Handbook for Faculty and Librarians

Page 0.5

6.2
6.3
6.3
6.3
6.3
6.4
6.4
6.4
6.5
6.5
6.6
6.6
6.6
6.8
6.9

7.1

7.1
7.1
7.1
7.1
7.1
7.2
7.2
7.2
7.3
7.5
7.5
7.5
7.6
7.7
7.8

7.8
7.8
7.8
7.8
7.8
7.9
7.9
7.9
7.9
7.9
7.10
7.10
7.12

7.13

7.14
7.14

July 2008



Table of Contents

Section 8: Support for Scholarship, Research, and Creativity

- Academic Convocation

- Commencement

- Educational Opportunity Program Honors Convocation
- Honors Convocation

Academic Freedom

Copyright

Leaves of Absence

- Sabbatical Leave

- Military Leave

- Employee Organization Leave

- Jury Duty

- Other Leaves of Absence

- Vacation Leave

- Sick Leave

- Disability Leave

- Family and Medical Leave
Termination of Services

- Termination at Will and Automatic Termination
- Retirement

- Notice of Non-Renewal

- Discipline

- Retrenchment

Public Officers Law/Oath of Office
Ethics Code: Faculty Financial Disclosure
United University Professions

Statement on Applied Research: A Framework for Discussion
Applied Research Routing Form (Sample)
Grants and Awards

Research Foundation Grant Support Services (Office of Sponsored Programs)

- Identifying Funding Soutces
- Developing Grant Narrative
- Budget and Organizational Planning and Description
- Grant Workshops
- Grant Preparation and Processing
- Research Incentive Funds
Compliance Monitoring
- Human Subjects
- Humane Care and Use of Laboratory Animals
- Research Misconduct
- Conflict of Interest
- Controlled Substances in Research
- Export Controls Compliance
Intellectual Property
- Patents and Inventions
- Copyrights
Additional Resources
- Campus Authors Featured. ..
...In the Barnes and Noble at Buffalo State Bookstore
...In the E.H. Butler Library
Center for Development of Human Services (CDHS)

Buffalo State College Handbook for Faculty and Librarians

Page 0.6

7.15
7.15
7.15
7.15
7.15
7.16

7.16
7.16
7.16
7.16
7.16
7.17
7.17
7.17
7.17

7.18
7.18
7.18
7.18
7.18
7.19
7.19
7.20

8.1
8.4
8.5
8.5
8.5
8.6
8.6
8.6
8.6
8.6
8.7
8.7
8.7
8.7
8.7
8.8
8.8
8.8
8.8
8.8
8.8

8.9

8.9
8.9

July 2008



Table of Contents

e College and Community Partnerships Minigrant Awards
e Equity and Campus Diversity Mini-Grant Awards

e Individual Development Awards

e Provost’s Incentive Grants

e Scholarship Support Program

e Student Research and Creativity Celebration

Section 9: Recognition Awards for Faculty, Librarians, and Staff

Distinguished Professors of the State University of New York
o Distinguished Teaching Professor
e Distinguished Service Professor
o Distinguished Professor
o Distinguished Librarian
Chancellor’s Awards for Excellence...
...in Teaching
...in Scholarship and Creative Activities
...in Librarianship
...in Professional Service
...in Faculty Service
President’s Awards for Excellence...
...in Teaching
...in Librarianship
...in Advisement
...in Research, Scholarship, and Creativity
...In Service to the College
...as an Undergraduate Research Mentor
...in Faculty and Staff Mentoring
...in the Advancement of Equity and Campus Diversity
..for Career Achievement for Faculty
..for Career Achievement for Professional Staff

Section 10: Salaries and Benefits

e Agreement Between the State of New York and United University Professions
e Compensation
- Direct Compensation/Payroll Cycle
- Extra Service Compensation and Dual Employment
- Summer Session Compensation
- Discretionary Salary Adjustments
e Credit Union
e Disability Insurance
e Flex Spending Account (New York State Employees)
- Dependent Care Advantage Account
- Health Care Spending Account
e Health Insurance Options
e Long-Term Care Insurance Plan (New York Employee)
e Optional Insurance
e DPaid Leave for Prostate and Breast Cancer Screening
e Retirement and Tax-Deferred Plans
- Optional Retirement Program
- New York State Teachers’ Retirement System
- New York State Employees’ Retirement System
- Tax Deferred Programs

Buffalo State College Handbook for Faculty and Librarians

Page 0.7

8.9

8.10
8.10
8.10
8.10
8.11

9.1
9.1
9.1
9.2
9.2
9.2
9.2
9.2
9.2
9.3
9.3
9.3
9.3
9.3
9.3
9.3
9.4
94
9.4
9.4
9.4

10.1

10.1
10.2
10.2
10.2
10.2
10.3

10.3
10.3
10.3
10.4
10.4
10.4
10.4
10.4
10.4
10.4
10.5

July 2008



Table of Contents

Transportation—NYS-Ride
Tuition Wavers

U.S. Savings Bonds

UUP Benefits

Section 11: Employee Resources

Support Resources

Child Care Center

College Relations Office

Employee Assistance Program

Human Resource Management Online Benefits Orientation

Human Resource Management Online Policies and Procedures Manual
New York State Employee Orientation Handbook

State Employee Center

University Police

Web Support, Developing Office and Department Web Sites

Academic and Cultural Resources

Albright-Knox Art Gallery

Buffalo and Erie County Historical Society
Burchfield-Penney Art Center

Great Lakes Center

Performing Arts Center at Buffalo State
Whitworth Ferguson Planetarium

Buffalo State College Handbook for Faculty and Librarians

Page 0.8

10.5
10.5
10.5
10.5

111
11.1
111
11.2
11.2
11.2
11.2
11.2
11.3
11.3
11.3
11.4
11.4
11.4
11.5
11.5

July 2008


http://www.buffalostate.edu/

