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Foreword

This handbook has been prepared for Pace University faculty in the following schools: the Dyson College of Arts and Sciences, the Seidenberg School of Computer Science and Information Systems, the Lubin School of Business Administration, the School of Education, and the Lienhard School of Nursing. The Faculty Handbook is considered part of the faculty contract, and it is a source of specific contractual information on institutional policies and procedures that directly affect the full-time faculty. Readers should be aware that these policies apply only to the full-time faculty of the schools listed above and not to faculty of affiliated institutions. Adjunct faculty should consult the Adjunct Faculty Handbook which can be found in My Pace Portal. It should also be noted that certain policies and procedures described herein are of necessity not applicable to the School of Law. Law School faculty should consult the School of Law Faculty Handbook.

Reference material about the University and its Schools/College can be found in the undergraduate catalogs of the schools, the Resource Guide for Faculty, as well as on the PaceIntranet Network. 

The statements contained in the Handbook reflect institutional policies and procedures in effect at the date of publication. It is understood that changes in this Handbook will be made by collegial agreement among the Joint Faculty Council (JFC), administration, and trustees in the tradition of University practice. Suggestions for improving future editions of the Handbook are welcomed. Comments should be sent to the chairpersons of the Faculty Councils or to the Provost.

This edition of the Handbook has been reviewed, edited and updated by Handbook Committees of the New York and Westchester Faculty Councils in cooperation with the Office of the Provost.

Editions 1950, 1951, 1953, 1956, 1958, 1962, 1967, April 1972, Nov. 1971, 1974, 1976, 1980, 1982, 1986, 2006.

PART I

DESCRIPTIVE AND PROCEDURAL INFORMATION

A. INTRODUCTION

1. Historical Sketch

Pace University is a non-profit institution of higher education which provides instruction leading to graduate and undergraduate degrees. It offers admission to qualified applicants without regard to age, race, creed, national origin, sexual orientation, or disability status. The University has seven locations: the Civic Center Campus in lower Manhattan adjacent to City Hall, the Midtown Center at 535 Fifth Avenue, and three suburban facilities in upstate New York. One is in Pleasantville/Briarcliff and two are in White Plains.

Formerly known as Pace Institute, the institution was organized in 1906 by Homer St. Clair Pace and Charles Ashford Pace as an evening school to prepare men and women for the professional work of the public accountant. It functioned in this manner until 1919 when a day program was initiated in response to the demand that followed World War I for full-time study in accountancy and business administration. In December 1948, the name Pace Institute was changed to Pace College by action of the Board of Regents of the University of the State of New York, and authority to confer degrees was granted. In the spring of 1973, when the Board of Regents approved Pace’s application for University status, Pace College became Pace University.

The size and scope of the institution are indeed at University proportions. Day and evening programs are offered at the main campuses under the auspices of the following schools: the Dyson College of Arts and Sciences, the Ivan G. Seidenberg School of Computer Science and Information Systems, the Lubin School of Business Administration, the School of Education, the Lienhard School of Nursing, and the School of Law. 
2. Affiliation with Other Institutions/ Accreditation and Memberships/ Honor Societies

Information can be found online at www.pace.edu on the following topics:

1. Affiliation with Other Institutions (foreign affiliations and joint degree programs)

2. Accreditation and Memberships

3. Honor Societies

3. Institutional Integrity

By academic tradition and by philosophical principle, an institution of higher learning is committed to the pursuit of truth and to the communication of truth to others. To carry out this essential commitment calls for institutional integrity in the way the University manages its affairs, specifies its goals, selects and retains its faculty, admits students, establishes curricula, awards credentials, determines programs of research and establishes its fields of service.

The maintenance and exercise of such institutional integrity postulates and requires appropriate autonomy and freedom. Put positively, this is the freedom for each faculty member to examine data, to question assumptions, to be guided by evidence, to teach what he or she knows, to be a learner and a scholar. Put negatively, this is a freedom from harassment which would hinder or prevent the University or any member of the faculty from carrying out its essential purposes.

Intellectual freedom does not rule out commitment; rather, it makes commitment possible and personal. Freedom does not require neutrality on the part of the individual, certainly not toward the task of inquiry and learning, nor toward the value system which may guide him or her as a person.

Minimally, then, the notion of institutional integrity requires that all members of the University community treat each other with civility, i.e., engage in that complex set of behaviors that enable women and men to live within a community composed primarily of strangers. A negative principle of civility would then permit the free exchange of differing viewpoints. Ideally, the notion of institutional integrity would be supported by an active commitment to collegiality, i.e., to the notion that we have mutual obligations to assist each other in carrying out our respective tasks.

4. Objectives and Philosophy

Pace University bases its educational programs upon a philosophy that holds that each individual member of its community must be given every opportunity to realize his or her full potential. The University’s primary objective with respect to its students is to provide, through the educational process, a means whereby they can develop as complete human beings who possess the competence to contribute both to their own welfare and to society’s through productive, meaningful activity.

Such an educational philosophy includes the premise that every individual is unique, and the University’s programs correspondingly reflect and support the diversity of its student body. The programs are based on a common core of liberal arts subjects while providing opportunities for specialization in the humanities, social and natural sciences, nursing, business, computer science, education, law and the professions. Within the structure of planned programs, a considerable degree of freedom is allowed for the selection of specific subjects in broader areas of study.

B. ORGANIZATIONAL STRUCTURE OF PACE UNIVERSITY
The legal powers of the University are vested in the Board of Trustees. Administrative authority is given to the President.  The University administration includes two executive vice-presidents: Executive Vice President for Academic Affairs and Executive Vice President for Finance and Administration. University administration also includes ten vice-presidents: 

· Vice-President for Information Technology and Chief Information Officer; 

· Vice President for Human Resources; 

· Vice President for International Opportunities; 

· Vice President for University Relations; 

· Vice President for Philanthropy; 

· Vice President for Student Affairs; 

· Vice President for Enrollment Management; 

· Vice President for Finance and Associate Treasurer; 

· Vice President for Government and Community Relations; 

· Vice President for Facilities Management and Construction Planning.  

There are two associate provosts: 

· Associate Provost for Student Success; 

· Associate Provost for Sponsored Research. 

In addition, faculty, staff and students participate in various forms and levels of governance through appropriate University-wide, college-specific, or student representative bodies, committees, and councils. 

1. Board of Trustees

It is the duty of the Trustees, acting as a Board, to direct and manage the affairs of the University. The Trustees approve the educational program and annual budget, grant final authority for all contracts and agreements made by or with the University and authorize the conferring of degrees.

Committees of the Board:

· Academic Affairs

· Audit

· Buildings and Grounds

· Civic Competency

· Finance and Administration

· Information Technology

· Investment

· Philanthropy/Government/Community and University Relations

· Presidential Compensation

· Student Affairs

· Committee on Trustees

2. The President 

The President shall act as the chief executive officer of the corporation and shall be responsible for the general management of all schools, divisions and services of the University. The President shall appoint and remove, employ, and discharge and fix the compensation of all appointive officers, faculty members, agents and other employees of the University and shall execute all agreements in the name of the University or cause them to be executed by appropriate officers and employees and shall see that they are carried out and shall perform all duties incident to the Office of President which are required by law, the charter of the University, its by-laws or action of the Board.

3. The Provost

The Provost is the chief academic officer for the University and has primary responsibility for all academic programs and most academic support services within the University. The Academic Deans, the University Librarian, the Vice President for Corporate Programs and International Education, the University Director of Cooperative Education, The Vice President for Academic Development, the Executive Vice President for Academic Support Services, Planning and Personnel Services, the Campus Deans of Studies, the Environmental Center and the Faculty Records Office report to the Provost.

4. Duties of the Executive Vice Presidents. 

The executive vice presidents shall have such duties as may be assigned to them from time to time by the President and shall in the event of any temporary absence or disability of the President perform the duties and exercise the powers of the President.

a)The Executive Vice President for Finance and Administration shall have the care and custody of and be responsible for all funds and securities of the corporation except as the same may be subject to other custody by action of the board; shall deposit the same in the name of the corporation in such banks, trust companies or safe deposit vaults as the board may designate; shall render a statement of the general financial condition of the corporation at meetings of the Board; shall keep true and correct books of account; and shall retain under the direction of the Audit Committee a qualified firm of public accountants to examine and verify all corporate books of account. The goal is to provide the highest quality of financial and administrative services to support the University’s mission. 

ORGANIZATION: 

1. Architecture & Space Planning

2. Financial Services (Budget, Comptroller, Purchasing & Contracts)

3. General Services (Transportation, Mail, Insurance)

4. University Bookstores

5. Facilities Management (Physical Plant, Construction Management)

6. Safety & Security

7. Systems Development and Training, and

8. Administrative Support Services.

b) Vice President for Human Resources. The VP for Human Resources oversees the Office of Human Resources. The mission of Human Resources is to promote a richly diverse, student-centered learning environment that will facilitate the University’s mission and strategic goals. To accomplish this mission, Human Resources:

· creates innovative and flexible employee-centered programs and services to attract and retain the most talented staff and faculty. 

· emphasizes a positive and supportive work environment. 

· focuses on ‘employee as customer’ consistently striving to exceed expectations.  

c) The Executive Vice President for University Relations has primary responsibility for the areas of University development, Alumni Relations and University Communications. The Director of Development, the Vice President for Alumni Relations, and the Vice President for University Communications report to this office.
d) Vice President for Philanthropy. The Office of Philanthropy oversees all aspects of fundraising and alumni relations for the University. Specific divisions include: Leadership Gifts; Corporate and Foundation Relations; Major Gifts and Planned Giving; Alumni Relations; Annual and Reunion Giving; Special Events; Donor Relations; and Stewardship of Gifts. The Vice President for Philanthropy reports directly to the President of the University. The Assistant Vice President for Philanthropy; Director for Leadership Gifts; Director of Corporate and Foundation Relations; Senior Director for Major Gifts and Planned Giving; Director of Alumni Relations; and Director of Special Events report directly to the Vice President for Philanthropy. The Directors of Development for each school and college, Director of Annual and Reunion Giving; and Director of Donor Systems report to the Assistant Vice President for Philanthropy. The Director of Stewardship Gifts and Director for Prospect Research report to the Director for Leadership Gifts. The Office of Philanthropy is responsible for maintaining strong relationships with all alumni and external constituencies and engaging them with both volunteer opportunities as well as ways to support the University financially.

e) Vice President for Student Affairs. The Vice President for Student Affairs is currently responsible for providing direction and management in overseeing all matters related to student life. The position also reports to the Provost.  The VP for Student Affairs oversees the areas of Dean for Students, NCAA Division II Intercollegiate Athletics, Judicial Affairs, Housing and Student Auxiliary Services.  More specific responsibilities include developing comprehensive plans to address a wide range of student issues (diversity, substance abuse, security, and counseling services), coordinating interaction between campuses, each of which has its own distinct environment, and developing original research related to student retention, to name a few. 
f) Vice President for Enrollment Management. The VP for Enrollment Management is responsible for the coordination of the recruitment of students at both the undergraduate and graduate levels and is responsible for meeting the goals of the strategic plan of the University. The office reports to both the President and the Provost and coordinates its activities with the Vice President for Student Services
g) Vice President for Government and Community Relations. The Office of Government and Community Relations strengthens Pace University’s image and identity, its partnerships with government and community organizations, and the academic reputation of the University.  The VP reports directly to the president and acts as a vital resource for the University body, government officials and community organizations. Its mission is to inform the Pace community about relevant federal, state and city government issues, and influence the outcomes through advocacy when the University’s interests may be affected.  

h) Vice President for Facilities Management and Planning. The mission of the Office of Facilities and Management Planning is to create and maintain an attractive, comfortable and safe environment that is conducive to higher education and to living in a manner that is pleasing to the academic as well as the local community, prolonging the useful life of all equipment, buildings and their contents with sound fiscal responsibility within the financial resources provided.

i) Vice President for Marketing and Communications. The Vice President for Marketing and Communications oversees the Department of Marketing and Communications. The Department of Marketing and Communications is a component of the Office of University Relations. The department is responsible for developing and implementing a strategic marketing plan for the University that enhances enrollment, supports philanthropy, strengthens connections with students, staff, and faculty, and builds the Pace reputation with key constituencies. The office counsels University clients on strategy, concept, editorial design, scheduling, production, and budgetary aspects of their print and Web-based projects.

5. Council of Academic Deans
This body is composed of the Deans of the Schools of the University and the Campus Deans of Studies and serves in an advisory capacity to the President through the Provost. The Council is an agency for information exchange among Deans. The Council also reviews and evaluates academic programs and procedures and develops policy statements and recommendations as appropriate. The Council also reviews all proposed courses and may approve or disapprove them. The Council normally meets once a month.

6. Faculty Participation in University Governance 

It is University policy to support in general the "Statement on Governance of Colleges and Universities" jointly formulated by the American Association of University Professors, the American Council on Education and the Association of Governing Boards of Universities and Colleges. This document is explicit on the interrelated functions and responsibilities of the governing board, the administration, the faculty and the student body. Faculty may participate in University governance in various ways. Among these are the following:

7. Faculty Councils 

The Faculty Councils represent the faculty and serve in an advisory capacity to the President. The Faculty Councils are the principal fora for discussions and decisions relating to faculty concerns, responsibilities, welfare and matters of significance to the general welfare of the University.
8. Joint Faculty Council 

In order to ensure faculty participation in decisions at Pace University and to establish an efficient vehicle for communications between the faculty and other components of the University, the faculty promulgates a faculty governance structure called the Joint Faculty Council (JFC). In recognition of Pace University’s history, geography, and culture, the JFC unites the faculty through its joint committee structure. The JFC functions in two areas: 1) as a legislative body in the areas of its primary responsibility, academic policy, and 2) as a recommending body. Therefore the JFC has the authority to set and implement academic standards and policies and the responsibility to review and make recommendations on institutional standards and policies in cooperation with the University administration. 

9. College/School Faculty Assemblies 

Each college and school of Pace University has its own governing body. For more information on these contact websites of each college and school at www.pace.edu.  

10. Faculty Budget Review Committee 
The Faculty Budget Review Committee is composed of faculty from the schools of the University. Its members are appointed by the Chairpersons of the respective Faculty Councils. This committee meets with the officers of the University in order to participate in the University's budgeting process.

Each campus, New York, and Pleasantville/Briarcliff, has a separate council. The School of Law has established a similar governance structure. Meetings are held regularly and may be attended by any member of the faculty. See the Appendices for the various council constitutions and the School of Law charter;

11. Faculty Grievance Committee 
The Joint Faculty Council has established a Grievance Committee consisting of regular and alternate members to handle faculty grievances. Further information on committee procedures is available through the Faculty Grievance Committee secretary. A Faculty Grievance Procedure is available through the Office of the Provost.

12. Council of Deans and Faculty on Promotion and Tenure (C.D.F.P.T.)

The Council of Deans and Faculty on Promotion and Tenure of Pace University recommends faculty for promotion and tenure to the President. The membership of this committee is composed of academic Deans from the Dyson College of Arts and Sciences, the Lubin Schools of Business, the Lienhard School of Nursing, the School of Education, and the Seidenberg School of Computer Science and Information Systems as well as elected members of the Faculty Councils, representing the New York and the Pleasantville/Briarcliff campuses. There is also an Appeals Committee of the C.D.F.P.T. made up of faculty elected by the New York and Pleasantville/Briarcliff Councils and which functions as an appellate body for the faculty. (For a more detailed description of the functioning of the C.D.F.P.T. and its Appeals Committee see p. 11.7).

13. Ad Hoc Committees 

From time to time faculty ad hoc committees at all levels of governance may be formed to address pertinent and pressing issues before the faculty.

14. Departmental Chairpersons

Full-time faculty other than those who hold the rank of Professor Emeritus-in-Residence are eligible for appointment as department Chairpersons. It is the policy of the University to seek faculty consensus either through consultation or by means, such as voting, before a Dean recommends a departmental chairperson to the President.

Upon recommendation of the Dean and the Provost, departmental Chairpersons are appointed by the President.

The general responsibility of department chairpersons is to promote the development of their respective departments in keeping with the academic standards, purposes and policies of the University.

The specific responsibilities of the department chairpersons are:

a.  To determine, with other members of the department, course offerings, and the contents and prerequisites for each course;

b.  Along with other members of the department, to consult with the Dean regarding possible revisions of the curriculum;

c.  To select, with the members of the department, the textbooks and supplementary materials for the courses offered in the department;

d.  To prepare, at the beginning of each semester and monthly thereafter, with other members of the department, a list of books in the field of the department to be added to the University library;

e.  To assign teaching schedules for the members of the department, provided that a full-time faculty member qualified to teach a course shall ordinarily be given priority over other faculty members.

f.  To maintain general supervision over the department;

g.  To develop and evaluate faculty and to make recommendations with regard to the salary, rank and tenure of each faculty member;

h. To recommend to the Dean prospective appointees for teaching positions in department and with other members of the department, to interview prospective candidates;

i.  To encourage research of broad interest and applicability to members of the department;

j.  To encourage representation by departmental faculty in learned and professional societies in the field.

k.  To plan and to call department meetings in order to consider all matters relevant to the efficient operation of the department (In addition, two or more faculty members may plan and call department meetings);

l. To make budgetary recommendations for the department, bearing in mind cost and academic considerations.

m. To prepare for publication all matters concerning the department;

n. To supervise academic counseling and other student development efforts particularly for students majoring in programs offered by the department.

C. FACILITIES
1. Pace: A Multicampus University

a). New York City. Pace University is a metropolitan New York University with a growing national reputation for offering students opportunity, rich teaching and learning, civic engagement, and measurable results. Each of its urban and suburban campuses has its own distinctive atmosphere but they share common faculties and traditions.

The campus in lower Manhattan, in the heart of the civic and financial center of New York City, serves as an intellectual and cultural focal point for one of the City’s most dynamic and vital areas. Students’ educational experiences are enriched by an environment filled with diverse culture and art, populated by citizens of the world and alive with activity. 

The Midtown Center at 551 Fifth Avenue and 45th Street in Manhattan offers graduate and undergraduate courses to goal-oriented people looking to advance their careers.

b). Westchester County The Pleasantville campus in mid-Westchester County is set on 200 acres of rolling countryside where Pace flourishes as the only private University in the county, and offers a broad range of undergraduate degree programs in a stimulating collegiate environment. The Briarcliff annex, a short distance from Pleasantville, is the location of residence halls, recreational facilities, and administrative offices. A shuttle bus provides continuous service between the campuses. The White Plains campuses, in the county’s hub, are home to Pace’s School of Law, and a center for graduate courses in business, public administration, and omputing.

All campuses are linked by the powerful, goal-oriented features of a Pace University education—personal attention, flexibility and responsiveness to the needs and expectations of a diverse and demanding student population.

2. University Libraries

The Pace University Library -- consisting of the Henry Birnbaum Library in New York City, the Edward & Doris Mortola Library in Pleasantville, the Law Library and the Graduate Center Libraries --provides an impressive array of print materials, digital resources, and expert assistance in support of classroom teaching, collaborative and interactive learning, independent study, scholarly research, and lifelong learning. The Pace Library Home Page (http://library.pace.edu) provides more complete descriptions of library resources and services plus general information on library policies and procedures.

a). Library Bar Codes. Pace faculty should arrange to stop at the circulation desk of their campus library after receiving their Pace University photo ID card to obtain a library bar code. Once the faculty member’s bar code is in place, faculty may check out books from any library in the Pace University library system, including the Law Library and the Graduate library, and  will then be able to access the various library databases, catalogs and services.

b). Library Loan Policy. Faculty may check out books for a period of one semester. Please check with the campus library circulation desk for policies regarding the loan of videos, tapes and other materials.

Faculty may view and/or renew the books they have on loan by visiting the Pace Library System homepage. Click on CATALOGS, and then click View/Renew Books on Loan.

c). Faculty and Staff Resources. For a complete listing of resources, please visit www.pace.edu; click on the library header tab and then on the Library Services bar on the library welcome page. Finally, click on “Faculty and Staff Resources.”

d). Intra-Library Loans. If a faculty member needs material from any library within the Pace University library system, request it from a circulation desk attendant, or via our on-line resources at the Library home page at www.pace.edu. Materials normally take 24 to 48 hours to arrive from one campus location to another via inter-campus mail delivery, so please plan accordingly.

e). Loans from Other Libraries. The Pace University Library system can obtain materials from other libraries through ILLiad Interlibrary Loan. For further information, refer to the Library site at www.pace.edu, or check with a librarian for detailed instructions on this service.

f). Catalogs and Databases. The Pace University Library System maintains both on-line and in-house catalogs and databases. All Pace Library catalogs are available on-line. Databases in a wide variety of subject areas are available. Please visit the library homepage for details. 

g). Paper and Electronic Reserves. Faculty can place books, articles and other materials on reserve in hard copy (paper reserve) or as an electronic reserve. Librarians at all Pace libraries can assist faculty in placing material on reserve, and help faculty to select the best option for their needs.

3. Educational Media

The Pace University Educational Media Department can supply faculty with a wide range of equipment for classroom use, including:

· Desktop and laptop computers and LCD projectors

· VCR and monitor units

· Overhead projectors

· Tape recorders

· Slide projectors

· Flip charts

Many classrooms are equipped with wall-mounted VCR and monitor units and in-class overhead projectors. Faculty should contact Educational Media as soon as they have their classroom assignments to find out what equipment, if any, has been pre-installed in that room. Orders for equipment should be placed as early as possible each semester to ensure prompt and regular delivery. Educational Media technicians will assist in placing orders, or faculty may use the on-line order form. To access this form, visit www.pace.edu. Additional information is available in the Faculty Resource Guide.

For security reasons, equipment not pre-installed in the classroom will be delivered as close as possible to the start-time of the class for which it was ordered. If a faculty member has ordered a laptop through Ed Media, please do NOT leave the room at the end of class without notifying the campus Ed Media department so that the laptop can be picked up. 

The Educational Media Department also maintains a library of films in many disciplines. The list of titles is available at the Ed Media site on the Pace Homepage. Faculty should take a moment when planning syllabi to examine this listing. Orders for specific titles should be placed as early in the semester as possible to ensure availability.

Videoconferencing is available through Educational Media. Contact the campus Ed Media Office to discuss videoconferencing options and availability.

4. Computer Availability, Access and Services:

The Division of Information Technology (DoIT) provides information technology (IT) support and services to the Pace community. Additional information is available in the Faculty Resource Guide.

For IT services,.such as duplicating a presentation for class, reserving video conferencing rooms, having a PC repaired, ordering a cell phone, finding a computer to complete an assignment or accessing the Internet, contact DoIT.

5. What is Blackboard?

Blackboard is an interactive online learning tool that enables instructors to post course content, provide online assessments, communicate with students through discussion boards and virtual chat, set up quizzes or surveys, and manage grades online without web-authoring experience. Blackboard can be used to provide supplemental resources to support face-to-face instruction or to host a web-based distance-learning course. Blackboard’s secure online course development system is accessible 24 hours a day (unless otherwise noted) via an Internet connection and web browser (Internet Explorer).

6. Document Services: Graphics, Printing & Duplicating
The Document Services department and its campus-based Copy Centers are responsible for reproducing high quantity print communications for the University community. Faculty may call upon Document Services staff for assistance in planning any reproduction needs. The cost for orders placed with Document Services tends to be significantly lower than external printing charges. 

d. CENTERS, INSTITUTES AND partnership projects

Information about the various centers, institutes, and partnership projects can be found in the undergraduate catalog or online at www.pace.edu. Some Centers and Institutions are listed below.

1. Dyson College of Arts and Sciences

· Center for Applied Ethics

· Center for Community Outreach

· Center for Religious Studies

· Haskins Laboratories

· Kwan Fong Institute for East Asian Studies

· Thomas J. McShane Center for Psychological Services

· Institute of Latin American Service and Studies

· Edwin G. Michaelian Institute

· Emil Froeschels Speech and Hearing Center

· The Environmental Center

· Pace Academy for the Environment

2. Lubin School of Business

· Center for International Business

· The Center for Applied Research

· William C. Freund Center for the Study of Securities Markets 

· Center for Global Finance 

· Small Business Development Center 

· Center for Professional Education 

3. Ivan G. Seidenberg School of Computer Science and Information Systems

· Center for Advanced Media (Ditto: i.e. not on disc from John S.)

· Intelligent Agent Lab 

· Pervasive Computing Laboratory 

· CSIS Center for Distance Education 

· Technology Center for Education and Community Empowerment 

· CLOUT (Computers-Literacy-Opportunity-University-Technology)

· HVCET (Hudson Valley Center for Emerging Technologies) 

· NACTEL (National Coalition for Telecommunications and Learning Project)

4. School of Education

· Center for Urban Education

· Center for Literacy

· Center for Economic Education

· Center for Case Studies in Education

· The Technology Center for Education and Community Empowerment

5. Lienhard School of Nursing

· The Center for Continuing Education in Nursing and Health Care 

· The Center for Nursing Research, Clinical Practice, and International Affairs

E. SPECIAL ACADEMIC PROGRAMS

A variety of specialized academic programs are offered that provide different kinds of learning opportunities for students whose interests and abilities are best served by a departure from the established academic routes.

The number of such programs is growing in response to the multiple needs and expectations of individuals seeking higher education in today's society. A review of the programs currently offered at Pace provides an important perspective on the ways in which the University is prepared to meet the educational needs of its students. Further information about these and other programs may be found in the appropriate catalogs.

1. Challenge to Achievement at Pace (CAP)

Challenge to Achievement at Pace (CAP) is a first-year academic support program designed to assist students who may not meet admission criteria, but otherwise show academic potential. Students newly enrolled in the CAP Program are assigned full-time academic advisors who provide academic, personal, and career-related support and also instruct students in the UNV 101 courses. The CAP program:

• 
Provides small classes that allow professors to develop a close rapport with their students.

• 
Works closely with faculty to ensure that students receive academic support and personal guidance.

• 
Provides support in all subject areas through workshops, seminars, and tutoring led by both faculty and peer tutors.

In order to complete the CAP program and continue at the University, students must achieve a 2.0 CGPA (cumulative average), accumulate 24 credits, earn a grade of “C” or better in ENG 120, and complete the CAP UNV 101 course. In addition, students must satisfy specific matriculation requirements for their intended majors.

2. Cooperative Education and Career Services

In order to assist Pace students in understanding today’s complex career choices, Co-op and Career Services provides a variety of career development and placement activities for students in all disciplines.

a). Cooperative Education:

Pace University’s Cooperative Education Program is one of the nation’s leading programs and the largest in the New York metropolitan area among four-year colleges, with more than 1,000 placements each year and with more than 450 participating employers.

The Cooperative Education Program enables students to combine academic study with paid employment that is directly related to career interests while they pursue their degrees. Students in all majors can explore careers through hands-on experience in a variety of settings from government and nonprofit organizations to Fortune 500 companies.

The Benefits of a Cooperative Education Experience

• 
Students integrate classroom learning with actual on-the-job experiences while working in pre-professional study-related internships.

• 
In Pace Cooperative Education positions students earn a substantial salary (currently between $4,500 and $10,000 per academic year)

• 
Students learn resume writing, interviewing, and job search skills.

• 
Students learn professional business practices and etiquette.

• 
Students develop maturity, professionalism, and self-confidence.

• 
Students can explore interests and career goals.

• 
Co-op improves opportunities for post-graduation employment. Over one-third of all graduating Pace Co-op students receive full-time job offers from their Co-op employers.

• 
All Co-op students are at an advantage by graduating with career-related work experience.

b). The Co-op Process:

• 
Students attend a co-op information session held each semester to learn about the co-op program from both student and employer perspectives.

• 
Students register and meet with a co-op counselor to discuss the co-op process.

• 
Students must attend workshops in resume writing and interviewing skills to prepare for a co-op position.

• 
Once students attend the various workshops, they are able to refer themselves online for co-op positions, and attend co-op seminars to discuss their experiences with other co-op students.

• 
Students also have the opportunity to seek a more advanced co-op position or one in another field or work environment.

Eligibility

• 
To be eligible for a co-op position, students must be fully matriculated in a baccalaureate degree program, maintain a grade point average of 2.5, and have successfully completed freshman year.

• 
In addition to meeting these basic requirements, students must have the necessary qualifications to meet the criteria established by each participating employer. Cooperative education positions are competitive.

• 
Students receive transcript notation upon successful completion of a co-op position.

c). Career Services:

The Office of Career Services offers the following:

• 
Career Counseling.

•
Career Assessment.

• 
Career Panels/Seminars.

•
Career Fairs.

• 
Career Advisory Network.

• 
Campus Interview Program.

• 
Online Resume Referral.

• 
Job Postings.

• 
The Resource Center.

• 
Credential Files.

• 
Virtual Career Center.

3. Fellows of Dyson College

The Society of Fellows of Dyson College consists of faculty, students, and alumni. Its goal is to foster undergraduate scholarship in the arts and sciences at Pace University by identifying men and women of outstanding academic ability and encouraging them to develop their talents through a program of academic, social, and creative activities.

The activities of the society include a weekend seminar, usually during the fall semester, and mini-seminars throughout the year, which provide an opportunity for students and faculty to consider and debate issues of contemporary significance under the leadership of a prominent visiting scholar or Pace faculty member. Discussions have included topics such as bio-medical ethics, discretion and accountability in law, and the ethics of journalism. At the annual meeting, students present scholarly or artistic projects completed under the supervision of an appropriate faculty mentor. Qualified students are recognized as associates and those fulfilling established criteria are inducted as fellows.

Participation in activities of the society is open to matriculated students who demonstrate ability in the liberal arts, scientific scholarship, or artistic creativity. Prospective student members of the Society of Fellows may be:

• 
Nominated by any faculty member or fellow.

• 
Identified by the Dean’s Office as having a cumulative quality point average of 3.5 or above and having completed 32 credits at Pace.

• 
Recommended by the campus director of the Pforzheimer Honors College.

4. High School Bridge Program

Pace University provides the opportunity for high school seniors of ability and motivation to take courses for college credit. Full-time programs may be organized for cooperating high schools. Except for senior projects, students must be fully qualified for admission and be recommended by their high school principal. Students enjoy dual matriculation in the high school and in Dyson College. Courses carry college credit and may also be used to satisfy requirements for the student’s high school diploma.

5. International Programs and Services
The Office of International Programs and Services is available to assist international students during their initial transition to Pace and in the years to come. The office acts as a resource center for students, faculty, and administrators by encouraging and supporting the enrollment of international students within Pace University, and providing advising on study abroad opportunities to all Pace students. The office collaborates with faculty, and administrators to develop new programs in other countries and improve existing linkages and services. The staff is committed to international education and to working with the community to achieve the goal of internationalizing Pace.

International Student and Scholar Services. The Office of International Programs and Services provides a variety of services for international students enrolled or planning to enroll at Pace University, and to visiting scholars and professors coming to Pace from overseas to lecture, teach, or engage in research. The Office of International Programs and Services provides information to international students and scholars before their arrival on campus, works with other offices across campus to present a variety of programs and activities throughout the year, and strives to be the primary resource and advocate for international students on campus.

At the start of each semester, the Office of International Programs and Services organizes an International Orientation for new international students on each of the Pace campuses. The program focuses on issues of particular relevance to international students and information is provided to aid students in their adjustment to Pace, New York, and to the United States. On an ongoing basis, the staff provides comprehensive advising services to students on immigration and employment regulations, legal rights and responsibilities, health insurance, financial matters, academic issues, and all kinds of personal concerns.
The Office of International Programs and Services is responsible for handling matters concerning nonimmigrant visas and Department of Homeland Security (DHS) and Department of State (DOS) regulations. Students and visiting scholars should always consult with this office before contacting the immigration service or an immigration attorney. For detailed information on immigration, employment and tax regulations relevant to nonimmigrant visa status, students, and scholars should refer to the appropriate section of the Handbook for International Students & Scholars available on the office Web page, www.pace.edu/international.

Study Abroad. Pace offers many opportunities to travel and learn abroad. The Office of International Programs and Services provides support and advisement to students planning overseas studies. Students have opportunities to study for an academic year, a semester, a few weeks in the summer, or during the winter or spring break through Pace-sponsored or Pace-affiliated study abroad programs. With proper approval, credits earned abroad can be applied to the Pace degree. Any student wanting to know more about study abroad may schedule an individual appointment with a study abroad advisor and/or attend an information session. A Study Abroad Fair is held on the Pleasantville and New York campuses each fall, and pre-departure workshops are conducted every semester to prepare students for their study abroad experience during the following semester.

In addition to the University’s own exchange and affiliated programs, Pace is a member of the following consortia, which conduct educational programs in more than forty countries: American Institute for Foreign Study (AIFS), College Consortium of International Studies (CCIS), Council on International Educational Exchange (CIEE), and Denmark’s International Study Program (DIS).

In the interest of promoting international education, Pace University is a member of NAFSA: Association of International Educators; Institute of International Education (IIE); and Metro International.

6. Mannes College of Music and Hoff-Barthelson Music School

The Dyson College, the Mannes College of Music, a division of the New School, and the Hoff-Barthelson Music School in Scarsdale have established affiliations that enable Pace music minors to pursue music studies and receive credit at Pace for two courses. Credit is granted for private lessons in instruments and voice, as well as classes in music theory. Students study with the schools’ highly qualified faculty in programs designed both for students with no previous work in music and for students with an extensive musical background. Interested students should contact the chair of the Department of Performing Arts in New York, or Fine Arts in Pleasantville.

7. Pforzheimer Honors College

The Pforzheimer Honors College is designed to foster the development of outstanding students by enabling them to exercise greater responsibility and initiative in their academic work. The honors college gives its students the opportunity to participate in a scholarly community of students and faculty. Most students take their required honors courses as freshmen and sophomores; juniors and seniors are also actively involved in courses, activities, and honors projects. Honors offers interdisciplinary seminars and a variety of activities providing co-curricular enrichment and exposure to the cultural life of the New York City area.

Pace University has a long tradition of student-faculty collaboration in research projects. Upper-division honors students engage in independent research projects carried out in the junior and/or senior years under the direction of a faculty advisor. Results of this research are presented at the Spring Honors Conference and may be published in the scholarly journal Transactions.

8. Tutoring Center

The Tutoring Center offers assistance in many subject areas by providing both professional and peer tutors who help students improve their proficiencies. Through drop-in or faculty-referred tutoring, individual tutoring sessions, online tutoring, and special discussion groups connected to specific courses, the Tutoring Center develops independent learners who can effectively collaborate with their fellow students to achieve high levels of academic performance. These services are free to all University students. Students are encouraged to visit the CAE to make use of the following services:

Math Lab:

• 
Provides tutoring support for mathematics courses.

• 
Helps students use mathematical concepts in applications for business, science, economics and other courses.

• 
Encourages students to develop their mathematical reasoning skills.

• 
Maintains reference materials for students to review for graduate and professional examinations.

Accounting Lab (New York City only):

• 
Provides tutoring support in foundation accounting courses.

• 
Helps students develop effective study strategies.

• 
Prepares students for course exams.

General Tutoring:

• 
Provides tutoring in various courses; students should check local center for tutor availability in specific courses.

• 
Helps students develop various plans for test preparation.

• 
Helps students organize course material to improve strategies for learning.

Special Discussion Groups:

• 
Enhance and support selected courses.

• 
Help students develop mastery in the course.

• 
Meet weekly with peer leader to discuss lecture and readings to acquire the analytical and study strategies necessary for success in the discipline (these meetings are in addition to the regularly scheduled classes with the professor).

The Tutoring Center is available to all students, but students are expected to act in a reasonable manner and not interfere with others’ enjoyment of the center. The center reserves the right to prohibit access to the center, on a temporary or permanent basis, to any student whose behavior unreasonably disrupts the operation of the center, or violates the Guiding Principles of Conduct outlined in the Student Handbook. Such behavior will be reported to the Dean for Students, who may take action consistent with the Disciplinary Process outlined in the Student Handbook.

F. SUPPORT SERVICES AND GENERAL EDUCATION

1. Academic Advisement Services

The offices of the Academic Deans and a variety of staff offices, including the Center for Academic Excellence, provide services that augment the academic advisement provided by the faculty. The faculty provides academic advisement on matters such as major areas of course concentration, course requirements, prerequisites, and sequencing of courses. Students enrolled in special academic programs can also consult with the program directors. The Division of Adult and Continuing Education gives assistance to all non-matriculated students as well as evening students by functioning as liaison with appropriate academic departments. The counseling centers at all three campuses offer academic advising along with other testing and counseling services. [For additional information on the CAE refer to the FRG]

2. Academic Regulations

Full information concerning the grading system, the academic calendar and policies on such matters as attendance, examinations, academic integrity and grade appeal processes, may be found in the University Bulletin and the Faculty Resource Guide. 

a) Class Rosters.
At the beginning of each semester, Faculty can find rosters for each of their classes by going to MyPace Portal. Additional information is available in the Faculty Resource Guide. 

b)  Classroom Assignments
 On the Civic Center Campus, and the Pleasantville Campus, room assignments are available on the first day of class in hard copy in all buildings of the University. Classroom assignments can also be found online at the University website under “Class Schedules.” Should you require a classroom equipped with specific types of furniture (e.g. desks, tablet armchairs) and/or special equipment (e.g. installed VCR monitors, a beam projector, pre-installed overhead projector), you should obtain a  “faculty room preference form” from your departmental administrator, or the form can be accessed online from the Provost’s webpage, under “Academic Policies and Forms.” Completed forms should be submitted to the Office of Academic Scheduling.

c) Classroom Changes 

If a classroom change must be made for a special event (film, large lectures, etc.), proper authorization should be obtained from the department chairperson and the director of academic scheduling on the campus. In the evening, the Office of Evening Administration can be helpful in the case of an immediate classroom difficulty. To help inform student not aware of a last minute change the pertinent information should be written on the board and announced via Blackboard. 

Permanent change of classroom must be made through the director of academic scheduling on the appropriate campus. The chairperson must also be informed as well as the division of Continuing Education and Evening Studies for evening/weekend classes.

d) Guest Speakers
The department chairperson should be notified when scheduling a guest speaker for a class. The faculty member must be present with the guest speaker. For information about payment for guest speakers, the faculty member should consult the office of his or her dean.

e) Final Examination 

A time period is scheduled for final examinations each semester. The final examination is to be given at the time scheduled by the University. The hard copy schedule of final examinations for day classes will be distributed in November and April. It is also available online at the University website. For evening classes, the final is usually given during finals week at the same time that the class normally meets. University policy requires that a final examination be given in all classes except where permission to substitute another form of assessment is granted. Faculty are expected to proctor their own examinations.

f) Students with Disabilities. If a faculty member has a student with a disability who wishes to obtain an accommodation or auxiliary aid for an exam, he/she must contact the Coordinator of Disability Services located at one of the University's Counseling Centers. Current contact information is:
· New York City Campus: Richard Raskin, Ph.D., 156 William Street, 12th Floor, 

(212)346-1526, rraskin@pace.edu 

· Westchester Campuses: Elisse Heisey, Administrative Center, Pleasantville, 

(914) 773-3710, eheisey@pace.edu
g) Proctoring Services for Online Courses: Policy & Procedures

In an effort to address the needs of our online students and faculty the Center for Teaching, Learning and Technology (CTLT) will provide proctoring services at our New York City and Westchester campus locations for WWW courses. Online courses might be designed in such a way that proctored assessment is critical. Using proctored services we can provide students with a location for midterm and final exams. These services also enable faculty to verify that the student taking the exam has followed the necessary examination guidelines.

Request for Services. Requests for proctoring services for midterm and final exams must be submitted by the third week of the current semester. This early date will allow for necessary arrangements to be made. It is also very important to communicate this information to students in the relevant classes during the first weeks of class.  To request services please fill out the Proctoring Services Request form or send an email to online@pace.edu.  The current (2007) contact for this is Christine Moloughney, Coordinator of Online Support Services, at cmoloughney@pace.edu. Faculty should submit this request, no later then the third week of the semester they plan to use Proctoring services. 

The following information must be included in your request: 

· Instructor name, home campus and contact information

· Name and CRN # of the course



· Number of students enrolled in the course

· Type of exam being given: 

· Web Based – the exam is accessible through Blackboard and students will submit answers using Blackboard tools such the test feature or digital drop box.  

· Paper based – a paper copy of the exam will be distributed to students. 

· Resources Allowed for Exam: please be specific: list, in detail, the resources students are allowed to use, if any, for the exam i.e. calculator, formula sheet etc. 

· Time Limit

Date, Time and Location* of On-Campus Exams. Faculty members will be responsible for proctoring exams on their home campus. The CTLT staff will provide the services at the other campus location.
WWW Midterms will be proctored between Weeks 7 & 8 of the semester. The specific date & time is subject to room availability. The Coordinator of Online Support services will arrange and confirm room reservations through Academic Scheduling.

The Coordinator of Online Support Services will schedule one date for Final Exams to be proctored on the New York City Campus and one date for Pleasantville. Final Exams are administered between the hours of 3:30pm-6:30pm.

The Coordinator of Online Support services will arrange and confirm room reservations through Academic Scheduling. 

If a student enrolled in a WWW course requires out of state or out of area proctoring services, the Coordinator of Online Support Services will assist the student in choosing an official testing center in their area. Students requiring these special services must contact the Coordinator of Online Support Services through email or by phone to make these arrangements. 

Please note:  Any fees charged by the testing center will be the responsibility of the student. 

Make-Up Exams. If a student cannot attend the scheduled midterm or final exam, the faculty member may allow the student to arrange with either the instructor or the proctor to attend a make-up exam. This is at the discretion of the faculty member. The Coordinator of Online Support Services will assist in making arrangements if necessary. 

Conflicts. If a student cannot make the scheduled date and time for the exam, a faculty member may also defer to the University’s Conflict and Deferred Examinations process.  Please refer to Academic Policies and Information section of the class schedule to advise students on the appropriate procedure.  

Exam Information. If the exam will be web-based, instructors must provide the Coordinator of Online Support Services with the location of the exam within Blackboard and if the exam requires a password. If the exam is paper-based, instructors should provide the Coordinator with the exam materials at least two weeks prior to the exam date. The Coordinator will assist the Instructor in determining the most secure method of delivering exam materials. 

Please note: some testing centers do not accept file attachments through email; exams will either be faxed or delivered via mail to the testing center.  This will require extra time, so the two week delivery date becomes necessary.  

Communication to Online Students. If faculty plan to have a proctored exam, one of the most important tasks is communicating this information to the students during the first week of class. Once the date, time and location are confirmed, one of the best ways to share this information with the students is via Blackboard, through the Announcements tool and email. In an effort to make sure the students are aware of what is ahead, faculty should require all students to respond to an email announcement, so the faculty member knows that the students have marked their calendars. This will help avoid conflicts later on in the semester. 
If faculty have any questions regarding Proctoring Services please contact online@pace.edu (currently Christine Moloughney, Coordinator of Online Support Services, via email cmoloughney@pace.edu or 212-346-1471.)

h). Student Absence from Examination 

Students are permitted to take a deferred examination with the approval of their instructor. Students who have sufficient reason to request a deferred examination are required to complete a Deferred Examination Application Form and have it approved by their instructor. If the instructor is not available, students should contact the Department Chair. Further information about deferred examinations may be obtained from the Faculty Resource Guide. 

i) Photocopying of Copyrighted Materials
Refer to Appendix 1 for policy statement and guidelines for photocopying of copyrighted materials for classroom and research use.

j) Grades and Grading System

A letter grade is awarded as a measure of student performance only by the faculty member assigned to teach a particular course and section. The spectrum of letter grades ranges from A through F, including plus and minus refinements to the letter grades (with the exception of A+ and D- at the undergraduate level and a grade of D at the graduate level), which are available to allow faculty greater flexibility in the measurement of student performance. Additional information is available in the University Bulletin and the Faculty Resource Guide.

Incomplete Work (Grade of I). Inability to complete required course work or to take an examination may, at the discretion of the instructor, result in the grade of an “I”. A maximum of six weeks will be provided to allow the student to complete the required course work or examination. If the course requirements are not completed within the six weeks the grade of “I” will automatically become an “I-F”, Incomplete-Failure.

If, in judgment of the instructor, the incomplete course work is so extensive that it cannot be completed within the allotted time, the grade “F” may be assigned immediately.

Submission of Final Grades. Final grades should be submitted through the MyPace Portal within seventy-two (72) hours after the final examination except grades for graduating seniors which are due within twenty-four (24) hours. 
Grade Changes. Change of grade forms are supplied by the Registrar’s Office. These forms should be sent directly and should not be given to students. After 6 weeks, grade changes must have the approval of the Chairperson and the Dean. No grade change may be made beyond six months after the conclusion of the course, except with written approval of the Dean and the Provost. The latest date for changing a “K” grade will be one year from the end of the semester in which the grade was assigned.

Grade Appeal Procedures. As a general principle, the instructor has the sole authority to establish standards of performance and to exercise judgment on the quality of student performance, but in a manner which reflects reasonable and generally acceptable academic requirements. Grades assigned in this fashion are final except as the instructor may wish to review them. No faculty member, or administrator or other individual may substitute his or her judgment of the student’s performance for the reasonable judgment of the instructor.

Students who believe that a final grade received in a course was not determined in a manner consistent with the principle described above may challenge that grade by first arranging, within a reasonable period of time (approximately 10 school days from the time that the grades were made available) to meet informally with the instructor to establish a clear understanding of the method by which the grade was determined. Every effort should be made to resolve the matter at the level of the instructor and the student. Students who have difficulty arranging a meeting with the instructor should consult the department chairperson.

If, after meeting with the instructor, the student wishes to continue the grade appeal, the student may appeal in writing (with a copy to the instructor) within a reasonable period of time to the chairperson of the department that offers the course in question. The statement should clearly state the basis for questioning the grade received in the course. It should be noted that if the chairperson is the instructor, the appeal is to the dean of the school or college.

The chairperson’s decision on whether or not to have a grade reviewed is final. If the chairperson decides that the method by which the student’s grade was determined was not proper, the chairperson will apprise the instructor of the basis for questioning the grade and will request that the instructor review the grade. If the instructor, for any reason, does not review the grade, the chairperson will request that at least one other faculty member qualified to teach the course in question review the grade. In the process of such a review, the faculty member(s) is(are) authorized to assign a grade change and may, if necessary, require additional examination of the student’s performance as a basis for the grade change.

Students may, at any point in this appeal process, solicit the advice and assistance of an individual faculty or staff member. This individual’s authority in these matters is limited to mediating the relationship between the student and the instructor and/or chairperson. 

k) Academic Integrity

All students have an obligation to be honest and to respect ethical standards in meeting academic assignments and requirements. Academic integrity is maintained when students demonstrate intellectual and academic achievement independent of all assistance except where authorized by the instructor. Students who fail to meet this responsibility subject themselves to sanctions ranging from a reduction in grade or failure in the assignment or course in which the offense occurred to suspension or dismissal from the University. Students penalized for a breach of academic integrity who wish to appeal such action may petition the chairperson of the department responsible for the course in question to request a hearing on the matter. Faculty are encouraged to take time to explain to their students the difference between an acceptable use of source material and plagiarism.

l) Academic Tours and Travel

Occasionally, it may be necessary or desirable to augment a course of study with a tour or travel program. These tours or travel programs may complement a course or a course may be built around them. They must have clearly-defined academic objectives and include lectures, readings, papers and examinations or other equivalent forms of evaluation

For updated information on specific programs and procedures, visit  www.pace.edu/international and click on Study Abroad Programs. [For additional information, go to the Faculty Resource Guide, Section VII]

m) Textbook Selection and Ordering Procedures

Course textbook selection is determined by the department faculty offering the particular course. In some instances the faculty may decide that the selection of a text and related materials should be department-wide (that is, all faculty teaching the same course are required to use particular textbooks and materials identified by the department). In other instances the department may decide to leave the matter of textbook selection to the discretion of each faculty member teaching the course. The chairperson of the department is authorized to review textbook selections to ensure that they are current and recognized as generally acceptable within the particular discipline.

Faculty members are requested to place orders for textbooks using the traditional departmental procedures or directly by going online to the University bookstores. Accurate book lists should be prepared and submitted to departmental chairpersons no later than eight weeks before the end of the previous semester, i.e., mid-March for the fall term and early November for the spring term. The deadline for the summer sessions is March 15th. All efforts must be made to comply with these deadlines to avoid serious delays in receiving books.

3. Faculty Records and Compensation Office

The Faculty Records Office located on the Civic Center Campus maintains permanent files on all faculty under contract with the University. Any changes in the faculty member's personal and professional data (address changes, publications, etc.) should be communicated .to that office as well as to the department chairperson. Questions pertaining to benefits should be directed to the Personnel Office on the appropriate campus. Any payroll problems should be directed to the Faculty Compensation Office, adjacent to the Faculty Records Office. 

4. Office of Planning, Assessment, Research, and Academic Budgeting (OPARAB) 
The mission of the OPARAB is to anticipate and respond to both the University's external demands for data and analysis and to facilitate decision-making at all levels of the institution, to provide analytical studies of important issues facing the University; and to enrich the quality of higher education provided by the University. The goals and objectives of OPARAB are:

· To develop a set of strategic indicators that will facilitate comparable analyses with other institutions of higher learning.

· To facilitate the creation of a planning and assessment culture throughout the University.

· To build connections and support for the various decisions and activities of the senior officers, faculty, and staff throughout the University.

· To provide accurate analytical studies of critical issues facing the University.

· To measure the overall effectiveness of the University's prime mission: to provide high quality undergraduate, graduate, and continuing education.

· To be a general resource for information and analyses of issues in higher education.

· To assist in the development and implementation of assessment throughout the University.

· To coordinate University assessment activities.

· To establish a respected professional office to accomplish the many demands placed on it for information and analyses.

· To continuously upgrade the skills and professional experience of the staff of the office through professional development.

· To create a state-of-the-art office with the latest computer and information systems.

· To help foster a University learning environment.

The Office of Research and Planning has primary responsibility for University data analysis and recommendations. It oversees all Offices of Institutional Research (central units for gathering and analyzing statistical data for the purpose of aiding in institutional policy-making and planning), special projects, and market development.

5. Development Office

The Development Office assists faculty in securing funding purposes for research, curriculum development, program support and training.

The Development Office staff can recommend funding sources and work with individual faculty to develop grant proposals. For government grants the staff can direct proposals through appropriate University channels and secure the required approvals. A "Grants Newsletter" appears each month to provide faculty with current information on sources of outside funding.

The Development Office also possesses a library which contains timely material pertaining to both private and corporate foundations and to government agencies.

Faculty members who wish to learn more about the Development Office's services are encouraged to speak with the University's Director of Development on the New York City Campus.

6. University Office of Public Information

This University office serves as a means by which faculty members may publicize their scholarly writings and speeches as well as their personal accomplishments internally through Pace publications and externally through radio, newspapers and other media. This office also publicizes the availability of selected faculty for speaking engagements and for leading seminars.

University Publications. Pace University printed publications include 

· The Annual Report, circulation 100,000, distributed to alumni, staff, faculty, donors 

· Pace Magazine, published two times each year, circulation - 100,000, distributed to alumni, staff, faculty, donors 

In addition, the University produces online publications such as 

· The Pace Pulse, a weekly e-newsletter, distributed to students, faculty, and staff 

· Opportunitas, a monthly e-newsletter, distributed to faculty and staff 

· School and College based e-newsletters, published two or more times each year, distributed to alumni and donors. 

· The University also communicates with faculty, staff, and students through announcements posted to MyPace portal 

Student publications include two weekly student newspapers: The Pace Press (NYC campus) and Paw Print (Pleasantville campus)

Pace University School of Law printed publications include 

· The Pace Law School Alumni Magazine is published twice a year and has a circulation of 9,000 
· GreenLaw our environmental newsletter is published twice a year and has a circulation of 5,000 
· Once a year, the Law School publishes a New Faces at Pace Law School brochure highlighting the new faculty and senior administrative hires.  
· Once a year, the Law School publishes a brochure highlighting the faculty’s most recent publications and accomplishments. 
· Once a year, the Law School publishes a brochure highlighting the academic lectures and events that took place that year.  
· The Law School sends out a monthly e-newsletter to alumni and a weekly e-newsletter to students, staff, and faculty. 
· Each year, the Law School produces a Pace Law School At a Glance brochure highlighting the main aspects of the school. 
Law School Student publications include

· A bi-monthly student newspaper, Hearsay 
· Three law reviews 
1. Pace Law Review 
2. Pace Environmental Law Review 
3. Pace International Law Review 
G. CAMPUS SERVICES, INFORMATION aND PROCEDURES 
1. Health Services

The Health Services Office provides emergency First Aid for ill or injured students, faculty or staff. In addition, a nurse is available for consultation and counseling on health-related concerns and is ready to make referrals if the need arises. The Health Services Office in each campus location has regular office hours during the fall and spring sessions; the office on each campus should be consulted for a specific schedule.

2. Identification Cards

University policy requires that a valid Pace University identification card be worn on the outermost garments on all campuses. (Visitors will be issued temporary passes.) A special resident ID is required for admission to the residence halls. At the New York campus and Lubin Graduate Center, ID cards must be displayed to enter the campus. ID cards must be presented for access to the Pleasantville and Briarcliff campuses between 11:00 p.m. and 7:00 a.m., Monday through Friday, and throughout the weekend. This card is also required for Library Services, admission to the Academic Computing labs and on-campus events.

Administrative ID Offices are located at:

New York City

1 Pace Plaza, B Level Security Office

(212) 346-1812

Monday–Thursday 10:00 a.m.–6:00 p.m.

White Plains

Student Annex

(914) 422-4138

Monday–Thursday 10:00 a.m.–6:00 p.m.

Pleasantville

Kessel Student Center, Second Floor

(914) 773-3830

Monday–Thursday 10:00 a.m.–6:00 p.m.

Pleasantville

Gannett Classroom

(914) 773-3700

Monday–Friday 9:00 a.m.–5:00 p.m.

Operation hours at the above locations will be expanded at the beginning of each academic year. Arrangements will be made for the issuance of ID cards at the Lubin Graduate Center and the Midtown Center. Notices regarding times and dates will be posted.
3. Lost and Found 

Lost and Found Offices are located in the Security Offices on the New York, Pleasantville/Briarcliff and White Plains campuses. Missing property should be reported to the Security Office, which makes every reasonable effort to recover it. Anyone finding unidentified property should bring it to the Security Office immediately. 

4. Parking

Pleasantville and White Plains Campuses. All vehicles used on campus must be registered with the Safety and Security Department. Students must register their vehicle at the beginning of each academic year and will be issued a Parking and Traffic Guide at the time of registration. The Safety and Security Department will also issue temporary parking permits. Special permits are available for students with unique needs or disabilities.


Parking is permitted in designated areas only and prohibited in crosswalks, fire lanes, bus stops, unpaved areas, spaces reserved for the disabled, and any other areas designated as “restricted parking.” Vehicles parked in violation will be given a ticket and in some cases towed at the owner’s expense. Chronic violators will be referred to the Dean for Students or department head for appropriate disciplinary action.


With the exception of some designated faculty & staff and handicap-accessible parking spaces, all parking is on a first-come, first-served basis. Possession of a parking permit or pass authorizes parking, but does not guarantee a parking space.


Pace University assumes no responsibility for the theft or damage to any vehicle. Complete parking and traffic regulations are available in campus security offices. Parking is not available on the New York City campus. Limited meter parking and private parking lots are located nearby for a fee.

5. Emergency Procedures

On the New York Campus call (212) 488-1200. Notices on emergency procedures are posted at all elevators and telephones. Accidents and emergencies should be reported to the nurse's office, extension 1600, and the Dean for Students, extension 1306, or to the Evening Administrator, extension 1943. When these offices are not open, the Security Office, extension 1572, should be notified.

On the Pleasantville/Briarcliff campus call (914) 993-3300. Emergencies should be reported to the Vice President's Office, extension 3781, or to the Office of Evening Administration, extension 3313, or the Security Office 3754 (Pleasantville), or 2830 (Briarcliff) should be contacted.

On the White Plains campus call (914) 681-4000. Emergencies should be reported to the Office of the Vice President, extension 7025, or the Dean for Students, extension 7106 or the Evening Administration Office, extension 7023. Should these offices be closed, the Security Office. in Preston Hall should be contacted, extension 7111. 

Notification regarding possible safety hazards should be made to the Director of Buildings and Grounds on each campus.

6. Fire Regulations

In case of a fire alarm in any building proceed to the nearest exit and go to the street level. DO NOT USE THE ELEVATORS.

Regulations are posted in all buildings and classrooms with specific procedures to be followed.

If you hear the alarm and do not see flames, smoke, or smell follow fire drill procedures that are posted in the building.

7. Emergency Closings and Other Changes in Class Schedules

Occasionally, the University is confronted by the need to close because of inclement weather or other reasons beyond the University’s control. Such closings are normally announced through the major radio stations in New York City and Westchester County. In addition, students can also check the Pace University home page and/or call the Pace Events Phone (PEP) for school closing information.

· New York City, (212) 346-1953

· Pleasantville/Briarcliff/White Plains,  (914) 773-3398

Although classes are planned to commence and conclude on the dates indicated in the academic calendar, unforeseen circumstances may require adjustment to class schedules and extension of time for completion of class assignments. Examples of such circumstances may include faculty illness, malfunction of University equipment (including computers), unavailability of particular University facilities occasioned by damage to the premises, repairs or other cause, and school closings because of inclement weather. The University shall not be responsible for the refund of any tuition or fees in the event of any such occurrence or for failure of a class to conclude on the date originally scheduled and will not be liable for any consequential damages as a result of such a change in schedule.

8. Personal Property

The University can assume no responsibility for personal property missing or lost from University premises. Students, Faculty and staff members
should
exercise caution and care for all personal property including apparel, purses and wallets, briefcases, office articles, books, pictures or equipment. Missing personal property should be reported to the Security Office, which is responsible for operating a lost and found service. The Security office will make all reasonable efforts to recover missing property. As an aid to colleagues and students, faculty and staff members who find unidentified property are requested to bring such articles to the Security Office promptly. 

9. Payroll

The Payroll Office, located in Woodward Hall, Briarcliff Campus, is responsible for the timely disbursement of salary and wages to all employees. Such disbursements are scheduled on the 15th and last working day of each month. In addition to the semi-monthly payment of salaries and wages, this office is also responsible for the annual preparation of W-2 forms which inform each employee of salary earned and tax withholdings necessary for preparation of individual tax returns.

The Payroll Office assists the Tax Compliance Officer with any issues and analyses necessary to file withheld taxes and the required reporting to federal and state agencies

The direct deposit of payroll is a requirement for all faculty and staff, both full-time and part-time, at Pace University.  Employees earning less than $600 per week cannot be mandated to participate bu,t for the reasons cited above, are urged to enroll.  If the employee does not have a bank account, the One Card can be used as a debit card through Higher One, making access to their pay via an ATM machine.

Please visit the Finance and Administration website under forms (WWW.pace.edu/IPN/STAFF/COMPTROLLERS/BUDGET/Forms/dir_depo.html)  for enrollment information and the form.  If you have any questions you can contact the Payroll Office in Briarcliff at extension 923-2898 for further assistance.

10. Salary Advances and Loans

It may, under certain circumstances, be possible for the University to arrange for advances, loans, as well as to have salary checks mailed to vacation addresses, or to a designated bank. These arrangements should be made with the Comptroller in advance and preferably in writing. The University, through the Office of the Financial Vice President, will provide assistance in expediting a loan from one of several banks with which the University has a close working relationship. Such special requests must be approved by a University officer.

11. Mail Distribution

Each campus maintains a mailroom facility to receive, sort and deliver incoming mail and to process outgoing mail. Faculty mail is delivered daily to designated areas. To facilitate processing of inter-office mail, name, department and location must be clearly filled out. Listings in the University Telephone Directory should be helpful in addressing mail. Inter-campus mail is transferred daily for next day delivery.

12. Dining Facilities and Hours

New York City Campus Main and Catering:  (212) 346-1283

The faculty Dining Room is open Monday-Friday 12pm-2pm
· Café 101, One Pace Plaza, 1st floor

· Monday–Friday, 8:00 a.m.–Midnight, Saturday–Sunday, 10:00 a.m.–Midnight

· Spotlight Café, One Pace Plaza, B Level

· Monday–Friday, 11:00 a.m.–8:00 p.m., Saturday–Sunday, Closed

· Pace Yourself Kiosk, One Pace Plaza, 1st floor,West Bank elevators

· Monday–Thursday, 8:00 a.m.–8:00 p.m., Friday–Saturday, 9:00 a.m.–2:00 p.m., Sunday, Closed

Pleasantville Campus Main: (914) 773-3763; Catering: (914) 773-3366

The Choate Faculty Dining Room is open Monday-Friday 12pm-2pm
Pleasantfill Eatery, Kessel Campus Center, Main Level

· Monday–Friday, 8:00 a.m.–11:00 p.m., Saturday–Sunday, 11:00 a.m.–11:00 p.m.

Pleasantfill Eatery Express, Kessel Campus Center, Main Level

· Monday–Friday, 8:00 a.m.–11:00 p.m., Saturday–Sunday, 11:00 a.m.–10:00 p.m.

Setter’s Pause, Miller Hall, 1st floor

· Monday–Thursday, 8:30 a.m.–8:00 p.m. Friday–Sunday, Closed

Briarcliff Campus
Main and Catering: (914) 923-2612

· Briarcliff Delights, Dining Hall, Main Level

· Sunday–Saturday, 11:00 a.m.–Midnight

There are also dining services at the law school and the graduate center campuses in White Plains. 

13. Faculty Offices and Keys

On the New York campus, buildings housing faculty offices are open Monday through Friday, 6:00 a.m. to 11:00 p.m., and on Saturday until 6:00 p.m. The Midtown Center is open from 7:00 a.m. to 9:30 p.m., Monday through Friday, when classes are in session. Faculty share unassigned open office space at that location. In Westchester, buildings housing offices are open Monday through Friday, 8:00 a.m. to 8:00 p.m. and on Saturday until 4:00 p.m. For admission during non-office hours, it is necessary to inquire at the Security Office, located in Wilcox Hall in Pleasantville, in Hillside Hall in Briarcliff, Dannat Hall in White Plains, and in the East Campus Building, Level B in New York.

Faculty should obtain keys to their offices from the Security Office on their campus. Proper authorization from the department chairperson or Dean is required. The Security Office has duplicate keys for all offices. Faculty who use their offices during non-business hours assume responsibility for security of their office while they are present.

By signing for office keys, faculty members assume responsibility for proper use. Keys are not to be lent to other persons nor are duplicate keys to be made. The Security Office can be called to open a faculty office if a faculty member forgets the key. The faculty member will be required to show identification to the Security Officer.

14. Telephone Service

Pace maintains a complex network system to carry voice and data transmission to all locations. The University Telephone System offers the following features:

1. ability to transfer calls to another station without operator assistance; 

2. ability to have incoming calls forwarded to a designated station when a telephone is unattended;

3. automatic call-back when a requested call cannot be completed; and

4. call pick-up.

If a faculty member has any telephone problems he or she call the campus switchboard operator.

15. Transportation Among Campuses

Daily transportation for faculty among the New York, Briarcliff, Pleasantville and White Plains campuses is available. A schedule can be obtained from the Department of Transportation in Briarcliff. Information regarding priority seating is available by contacting the Transportation Office.

16. Travel Expense Advances

Faculty traveling on University business to professional meetings, conventions, etc. may request an advance against anticipated expenses. Such requests should be made well before the trip and must be approved by the Dean of the School and the Provost prior to submission to the Comptroller for payment. This arrange​ment may be made for Kenan Fund awards as well (see p. 11.14).

17. Contracts with Third Parties

Faculty, including chairpersons, are not authorized to execute contracts on behalf of the University. All contracts with outside parties must be approved by the Financial Vice President and University Legal Counsel, and executed by an authorized officer for specific purposes as the need arises.

H. CAMPUS LIFE  

1. Office of the Dean for Students

The Dean for Students has a key role in developing the personality and environment of the University by engaging the full academic community whenever possible in collaborative activities. In addition, the office plays an important role in communicating the interests and concerns of the students to the academic and administrative leadership. The Dean for Students Office is responsible for many areas of student life including residential life, multicultural affairs, student development, campus activities, wellness programs, and counseling services. The Office also oversees implementation of University rules and regulations that have been established for the well-being of all. Students may arrange to meet with the Dean when they wish to discuss personal, emotional, or academic issues.

2. Office of Student Assistance 

For more information on the Office of Student Assistance, please go to:

·  http://appserv.pace.edu/execute/page.cfm?doc_id=17449
3. Athletics and Recreation 

Pace University views athletics and recreation as an integral part of the educational experience. The athletics program is designed to bring students together through participation in a variety of varsity, intramural and recreational sports while serving as a focal point for all students, faculty, staff, and alumni. As with other nonacademic activities, athletic activities add another dimension to University life. Intercollegiate and intramural sports give the men and women of Pace University a chance to compete at many levels of ability and interest. There are 17 varsity teams and a wide variety of intramural sports. 

The construction of the Ann and Alfred Goldstein Health, Fitness and Recreation Center is a welcome addition to the Pace community. The multipurpose, state-of-the-art facility, located on the Pleasantville campus, includes a 2,400-seat arena, eight-lane natatorium, walking/jogging track, weight room, aerobics room, training facility, locker rooms and health care center. Pace University maintains a successful intercollegiate program for students who qualify under the rules of the University, NCAA, and ECAC. Men’s intercollegiate sports include basketball, baseball, tennis, cross country, lacrosse, football, golf, and indoor and outdoor track; women participate in basketball, tennis, volleyball, cross country, softball, soccer, equestrian, golf, and indoor and outdoor track. Pace University competes at the NCAA’s Division II level, with membership in the Northeast-10 Conference. Football kicks off the fall season, and the Setters compete in the 10 team, NE-10 Conference. http://www.pacesettersathletics.com/landing/index
4. Center for Student Development and Campus Activities (SDACA) 
While much of the college experience takes place inside the classroom, the Center for Student Development and Campus Activities promotes the integral part that occurs outside the classroom through co-curricular and extra- curricular activities. As advocates of student empowerment, the Center provides resources, guidance, and support to enhance student achievement and personal development. Opportunities to participate in student governance, leader-ship training, cultural events, and a wide array of diverse student organizations abound for all interested Pace University students. 

All clubs and organizations, including Greek Life, funnel through the Center. Home to more than 100 student organizations, the Center assists student leaders with club advisement, new club development, resource assistance and serves as a conduit for all the clubs’ programming needs. Through the Centers for Student Development and Campus Activities, students can find student government representatives, the student newspaper offices, yearbook offices, and other club offices. Students may turn to the Center for campus posting services, student event promotions, class list-serves, and college ring orders. 

One of the central and traditional purposes of higher education is to prepare students for positions of leadership both inside and outside the University community. Conferences, workshops, and seminars are scheduled each year for students to examine and develop their leadership potential. In addition to these opportunities, the Center has established the Student Development Transcript that documents a student’s out-of-classroom experiences. Offerings include the Leadership Retreats, the Setter Series, Emerging Leaders, and Student of the Month/Year recognition. 

Each year, the Centers for Student Development and Campus Activities direct the organization and implementation of varied orientation programs for entering students. Included in these offerings are summer overnight programs for new freshman and sessions specifically geared to commuter, transfer, international, adult, and resident students interwoven around Welcome Week activities. 

The centers collaborate with other offices and departments in hosting the many University traditions and events including University Fest, Spirit Night as well as annual theme celebrations including Latino Heritage Month, Black History Month, Women’s History Month, LGBT Pride Month, and Asian Heritage Month.
· New York City Campus: http://appserv.pace.edu/execute/page.cfm?doc_id=124
· Pleasantville Campus http://appserv.pace.edu/execute/page.cfm?doc_id=2999
5. Cultural Programming 

On the New York City campus, the 743-seat Michael Schimmel Center for the Arts has presented a wide range of cultural programs and public events for the campus and surrounding community for over 25 years. In 2002, the Tony Award-winning National Actors Theatre (NAT) moved from Broadway to the Michael Schimmel Center. In addition to student productions and special events, the Michael Schimmel Center presents outside professional programming to complement NAT’s schedule of plays with support from the Patricia O. Ewers Center for the Arts and Multicultural Studies. The theatre is also the home of Robert De Niro’s annual Tribeca Film Festival. A gallery in the theatre lobby features exhibitions by a wide range of professional artists. 

The Schimmel Theatre is now also the home of “Inside the Actors Studio,” hosted by James Lipton, the longest-running original series on the Bravo network. For more information go to: http://appserv.pace.edu/execute/home_culture.cfm
On the Pleasantville campus, performances are held in the Kessel Campus Center, Wilcox Hall and the Woodward Hall Theater, as well as the new 2,400-seat Goldstein Health, Fitness, and Recreation Center; and the Choate Gallery features art exhibitions by students and professional artists, as well as readings and other cultural events. Special performances and events for Pace students also take place in a variety of spaces on the Briarcliff campus and at the Law School in White Plains.
6. Pace Environmental Center

The Environmental Center, a component of the Dyson College Department of Biological Sciences, serves as a resource to Pace University and to the outside community. The center also works closely with the School of Education. Constructed around the remnants of an old farm it is enhanced by characteristics valuable to nature study including nature trails and a pond. 

The center provides an important support component to the academic activities of Pace by hosting classes and housing the Environmental Clinic. Students from the University and local high schools also work closely with faculty at the center, designing and pursuing individualized internships. 

The Environmental Center also provides the home for N.A.T.U.R.E., the Pleasantville campus environmental club, which is run by students. Environmental education courses and seminars are offered at the center, and incorporate the unique natural setting of the facility into the learning experience. A graduate course for environmental education is held each summer for teachers interested in incorporating environmental studies into their classrooms. 

During the school year, teachers bring classes to learn about the topics related to wildlife and ecology. Annual events such as the Harvest Day Festival, and Earth Day provide students and the outside community with unique activities. The center also sponsors fishing seminars, birds-of-prey programs, and summer nature camps.
For more information go to: http://appserv.pace.edu/execute/page.cfm?doc_id=3725
7. Counseling Services

The mission of Counseling Services complements the University’s mission. Counseling aims to help students cope more effectively with developmental, vocational, familial, emotional, and relational aspects of their lives. The intention is to support students in directing energies toward fulfillment of their academic, professional, and personal goals. In order to achieve these goals, the Counseling Center provides the following services:

• Individual and group counseling

• Community wellness consultation and outreach

• Prevention programming

• Crisis intervention

• Services for students with disabilities

• Educational programming

• Workshops and outreach programming

• Diversity consultation and outreach

• Organizational consultation to student organizations

• Consultation and referral services

All Counseling Center services are confidential and free of charge for Pace University students.

7. Office of Multicultural Affairs

The Office of Multicultural Affairs (OMA) seeks to look at the intersections of globalization and social injustices--and their impact on diversity and multiculturalism. To that end, OMA is committed to sponsoring academic programming that includes symposia, lectures, film series and professional development workshops.

OMA also hosts annual spoken word programs, knitting salons and rumba sessions in order to cultivate community and promote opportunities for interpersonal and creative interaction.

For more information go to: http://appserv.pace.edu/execute/page.cfm?doc_id=2554
8. SGA

Student Government Association (SGA) is the student representative body at Pace University. Each undergraduate campus has its own structure and by-laws.  

· Pleasantville Campushttp://appserv.pace.edu/execute/page.cfm?doc_id=13392
· New York City Campus: http://www.pacesga.org/
I. FACULTY INFORMATION AND RESOURCES

1. Faculty Chairs and Special Professorships

Dean Emeritus. The rank of Dean Emeritus shall be assigned to individuals who, at the time of retiring from the institution, hold the administrative rank of Dean. Holders of this title shall be listed in the official publications where appropriate, will be invited to attend all social and ceremonial functions of the University, and shall receive its official publications.

Professor Emeritus. Such rank shall be assigned to all members of the Pace faculty who no longer teach and who, at the time of attaining retirement age hold the rank of professor, associate professor, adjunct professor or adjunct associate professor. Holders of this rank shall be listed during their life​time in all publications in which faculty are listed. They shall be invited to all social and ceremonial functions and shall receive official University publications.

Richard Pace Professorship. This professorship was created by the Board of Trustees at the annual meeting in November, 1972, in memory of C. Richard Pace, a former secretary of the College and a son of Homer Pace, co-founder of the institution.

The Harold Blancke Chair of Chemistry in the Dyson College of Arts and Sciences. The first Pace chair was established by Dr. Harold Blancke, distinguished alumnus, class of 1925, and former Chairman of the Board of Celanese Corporation, for support of teaching and research in the field chemistry.

The Haskins Research Professorship in Biology. This chair, made possible through the mutual assistance of Pace University, private grants, and Caryl P. Haskins, former  resident of the Carnegie Institute of Washington, D.C., was established in 1970. It provides a bridge between the Haskins biology groups of the laboratories and the University. 

The Henry George Chair in Economics in the Lubin Graduate School of Business. This chair, established in 1982, was made possible by a grant from the Robert Schalkenbach Foundation which publishes the works of economist Henry George (1839-1897).

The Edward J. Mortola Chair in the Dyson College of Arts and Sciences. This chair was established in 1979 through the generosity of Charles Dyson, former Chairman of the Board of Trustees, to foster the examination of ethical questions, and the development of values and similar philosophical issues that affect contemporary society.

The Dr. Robert M. Schaeberle Chair in Accounting. This chair was established in 1983 through the generosity of the Nabisco Brands Foundation and is held by a member of the University's accounting faculty.

The Citicorp Chair in Finance. This chair, was established in 1983 through the generosity of the Nabisco Brands Foundation and is held by a member of the University’s accounting faculty.

AP Economic Development and Sponsored Projects








� The term Provost as used in the Handbook refers to the Chief Academic Officer of the University and includes the Office of the Executive Vice President for Academic Affairs.


� For the faculty, the process of approval would be the following for each location council: the Handbook Committees, the Faculty Affairs Committees, and finally the Location Councils. The document as approved by the Location Councils would then be forwarded to the President and the Board of Trustees. In situations involving potential conflicts, the Provost may convene a discussion committee composed of members of the Dean’s Council and faculty members to be elected by their respective location councils, to be chaired by the Provost.


� The final version of this Handbook will have a direct link to each topic.


� This section comes from the UG Catalog. It has been slightly modified.


� Students who are not officially registered for a class should not be allowed to remain in the class until such time as they are officially registered.


� See Appendix 1 Concerning Photocopying


� We discussed that chairs need to be added to this section but they don’t. This section lists special titles. A discussion of the role of chairs is in Section D – Organizational Structure (at the end of Part I). Note that this section also needs to be updated. Who would have this information? 
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