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CHAPTER I

INTRODUCTION

Policy Manual

The purpose for the policy manual is to inform all offices
of the ccllege of the administrative and management policies
daily. These policies establish a method of communication for
requests, coordination, approval, classification and issuance of
standard operating procedures of the college.

Faculty, students and administration need guidelines for
implementing objectives. The manual provides guidelines for
implementing objectives. The manual provides guidelines for
management policies and the functioning of the organization. More
specifically, the manual is a means of determining how policy is
reflected in the organizational structure and in the management
practices.

The policy manual is a basic communication tool of executive

action decision making and leadership.

The Need for Communication in an Organization

Communication is vital to organization. Chester Barnard,
an executive and management scholar who was very influential in
the development of management theory, suggested that communi-
cation, common purposes, and willingness to serve were the three
fundamental elements of organization (Albanese 346). He felt that
in order for the legitimate use of power (authority) to exist,

communication is absolutely necessary. He indicated several



spepcific communication principles in his work:

1. The channels of communication should be definitely

known;

2. there should be a definite formal channel of communi-

cation to every member of the organization;

3. the lines of communication should be as direct and short

as possible;

4. the complete formal line of communication should

normally be used;

5. persons serving as communication centers should be

competent;

6. the line of communication should not be interrupted

while the organization is functioning; and

7. every communication should be authenticated.

Numerous writers have stressed the role of communication in
organizations. Herbert Simon has commented upon its importance,
and social psychologists Katz and Kahn have also stressed its
role in the functioning of any group, organization, and society.
These authors and practicing managers suggest that communication
is one of the mcst basic elements of an organization. Indeed, an
organization is frequently thought of in terms of its network of
communication channels (Goldhaber 15).

Lyman Porter and Gene Bretton, avthors of several books on
organizational ccmmunication theory, believe that communication
also serves as a primary means by which an organization relates to
its task environment. A well developed communication system is
the prime mechanism available to an organization for sensing

internal conditions and effecting changes (Bedeian 410).




Roy Fottz, on inside organizational communication, defined
organizational communication as "the exchange of information,
ideas, feelings down, up, and across organizational lines"

(Heum 210).

Communication in most organizations is clearly a dynamic
process. Accurate transfer of information and understanding from
the sender to the receiver is not only vital in formulating and
implementing organizational goals, but it is also the principal
means through which other organizational activities are executed.

Research findings documenting the value of organizational
communication show the correlation between an effective communi-
cation system and high overall organizational performance. Today
some business leaders are speaking out abtout the importance of
good communication in their organizations. Organizational

communication has been called "the lifeblood of the organization”

(Goldhaber 5).




CHAPTER II

COMMUNICATION IN ORGANIZATIONS

The Communication Process

D. K. Berlo, author of several books on the communication
process, concludes that communication is the transmission of
information from one source to another. Communication takes
place between two or more parts of an organization; or between
people. The communication process, as shown in Table I, consists
of several basic components (Albanese 349).

1. There must be information to be transmitted. This is
referred to as the information source and includes ideas,
needs, intentions, purposes and data.

2. Second, is the encoder. The encoder is also referred
as the sender. The encoder may include the process of
translating an already conceived idea into a coded
message appropriate for sending.

3. The transmission is referred to as a message or signal,
and is thought of as a code or set of symbols.

4, The message is sent through some medium channel or
carrier.

5. The decoder is essentially the same as the encoder
except that instead of sending information out, it
brings information in.

6. The final destination, the ultimate information that has

been received, the understood ideas, needs, intentions,

purposes, or data.




TABLE I

The Communication Process

r 1
| Message ! |
Information {—# Encoder Channel Decoder (—¥p Understanding
Source l Sender I(Medium) Receiver 1

Feedback Loop

Feedback

Feedback is simply a reversal of the communication process
itself. Since feedback is often different in nature from the
original message, many people prefer to think of it as a separate
system that completes the communication process. However,
feedback is communication and involves all of the elements just

described (Albanese 353).

Directions of Formal Communication Flow

Lyman Porter, author of Communication: Structure and

Process, suggests that the basic hierarchical structure of organi-
zations largely prescribes the nature of their internal communi-
cation flow. Formal communication channels are generally designed
to provide vertical, horizontal, and diagonal exchanges of

information (Bedean 417).



The organization provides channels of communication running
in all directions through which information for decision-making
flows. Channels of communication are both formal and informal.
The formal channels are partly based or, and partly separate from,
the lines of formal authority, and the informal channels are
closely related to the informal social organization.

The organization chart depicted in Table II illustrates the

examples of vertical flow.

TABLE II

Chart of Organization at Lindenwood

Board of Directors

President

President's Council

Administrative Committee

College Assembly

|
[ il

Ccllege Faculty College Staff




Vertical communication flow includes all transactions
involving both the downward and upward flow of information
occurring between upper and lower personnel in an organization.
The vertical transmission of information is conceived of as
parallelling an organization's authority flow or the chain of
command, extending from its highest to its lowest echelons.
Although the downward transmission of information may serve any of
several functions, it is used principally to command and instruct.
Vertical flowing communication may be either written or oral.
Examples of written communication are manuals, magazines, and
bulletins. Some examples of dcwnward flowing oral communication
include speeches and verbal directives.

The movement of information upward through levels in the
organizational hierarchy most frequently takes the form of per-
formance feedback. Vertical communication flow includes all
transaction involving both the downward and upward flow of infor-
mation occurring between superiors and subordinates in an organi-
zation as shown in Table III (Bedeian 414).

Horizontal communication includes all transmissions that
flow laterally within an organization (Table IV). Such communi-
cation is most often associated with the flow of work. Since
horizontal communication takes place primarily between persons of
equal or nearly equal status, it tends to be less threatening,
more accurate, and faster than vertical communication.

The most prevalent form of lateral communication within

organized work settings is the interchange between members of the

same work group (Bedeian 415). Diagonal flow of communication




TABLE III

Vertical Communication Flow

Downward Communication
Procedures, Policies,
Directive, Goals,

Assignments

Upward Communication
Problems, Reports,
Clarification, Attitudes,

Ideas, Accomplishments

TABLE IV

Horizontal (Lateral) Flow

Lateral Communication

*

-

Coordinative Efforts

Problem-solving Conferences




includes all transmissions that cut across an organization's chain

of commands. Diagonal communication is the least used channel of
communication in organizations; it is important in situations in
which members cannot communicate effectively through other

channels.

Informal Communication System

In addition to the formal communication structure of trans-
mission and departmental communication flows, every organization
also has an informal communication structure. No matter how
elaborate a formal system of communications is set up in the
organization, this system will always be supplemented by informal
channels.

P. K. Tompkins concluded that informal messages "are not
rationally specified. They develop through accidents of spatial
arrangements, personalities, and abilities of the persons"
(Goldhaber 164).

The informal communication system is built around the
social relationships of its members of the organization. The
informal system is called the "grapevine". The term arose during
Civil War days. Intelligence telegraph lines were strung loosely
from tree to tree in the manner of a grapevine, and the message
thereon was often garbled; hence, any rumor was said to be from
the grapevine (Goldhaber 166).

The grapevine fulfills people's needs and desires to be kept
posted on the latest information. It gives the members of the

organization an outlet for their imagination and an opportunity to
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relieve their apprehensions in the form of rumors (Goldhaber 167).
The grapevine has several advantages over formal communication
channels.

1. The grapevine is fast.

2. The grapevine is efficient. The grapevine selectively
routes information to those who would find it of the
greatest interest. By contrast, formal channels have a
way of sending information to people who do not need it.
Formal communication channels are almost never more
efficient than the grapevine.

3. The grapevine fulfills people's needs because the
grapevine is not based on hierarchy but on need or
desire to communicate. It serves social needs through
speed and accuracy.

Since the grapevine is always present, largely accurate and
fast, people should use it as another means of transmitting
information. The grapevine, on the whole, plays a constructive
role. Its chief disadvantage is that it discourages frankness
since confidential remarks may be spread about, and at times, the
grapevine carries inaccurate information.

The grapevine is valuable as a barometer of public opinion
in the organization. If the administrator listens to it, it
apprises him of the topics that are subjects of interest to
organization members and their attitudes toward these topics

(Simon 162).



1

Ineffective Communication

Ineffective communication may be attributed to human and
technical barriers. A communication barrier can be defined as
anything which blocks effective communication (Heun 72). Trying
to categorize the many reasons why people fail to communicate is
a difficult challenge. There are many reasons for communication
barriers. Some are status of the person or persons to whom the
message is being sent, too much or too little information in a
message, not listening carefully or individual differences in
communication skills (Heun 73).

Lucille Maddalena suggests in her findings that an organi-
zation develops best when its membership clearly understands
what the organization has to offer, where it has been, where it is

going and how it will get there (Maddalena 345).



CHAPTER III

POLICY MANUAL FOR ORGANIZATIONAL COMMUNICATION

The policy manual is a helpful tool for the implementation
of an effective organization. Compiling the manual involves a
considerable amount of work and expense. Nevertheless, insti-
tutions have found the effort worthwhile. A manual provides, in
comprehensive written form, decisions regarding the institution's
organizational structure; it defines the scope of authorities and
responsibilities of management positions and the channels to
be used in obtaining decisions or approvals of proposals. The
manual also serves to reiterate for the individual administrator
the long-term objectives of the institution.

The policy manual pictures an entire organization with
its various departments and functions. In the manual can be
found job descriptions, organization charts, and policies.

Manuals contain job descriptions. Job descriptions generally
indicate the principal duties and functions of the position, the
scope of authority, and its channels. Organization charts
graphically portray an organization's structure and depict basic
relationships and groupings of positions and functions.

Once formulated, policies must be carefully and explicitly
Stated and communicated so that they will be fully understood.
There are several advantages to having written statements of
policy. Once written, the policies are readily accessible, their

meaning cannot be misunderstood easily. Written policy statements

can readily be sent to all who are affected by them, and new staff
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members can speedily orient and inform themselves by reading them.
Although ultimate responsibility for the organization manual rests
with the chief executive, an assistant or the staff department
primarily concerned with organizational planning usually aids in
its compilation.

Naturally, some drawbacks to policy manuals exist. As
indicated, compiling them and keeping them up-to-date is time

consuming. However, most institutions find the manual to be an

effective communication tool.




CHAPTER IV

CREATION OF A POLICY MANUAL FOR A SMALL LIBERAL ARTS COLLEGE

History of Lindenwood College

Lindenwood College was established in 1827 by George C. Sibley
and Mary Easton and became affiliated with the Presbyterian
Church in 1853.

For over one hundred years, the Presbyterian Church set
policy for Lindenwood College. This changed in the 1960's when
the college ended its affiliation with the church. At the present
time, Lindenwood has no legal religous affiliation or requirements.

Lindenwood served as a women's college for nearly a century
and a half. The change began in 1969 when the college became
coeducational. The legal structure for some time was one of
coordinate colleges, one for men and one for women with separate
boards of directors, separate student organizations, and separate
deans. But the academic program has been co-educational from the
beginning.

In 1972, the evening college was formed. This added to the
student body an older, more career oriented audience. With the
addition of the M.B.A. degree, an increase of adjunct faculty
members were used.

In 1975, Lindenwood's educational program was substantially
enlarged with the addition of the college for Individualized
Education. The LCIE has operated at both graduate and under-

graduate levels since its inception. Major campuses were located

in Santa Monica, California and Washington, D.C. Because of




communication difficulties and problems with imposing consistent
policies across the country, Lindenwood closed the campuses in
Washington and Santa Monica.

With addition of the evening, off site and corporate site
programs, internal ccmmunication became more complicated and more
crucial. These changes also added additional personnel to the

adjunct faculty whose home base is not the St. Charles campus.

College Policies where They can be Found

In recent years, there has not been a centralized policy
manual for Lindenwood College.

The policies for the college are kept separately in dif-
ferent departments and spread throughout the college. The Faculty
Handbook refers to policies of the faculty. Personnel policies
for non-teaching staff members and faculty can be found in the
Employee'Handbook. Faculty personnel decisions are minutes of
Faculty Meetings and Faculty Council. Academic policies are in
the minutes of the Educational Policies Committee and Faculty
Minutes. College policies are in the minutes of the President's

Council for the last five years.

Need for Centralized Policy Manual

As Lindenwood expands, the need for a centralized policy
manual is becoming extremely important. No longer can Lindenwood

afford such a disorganized system of keeping their policies spread

throughout the college. With a centralized policy manual, all
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policies will be kept in one central place for easy accessability.
The manual will provide a more efficient way of communicating
Lindenwood's policies. A well organized policy manual has proven
to be a good communication tool for gcvernment bodies as well as

school districts and corporations.

Methodology for Manual

The organization of the manual, whether it is for a large
corporation or a small college, must be easy to understand to be
efficient. The planning stage should include:

1. The order in which the policies are to be placed in

the manual.

2. The layout should be easy to follow and should remain

the same throughout the manual.

3. The numbering system.

a. The system should be flexible enough so that new
policies may be added without too much trouble.

b. The numbering system for each policy section need
not be the same.

4. The manual must portray a professional image.

5. A completed manual is rarely presented in the form of

a permanent, bound book.

6. It is more likely to consist of a series of separate

policies issued individually and in loose-leaf form.

7. The binders used most satisfactorily is the three-ring

binder.



10.

An index is included at the front of the manual with a

listing of all policies contained therein.

The writer of the manual must have information and
he/she must ask for it. Department heads, staff and
students are the most likely persons to ask.

The policy manual is a good communication tool. It
helps in communicating to others the policies of the
organization. As new policies aremade, the manual

must be kept up-to-date to be efficient.

17



CHAPTER V

THE MANUAL

18



CHAPTER VI

SUMMARY AND RECOMMENDATIONS

Summary of Policy Manual as a Communication Tool

1. As a communication tool, the policy manual provides a
look at the interworking: of the organization.

2. The manual enables reader: to have easy access to all
policies of the organization.

3. The manual provides guidclines on existing policies and
policies that will be needed in the future.

4. The manual, in order to be effective, must be well
organized and easily readable.

5. The manual must be updatrd with all new policies.

Recommendations for !lpdating Manual

When updating the manual, if a new policy is replacing an
existing one, the same number should be kept. If a new policy is
made that has never existed before, the policy should be given a
new number. If possible, one person should be responsible for

keeping the manual updated.
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PRINCIPAL AND OTHER OFFICES

The principal office of the corpeoration in the State of Missouri shall be
located the City of St. Charles, Misscuri. The corporation may have such
cther offices, either within or without the State of Missouri as the affairs cf
the corporation may regquire from time to time.
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Lindenwood College Policies

Ldministration 2000 Series

BOARD OF DIRECTORS

2020 - 2030 Series

2020 - 2ial



Lindenwood Coliege Policies 2621

Administration 2000 Series

The affairs of Lindenwood Cellege shzll be managed by & self-perpetuating
Board of Directors consisting of 22 directors, divided into 3 classes of

9 members each, the current Chairperson of the Board of Overssers, ex officio
and the current Fresident of the Lindenwood College Alumni Association,

ex officio. The number of directors may be increased or decreased from time
to time by amendment of these Bylaws.
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Lindenwood College Pclicies 2022

Administration 2000 Series

ELECTION AND TERM OF OFFICE

The term of office of Directors shzll be three years. One-third of the Boarc
of Directors shall be elscted each year at the annual meeting, Directors sc
elected filling the place of the retiring Directors.




Lindenwood College Policies 2022

Administration 200C Series

MEETINGS

At least three regular meetings of the Board of Directors shzll be helé every
year at places and times designated by the Secretary of the Board in the nciice
of such meetings, unless the Board acts to designate the time and place for
Board mesetings. If possible, meetings shall be held in Gctober, January, and
May. Tne meeting to be held inm May shall be the annual meeting of the Bozrd

of Directors.




SPECIAL MEETINGS




Lindenwood Coliege Folicies o023

Rdministration 2000 Series

NOTICE

Notice of any annual or specizl meeting shall be given at least ten days
previously thereto by written notice delivered personally or mailed to each
Director at his business address, or by telegram. If mailed, such notice
=hzll be deemed to be delivered when deposited in the United States mail ir a
sezled envelope sc addressed, with postage thereon prepaid. If notice be
given by telegram, such notice shall be deemed to be delivered when the
telegram is delivered to the telegraph company. Any Director may waive notice
of zny meeting. The attendance of a Director at any meeting shall constituts
2 wziver of notice of such meeting, except where a Director attends a2 meeting
for the express purpose of objecting to the transaction of any business because
the meeting is not lawfully called or convened. Neither the business to bs
transacted at, nor the purpose of, any regular meeting of the Board of
Directors need be specified in the notice or waiver of notice of such meeting.




Lindenwood College Policies 202¢

Administration 2000 Series

QUORUM

———

One-hz=1f of the total number of the Board of Directors then serving shall
constitute 2 gquorum when 2 notice of the meeting has been sent in advance to
all members of the Bozrd.




Lindenwood College Folicies 2027

Administration 2000 Series

MANNER OF ACTING

The act of the mzjority of the Directors present at the meeting of the Dirsctors
&t which a quorum is present shzll be the act of the Board of Directors, unless
& greater number is required by the Charter, these Bylaws, or the laws of the
State of Missouri. All voting shall be viva voce. If requested by any
Directer on any questions, the zyes and noes shall be recorded. The protest

of any Director, if so requested, shall be recorded.




Lindenwood College Policies 2028

Administration 2000 Ser:ies

VACANCIES

Any vacancy coccurring in the Board of Directors and any directorship to be
filled by reason of an increase in the number of Directors may be filled by
the Board of Directors. & Director elected or appointed, as the case may be,
te fill & vacancy shzll be elected or appeinted for the unexpired term of his
predecessor In office and until his successor shall have been elected and
qualified.




Lindenwood College Policies 2029

Administration 2000 Series

COMPENSATION

Directors as such shzll nct rsceive any stated szlaries for their service, pbus
travel expenses, if any, may be zllowed for attendance at each regular or
special meeting of the Board cf Directors.




Lindenwood College Policies 2022

Administration 2000 Series

COMPENSATION

Directors as such shzll ncot rsceive any stated szlaries for their service, but
travel expenses, if any, may be zllowed for attendance at each regular or
special meeting of the Board of Directors.
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Lindenwood College Policies

Administration 2000 Series

ELIGIBILITY FOR THE BOARD

Individuzals may be elected to the Board who express an interest in the welfzre
eof the Ccllege, a willingness to accept the public trust which the position
carries, & dedication to the purpose and gosls of the College, and a determi-

nation to see those goals achieved.




Lindenwocd College Policies

Administration 2000 Series

COMMITTEES

2040 - 2046 Series

2040 - 2048



Lindenwood College Policies 2041

Administration 2000 Series

EXECUTIVE COMMITTEE

The Executive Committee shall consist of eight members of the Board, and

shzll include the Chairman of the Beard, the Vice Chairman of the Board, the
Secretary of the EBoard, the Treasurer of the Board and four additional merbers
elected by the Board. The President of the College shzll be an ex officiso
member of the Executive Committee. The Execzutive Committee shzll be vested
with all the powers of tne Board of Directors with respect to any matters

which may require action between the regular meetings of the Board of Directors.
The actions taken by the Executive Committee shall be reported at the next
regular meeting of the Board of Directors.




Lindenwood College Policies 2642

Administration 2000 Series

FINANCE AND AUDIT COMMITTEE

The Finance and Audit Committee shall consist of at least three members to

be elected by the Board., and the Treasurer of the Board of Directors. The
Chairman of the Committee will be appointed by the Chairman of the Board of
Directors. The Finance and Audit Committes shall recommend tc the Board of
Directors the yearly budget and any changes in financial policy and methods of
accounting. It shzll review the financizl statements of the Coilege regulzrl
and recommend to the Board of Directors appropriate action where necessary. It
shall report to the Board of Directors at each meetinz & summzry of the income
and outgo, assets, and liabilities of the College. It shall review the
recormendations of the investment advisors of the College and review the
performance of such investment advisors, and it shall consider and act upon
policies pertaining to the investment of the funds of the College. The
Committee shzll examine into the scope of the audit conducted by the Collegs,
independent public accounts and consider all recommendations and comments

made as to the accounting methods used and the systerm of internal controls
followed by the College, and shall report to the Board aznnually at its Fall
meeting, and shall mzke such other reports and recommendations to the Board

as it deems appropriate.
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Administraztion 2000 Series

NOMINATING COMMITTEE

The Nominating Committee shall consist of not less than three members of the
Board to be appointed by the Chairman not less than sixty days prior to the
anrual mesting. The function of the Nominzting Committee shzll be to recomrmenz
cendidates for election to the Board of Directors, and for the electicn of
officers of the corporation, after investigating their respective qualifi-
cations and considering the reguirements of the College.
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FACILITIES COMMITTEE

The Faciiities Committee shalli consist of at least three members to be

appeinted by the Chairman of the Beard. The function of the Facilities
Committee shall be to consider and act upon matters pertaining to the physiczal
plant, buildings and grounds of the College, their maintenance use and
usefulness. Tne Committee shzll visit the facilities regularly, shall report

to the Board at its annual meeting upon the state of the facilities, and shall
make such other reports and recommendations to the Board as it deems appropriate.
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OTHER COMMITTEES

Other committees may be estatlished from time to time, and each shzll have the
duties and responsibilities assigned to it by the Chairman of the Board or by
the Bosrg of Directors. Members of each committee shall be appointed by the
Chzirman of the Board or by the Board of Directors, and each committee shzll
censist of at least three members of the Board of Directors.
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OFFICERS

2050 - 2058 Series
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NUMBER AND AUTHORITY

The officers of the Board of Directors shzll be a Chairman, a Vice Chairman, =
Secretary, and = Treasurer, anc such other officers and assistant officers as
may be elected in accordance with the provisions of this article. The officers
of the Board of Directcrs must be chosen from the members of the Board of
Directors. The Beard of Directors, by resolution, may create the offices of
one or more Assistant Secretaries and Assistant Treasurers, who need not be
chosen from the members of the Board of Directors. All officers and agents of
the corporation, as beiween themselves and the corporation, shall hazve such
authority and perform such duties in the management of the property zand
affairs of the corporation, as mzay be provided in the Bylaws, or, in the
absence of such provisions, as mzy be determined by resclution of the Board
of Directors.
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ELECTION AND TERM OF OFFICE

The officers of the Board shall be elected annually by the Board of Directers
at the Annual Meeting of the Board of Directors, and snall enter upon their
duties on the day following the day of the Board meeting a2t which their
election was held. If the election of officers shall not be held at the
Annuzl Meeting, such election shall be held 2s soon thereafter as conveniently
mzy be. Vacancies may be filled or new offices created and filled a2t any
meeting of the Board of Directors. Each officer shall hold coffice until his
successor shall have bsen duly elected and shall have gualified or until his
dezth or until he shzll resign or shall have been remcved in the manner
hersinzfter provided.
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REMOVAL

Any officer or zzsnt elected or zppointed by the Board of Directors mzsy be
removed by the Board of Directors wnenever in its judgment the best interest
of the corporation weould be served thereby, but such removal shzll be withoot
prejudice to the contract rights, if any, of the officer sc removed by the
Board cof Directors.
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VACANCIES

& vacancy in any office because of death, resignation, removal, disqualifi-
caticn or otherwise may be filled by the Board of Directors for the unexpired
portion of ths term.
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CHATRMAN

The Cheirman shall preside over the deliberztions of the Board and be its
Chiefl Officer. Except as otherwise provided, he shall appeint the committees
of the Board of Directors. He shall be a member, ex officio, of all committess.
he mey appoint specizl committees on his own motion or by instruction of the
Board or Executive Committee. He may sign, with the Secretary or Treasurer,
or any other proper officer thereuntc authorized by the Board of Directors,
any deeds, mortgages, bonds, contracts, or other instruments which the Board
of Directors has authorized to be executed, except in cases where the signing
zn¢ execution thersct =rzll be expressly delegzted by the Board of Directors
or by tnese Bylaws to some other officer or agent of the Board, or shall be
reguired By 12w to be ctherwise signed or executed; and in general shall
perform all duties incident to the office of Chairman and such other duties
2& mzy be prescrived by the Bosrd of Directors from time to time.
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VICE CHAIRMAN

The Vice Chairmzn shzll perforr the duties of the Chairman in the event cf
ris desth, dissbility, absence, or refussl to act, and when sc actting, shsll
have a2ll the powsrs of and be subject to 2il the restrictions upon the
Chairman. Any Vice Chairman shall perform such other duties as from time to
time may be assigned to him by the Cheirman or by the Board of Directors.
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THE SECRETARY

The Secretarv shall maintain general supervision and control of the official
corporate records of the College; shall cause notice of zll meetings of the
College, including the Board of Directors and Executive Committee to be given,
as reguired by the Bylaws; and shall perform such other duties as are normally
incident to the office.
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The Treasurer shall be the Chief Financial Officer of the corporation arg

shall exercise generzl supervision over the receipt, custody, disbursement

and investment of the corporate funds. He shall also supervise the meintenarcs
of the records of assets, liabilities, and transactions of the corporaticn.

and shall have such further powsrs and duties as may be conferred upon hir

from time to time by the Chairman or the Board of Directors.
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BOARD OF OVERSEERS

2050 - 2064 Series
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NUMBER OF MEMBERS

The Board of Overseers shall consist of not more than thirty members.
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ELECTION OF MEMBER

Members are to be electad at the Annual Meeting of the Board of Directors of
the College.
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TERM OF OFFICE

The term of office for Overseers shall be three years. One-third of the
Board of Overseers shall be elected each year at the Annual Mseting.
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DUTIES

The Board of Overseers shall perform such duties as may from time to time be
reguested by the Officers of the Board of Directors and the President of the
College. The Board of Overseers may provide for its own officers and meetings,
anc make such suggestions tc the Board of Directors and the President of the
Ccllege anc underizke such activities as it deems appropriate; provided,
however, the Board of Overseers shall not commit the College or the Colleg=
Administration to any financial obligation or policy without the approval of
the Board of Directors of the Cocllege.
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BOARD OF ADVISORS

2070 - 2074 Series




Lindenwood College Policies 2074

Administration 2000 Series

ESTABLISHMENT OF THE BOARD OF ADVISORS

There shall be established from time to time by the Board of Directors advisory
or consulting boards tc be known as Board of Advisors which said boards shzll
relate to one or more of the colleges or divisions maintained and operated &

this corporation. At lezst cone member shall be a member of the Board of '
Directors.
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DUTIES AND AUTHORITIES

The duties and authorities of szid Boards shzll be determined by resolution
duly adopted by this Becard of Directors and shall include generally the
authority and duty to consult with and advise this Board, the administration
and other constituencies with respect to the conduct, support, and promotion
of such colleges or divisions and in matters of curriculum, student life,
development, and buildings and grounds. Such Beoards shall not have the
power and authority to contract for or bind this corporation in policy, legsl
or fisczl matters.
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ELECTION AND ELIGIBILITY

Eligitility for nomination or election to such Boards shall not be limited by
age or succession and mempers of the Board of Directors shall be eligible for
service.
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MEETING OF THE BOARD

Such Boards shall mest as such as determined by resclution and shzll have the
right, at least annuslly to meet jointly with the Board of Directors, but
members thereof shzil not have the right to vote on the matters presented to
such joint meetings.
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THE COLLEGES

2080 - 2082.4 Series
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OFFICERS OF THE COLLEGE

The Officers of the College shzll be a2 President and such other Officers as
may be designated and appeinted by the Board of Directors.
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THE PRESIDENT

2082 - 208Z.4 Series
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THE ELECTION OF THE PRESIDENT

The President of the College shall be elected by the Board of Directers.
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SALARY OF THE PRESIDENT

The szlary of the President of the College is fixed by the Board of Directors.
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EX OFFICIO MEMBERS

The President of the College shall be an ex officic member of the Bozrd of
Directors, of the Exezutive Committee, and such other committees as may be
appointed by the Chairman of tne Board or by the Board of Directors.
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DUTIES OF THE PRESIDENT

The President shall preside over the faculty and students and under the
regulations of the Board shall have direct oversight of all the government,
discipline, educztionesl, and business affzirs of the institution; shall enploy,
subject to the policies of the Board of Directors, the teaching, administrative,
and other employees of the College, and shzll have direct authority over them;
shzll repert to the Eoard at each meeting: shall suggest annually for the
consideration of the Board his plan, budget, and policies for the coming year
including the financial and property needs of the College; the budget for eazch
vear to be presented to the Board of Directors for approval in advance shall
indicate the salary and compensation policies and the structure of major fess
and tuition charges on which the budget is based; shall give a resume of the
year annuzlly in relation to the plans, budget, and policies previously
adopted, including a report on the financizl supporting and student con-
stituencies, the accomplishments and performance of the faculty, and the
interest and suppert of the alumni; and shall supervise all publications and
arnouncements issued in the name of the Cocllege.
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CONTRACTS, LOANS, CHECKS, DEPOSITS AND FUNDS

2080 - 2095 Series
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CONTRACTS

The Board of Directors may authorize any officer or officers, agent or agents,
to enter into any contract or execute and deliver any instrument in the name
of and on behalfl of the corporztiion, and such authority may be genersl or
confined to specific instances.
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Administration 2000 Series

LOANS

nor

No loans shall be contracted on behalf of the corporation in excess of $25,00C
and no evidences of indebtedness in excess of $25,000 shall be issued in its
name unless authorized by a resclution of the Bosrd of Directors. 3uck
authority may be general or confined to specific instances. No loan shall be
made to any person who is an officer or director of the corporation.
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DRAFTS AND CHECKS

All checks, drafts, other orders for the payment of money, noctes or other
evidences of indebtedness issued in the name of the corporation, shzll be
signed by such cfficer or officers, &gent or agents of the corporation and in
such mznner as shzll from time to time be determined by resclution of the
Board of Directors.
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DEPOSITS

A11 funds of the corporation not otherwise employed shall be deposited from
time to time to the credit of the corporation in such banks, trust companies
or other depositories =s the Board of Directors may select.
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FISCAL YEAR

2100 - 2101 Series
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DATE OF BEGINNING AND ENDING

The fiscal year of the corporation shall begin on the first day of July in
each year and end on the 30th day of June in each year.
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WAIVER OF NOTICE

2110 = 2111 Series
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PROVISIONS OF WAIVER OF NOTICE

Whenever any notice, whatever is required to be given under the provisions of
these Bylaws, or under the provisions of the Charter or under the provisions
of Missouri law, waiver thereo! in writing, signed by the person or persons
entitled to such notice, whether before or after the time stated therein,
shall be deemed equivalient to the giving of such notice.
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EXONERATION OF DIRECTORS OR OVERSEERS

FOR PERSONAL LIABILITY AND REIMBURSEMENT

2120 - 2121 Series
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ANY ACTION

This corporation shall indemnify any and all of its Directors, Overseers, or
Officers or any person who may have served at its reguest as a Director or
Officer of another corporztion, in which it owns shares of capital stock or of
which it is a crediteor, agsinst expenses azctuzlly and necessarily incurred by
them in connection with the defense of any action, suit or proceeding in which
they, or any of them, are made parties, or a party, by reason of being or
having been Directors or Officers or z Director or Officer of the corporation,
or of such other corporation, except in relation to matters as to which any
such Director or Officer or former Directer cor Officer or person shzall be
adjudged in such action, suit or proceedings to be liable for negligence or
misconduct in the performance of duties. Such indemnification shall nct be
deemed exclusive of any other rights to which those indemnified may be
entitled, under any Bylaws, agreement or otherwise.




Lindenwood College Policies

Administration 2000 Series

DISCLOSURE OF INTEREST

2200 - 2201.2 Series
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POSITION OR OTHER BUSINESS INTEREST

No Director, Oversser, or Officer of the corperation shall have any position
with or 2 substantizl interest in any other business enterprises operated for
s profit, whenever such position or interest might tend to affect his inde-
pendence of judgment with respect te transactions between the corporation and
such other business enterprise, without full and complete disclosure therecl
to the Board of Directors. Each Director, Overseer, and Officer of the
corperation who might have any such interest with respect to any transaction
which he knows is under considerztion of the Board or any of its committees
ehz1l mske timely disclcsure thereof to the Board so that it may be z part of
the Directors' deliberztions with respect to such transaction, provided,
however, that, except as otherwiss provided by law, nc transaction between
the corporation and other business enterprise, in which one of the corpeoration's
Directors, Overseers and Gfficesrs is a Director, Officer, Employee or
Stockholder, shall be veid or voidable.
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TRANSACTION

At the meeting of the Board of Directors or the committee which authorizes or
ratifies the transaction, there is & disinterested quorus present, and sazid
transaction is approves by & majority cf the disinterested quorum.




Lindenwood College Policies 220%.2

Adrministration 2000 Series

AUTHORIZATION

The transaction is just and reasonable to the corporation at the time it is
mede, authorized or ratified.
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CONFLICTS WITH EXISTING LAWS OR STATUTES

2300 - 2301 Series
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FACULTY STATUS



102
[

Lindenwocd College Folicies

Faculty Folicies 3000 Series

FACULTY

plty member is & person whose primary responsibility in Lindenwood Ccllege
invelves direct participation in instruction and supervision of the acadenmic
o=
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Faculty Pelicies 3000 Zeries

PART-TIME FACULTY

Part-tims faculty and those persons whose contractuzl arrangements with the
College consist wneolliy of contingency contracts are accordesd the same academic
freedom, but are not eligidlie Tor tenure and do not have committee obligazicns
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FACULTY GOVERNANCE

3020 - 3027 Series

3020 - 30
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SHARED RESPONSIBILITY

The Fresident has administrative authority over the College, such suthority
sustained and gqualif:zed by collegial support as represented in the faculty's
position ¢f shared responsibility. Tnls responsibility is represented in ins

Faculty Council.
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FACULTY COUNCIL

3030 - 3040.2 Series
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MEMBERSHIP

Two representatives from each academic division all of whom must hold tenure,
and four members of the faculty elected at large, who may or may not hold
tenure.
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TERM

Terms of Council members shall be twe years, with divisional and at-large
representatives to be elected in alternate years.
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EX-OFFICIO

The Dean will sit as ex-officio representative of the Administration with no
vote.
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SUBSTITUTE

No faculty member shzll substitute for the elected Faculty Council member.
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VACANCIES

Vacancies on the Council shzll be filled for the remainder of the unexpirez
term at the next meetling of the zppropriate elective body.
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MEMBER MAY SUCCEED

E Council member may succeed himseif/herself.
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Regular meeting= of the Council

MEETINGS

shall be held.
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AGENDA

Any member of the faculty may reguest that an item be placed on the agends
providing the Chairperson receives at least 24 hours notice.
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CONFIDENTIALITY

Confidentiality shall be presumed to exist in Council deliberations only if
invored by the Council in incividual cases for specific reasons.
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DECISIONS
When making & decision, the Faculty Council and the Administration share
respongibility in one of two ways, following either the principle of consul-

tatien or of jcint action.
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CONSULTATION

Consuitation means that after a discussion with the Dezn of the Fresident, ths
Faculty Council will formally present their judgment, in the form of a
recommendziion, VOle or other expression, in a manner sufficiently explicit ¢

record their position cn issues for administrative action.

(1]
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JOINT ACTION

Joint Action means that sgreement to a proposal by both the Faculty Council
and the Administration is required for action. If concurrence of the Facu
Council and the Fresident = rst obtained within the regulsr procedures of tns
Council, the Fresident shzll meet with the Council to seek & resclution. I7
the mziter cannot then be resolved, the matter shall be taken by the Presidernt
tc the Board of Directors for final resclution. The proper procedures for
making the appeal to the President and to the Board of Directors are outlined
in the EBylaws.
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FACULTY COUNCIL RESPONSIBILITIES

3050 - 3062 Series
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ESTABLISHMENT OF PRIORITIES

Tc consult with the Dean, =s administrative representative, in the establishment
of priorities concerning faculty appointments.
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FACULTY APPOINTMENT

To censult witn the Dean, as administrative representative concerning all
faculty appeintments, reappeintments, and nonrenewals of contract, promotions,
and policies of szlary and fringe benefits.
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FIKAKCIAL EXIGENCY

To consult with the Fresident on an intent to recommend a declarztion of
financizl exigency.
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TERURE RECOMMENDATIONS

To take joint action concerning tenure recommendstions.
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DISMISSAL

dismissal of tenured facultr.
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REVIFW AND RECOMMEND

~“o reviewv and recommend criteriz concerning faculty appointments, reapocint-aris,
non-renewals of contract, pro=otion in rank, szlary, fringe benefits, tenurs,

=pnd replace~ent of Tull zrd part-ti~e faculty on leave or sshitaticel,




COMMUKICATION




Lindenwood College Policies

Faculty Pelicies 3000 Series

tab

N
‘e

LTAISON

Estahliish the Facultv-Foard Liaison Comrittee according to procedire
Bylaws.
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REQUEST INFORMATION

To regussT En ‘cer informetion that would enhance the
- - -

Council on personnel
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CASES OF DISAGREFMENT
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EMERITUS

Toe mzks recommendztions concerning emeritus status

of retiring faculty.
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BYLAWS

To review proposed Bylaws and to present a recommendation thereon to the nsxt
succeeding regular faculty meeting lor special mseting if it is included in
the call).
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FACULTY DUTIES

3070 - 3072.3 Series
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CORPORATE DUTIES

The performance of the following duties must necesszrily be considered within
the context of available resources over which the administration and the
Board have responsibility and control.
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MEMBERSHTP CATEGORIES FOR VOTING

To determine the membership categories of the faculty for the purposes of
voting (the Board of Directeors has estsblished the principle that the Presigent

115
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CURRICULUM

To determine in consultation with the Administration, the academic curriculum.
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EARNED DEGREES

To determine the reguirements for earnec degrees.

o
C




Lindenwood College Policies

Faculty Policies 3000 Series

EVALUATING STUDEKRTS

To determine the nature of the system Lo be used in evaluating students'
academic performance.
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EARNED AND HONORARY DEGREES

To recommend to the Board of Directors candidztes for earned
degrees.

and honorary
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EDUCATIONAL POLICY

To make recommendations to the Fresident and the Dean concerning any other
matters of educational policy.
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COMMITTEE

To deternine and establish such committees 25 are deemed necessary for the
implementation of items 3077.2 - 3071.6 previocusly.




Lindenwood College Folicies

Faculty Policies 3000 Series

INDIVIDUAL DUTIES

3072 - 307

™
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ACADEMIC DUTIES

To tesch and/or perform assignec academic duties, specifically to includs
instruction and academic advising.
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SERVE ON COMMITTEE

To serve on faculty committees, such service to be distributed as eguitablv z=
possible.
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307243

PURSUE ACTIVITIES

To pursue activities designed to enhance professional growth and e

ffectivens=ss.
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FACULTY HAVING ADMINISTRATIVE RESPONSIBILITY

3080 - 30B&.2 Series
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THE DIVISION CHATRPERSON
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SELECTION

Division Chairpersons are elected by the faculty of the divisions.

™he term of ©ffice i two years, znd & chairperson is eligible for re-election.
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DUTIES
the division.

To coordinate the various departmental plans for curricular development witnin

To be 2 member of the standing faculty committee on educaticnzl policy and
curriculum.
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DEPARTMENT CHAIRPERSON
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SELECTION
Department Chairpersons are appointed by the President, on recommendation of
the Dean, in consultation with the department.

The term of office is three years, and a chairperson is eligible for
rezppointment.
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DUTIES

To be responsible to the Dean for the conduct of departmental academic affairs.

To review with the Dean and the members of the department metters eof promotior,
tenure, renewal and non-renewzl of contracts and, with the Dean, present the
results of this review to the Faculty Council.

To be the administrative officer of the department and, by means of departmentzl
meating and personal consultation, involve colleagues in the department in the
making of decisions including recommending and administering the department's
tudget. He/she may also delegate zdministrative duties.
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REVIEW WITH DEAN

To review with the Dean and returning members of the department new staff
appointments and, with the Dean, inform the Faculty Council of the results.
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CONFER WITH DIVISION CHAIRPERSON

To confer with the division chzirperson when the curricular matters in the
depariment affect the other departments in the division.
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THE HEAD LIBRARIAN

3083 - 3083.2 Series
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SELECTION

Tne Head Librarian shall be appeinted by the President on recommendation of
the Dean.
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DUTIES

To be responsible to the Dean for the conduct of library affairs.

Tc be responsible {or the mznagement and operation of the library and the
delivery of library services to 2il members of the Lindenwood community.

To review with the Dean and the other librarians mstters of appointment,
romotion, tenurs, renewal, and non-renswal of contract for members of the
Library Faculty. The Head Libtrarian and the Dean will present the results of
this review to the Faculty Council.
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FACULTY ADVISORS

3084 - 308B4.2 Series
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SELECTION

Faculty Advisors shall be appointed by the President on the recommendation of
the Dean and the Director of the Ccllege of Individuzlized Educztion and

the Fzzulty Council to positions with scademic rank in the Collegs for
Individualized Education andé shall be eligible for prometion and tenure
according to criteria set forth in the Bylaws.
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DUTIES

To be responsible to the Director of the College for Individualized Educatiocn,
and through him/her to the Dean.

To teach and/or perform assigned academic duties, specifically to include
instruction and academic advising.

To participate in the formulation of generazl academic and administrative
policies for the College for Individualized Education consistent with the
policies of Lindenwocd College.
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FACULTY APPOINTMENTS

3090 - 3097.1 Series
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APPOINTMENT TO FACULTY

Appointment to faculty is made by the President upon the authority granted him
by the Board of Directors.
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SPECIFIC APPOINTMENTS

In making specific appointments, the President acts in consultation with the
Department Chairperson, the Dean, Faculty Council, and such faculty committess
2= mzy be involveg in position search processing.
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RETIRED FACULTY

Retired faculty may be appointed on annual contracts.
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DEADLINE FOR NOMINATION FOF PROMOTION

Dezdline for nominztion and reguests for promotion in rank or for tenure is
December 1. Pertinent materials are due in the Office of the Dean of Faculty

by January 21,
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PROMOTIONS MADE BY PRESIDENT

Promotions, whether they originate in z department or elsewhers, are made by
the FPresident in consultation with the Fzculty Council and the Dean.
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ACADEMIC TENURE

=

L= ]

2 Series

Lot
=
Q
©

:_‘-{

3100 -

[




A

Faculty Policies 300C Series

PURPOSE OF TENURE

tren 2 feculty member rsceives tenure, he/she is appointed to a permznent

academic pesition with the Lindenvood Colleges. Tenure is 2 mezns to encourzes
and preseryve the atroeschere of zcademic freedom for teachins and reszezrch.
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DEADLINE FOR NOMINATION

The deadline for nomination and reguest for promotion in rank or for tenure is
December 1. Pertinent materials are due January 31 at the Dean of Faculty's
office.
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PROCEDURES FOR APPEAL

3200 = 320€ Series




COUNCIL HEARING

At the hearing, the affected faculty member, the Dean, and the Department
Chzirperson invelved shall be pressnt; the faculty member shall have the
opportunity to present any information which he/she believes will support
his/her case.
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NO AGREEMENT

I7 the pecommendations of the Council and the President do not agree, the Dean
chall schedule another meeting of the Couhcil at which meeting the President
2nz11 be present. 1 this mesting is not successful in producing concurrencs,
the procedures of the ad hoc committee shall then be invoked.




T T1tar= e -
Lindenwood Colleges Policiles 3203

Faculty Policies 3000 Series

AD HOC COMMITTEE

1 be invoked: 1) by Faculty Council if Faculty
n do not concur; or 2) by the affected faculty member
d with the joint action of Faculty Council and

President.




Lindenwood College Policies 3204

Faculty Policies 3000 Series

NUMBER ON AD HOC COMMITTEE

This ad hoc committese shall consist of three faculty members not previously
connected with the czse, who are elected by the faculty after being nominated
by the officers of the Faculty Council.




Lindenwood College Policies 3

ny
un

Faculty Policies 3000 Series

DECISION OF AD HOC COMMITTEE

If the affected faculty member, or the Faculty Council, or the President is
not satisfied with the decision of the ad hoc committee, the President shall
schedule a joint mesting of the Council, the President, the ad hoc committes
and an appropriate committee from the Board of Directors. For this joint
mesting, procedures outlined in the 1958 Statement of Procedural Standards in
Faculty Dismisszl Froceedings of ELUP are to be followed.
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FACULTY MEMBER MAY APPEAR

=

affected faculty member shzll have the privilege of appearing before thnis
meeting, but appelants are the Council and the President, the ultimats

cision beins & matter of Board action.
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SABBATICAL LEAVE

3300 - 3305 Series
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SABBATICAL LEAVE GRANTED BY

Sazbbatical leave is granted by the President in consultation with the Department
Chairpsrson, the Dean, and the Faculty Council.
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YEARS COMPLETED

A member of the faculty may apply for sabbatical leave after completion ef six
full years of service pricr to each leave.
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LEAVES AVATLABLE

Szbbatical leave shall include a whole academic year with halfe-szlary cormpern-
sation, or & portion of a year with full salary =s described in the Bylavs.
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DEADLINE

The deadline for applications for sabbatical leave is January 31.
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DESCRIPTION OF PROPOSED ACTIVITIES

A11 zpplications must include a description of the proposed professional
activities to be undertaken during the leave. Upon completicn of the sab-
batizal, faculty mewmbers shall submit reports of these activities to the Dean
of Faculty. Sabbztical leaves are available for a hzalif year at full pay or =
full year a2t halfl pay, and all must be arranged with both the Departmental
Chzirperscn and the Dean of Faculty.
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LEAVES

3400 - 340F Series
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Funeral leave may be granzed.
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MATERNITY LEAVE

For non-academic personnel, an emplovee who wants to work during pregrancy must

furnish the immedizte supervisor with a medical statement indicating the
expected due dazte and, in 2 physician's opinion, how long the employes msy
centinue to work.

An smplovee mey request a2 leave of absence without pay for mzternity reasons
if the employee plans to return te work following the birth of the chila. Tns
lezve of absence can be sxtended zfter the birth until such time = physician
or practitioner determines the =mployee is able to return to work; such lezvs
of absence must not exceed normal circumstances.

During maternity leave, the employee cannot accrue vacation time, but may
eiect to continue hospitalization and insurance provided prior arrangements

have been made with the college Personnel Department. Sick leave and/or
vacation may be utilized during such maternity leave.

mnnel, maternity leasve is z matter of contractual agreement

For academic s
tv member and the Dezn of Faculty.

p
petween the fa
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LEAVE OF ABSENCE

In special circumstances, an employee may be granted z leave of a2bsence for =
specilied time agreed upon by the immediate supervisor and approved by the
Presidgent. With the exceptions of accrued sick leave or vacs*ion, ng salaz=-
is granted with & leave of absence.
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LEAVE OF ABSENCE FOR FACULTY

For faculty, personal lesve not to be accrued may be granted up mo four cays
annually for days or times that z faculty member, for reasons other than

iliness, cannct perform his/her duty.

Leaves of absence for academic personnel, as well as sabbaticals, must be
arranged with the faculty member's Deparimental Chairperson and the Dean of
Faculty.
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NATIONAL GUARD/RESERVE LEAVE

Employees who are members cf the National Guard or Reserves will be permitted

a lezve of absence for annual training not to exceed ten working days. These

emplovees will not be pzid for thie military obligstion. Vacation and/or sick
leave may be usedé for this annual training.
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SICK LEAVE

After 90 davs of service to nhe College, non-academic personnel are entitlec
to accrue one sick day of service per month. Sick leave is granted at the
rate of one day per contract month, and it may be accrued to a maximum of 20
working davs. Sick leave is provided to protect emplovees in czses of illrmess
or injury, and it is not to be considered vacation or leave time. Accrued
sick leave is not subiect to pavment following termimation or resignation freon-
the College.

Nori-zcademic personnel zre reguired to report illnesses to their immedizte
supervisor at the beginning of the departmentai or office work day; failure tc
report an illness or falsifying one could be s reason for dismissal.

For faculty, sick lesve is granted at the rate of one day per contract month,
and it may be accrued to 2 maximum of 30 working davs. Individual cases of
extended illness or injury may be reviewed individually by the academic acmini-
stration for purposes of extending the 30-day limit.

Notice of absence for sickness should be given to the Departmentzl Chairperson
and the Dean of ’a'ul-a s 0ffice a3t the earliest possible time. The Dearn of

Faculty's Cffice will keep 2 record of sl1 zbsences by faculty members.

Individuasl cases of extended illness or injury by either non-academic or
academic personnel may be reviewed on an individual basis for purposes of
extension of the maximum accrual set forth previously.
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VACATIONS

Vacations must be arranged with the faculty member's Department Chairperson
and Dean of Faculty.
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DEATH IN THE FAMILY

The College provides up to three days of paid leave due to a death in the

immediate family of @ Lindenwood employee. "Immediate family" relers to =
spouse, chiid, parent, broiher, sister, grandparent or pzrent-in-isv.
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DEATH IN THE FAMILY

The College provides up to three days of paid leave due to a dezth in the
immediate family of a Lindenwood employee. "Immediate family" refers to &
spouss, child, parent, brother, sister, grandparent or parent-in-lszw.
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RETTREMENT
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MEMBER OF FACULTY

4 member of the faculty shall retire from Lindenwood Ccllege not lzter than
the end of the contractuzl year of his/her 70th birthday.
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EMERITUS STATUS

or an officer of the administration with long and
distinguished service to the College mzy, upon retirement, be recommended for
¥ 1ty Council,

emeritus status by the Facully

A member of the faculty
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FACULTY EVALUATIONS

3800 - 3503 Series
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COURSE EVALUATION

Course evaluation ferms are dis“ributed bv the Dean of Faculty with a2n e pla-
ration of procedures. These evaly=stion tallies gpo into files for pmpcses T
evrlugting resussts ¢~ re‘ention, pronotion er tenure.
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PEER #¥D STUDTYT EVALUATIONS

P==r evazlu=*ions of faculty also =0 in*o such files.
eralust
cass

Inter-depzrtrmar =1
ustions zre solicited either b *he Departren* Chairpersen or, in so—e
=, hy the Division Chairperson. ther peer evzluations mav be sou~ht bv
faculty mermher.
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DEADLINES

[ezdline= {or submissior of meer svzlustions are: Januarv 31 for first-vezp
“acultv, and those seelin~ nromotion or “enure: ‘love~bsr 3C for second-ve=r
faculte, Sxculty gre evoected “n prranee 4o hesve peer evalurtions corriet=d

*heir Departrent Chairverson “tio will forivard the svalu-
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AUTEORTZED TO EYECUTE

The onlv persons avthorissZ to eyxecute contracts in the name of Lindenwood
Ccllese zre the President and/or “he Vice-Presiden* for Acade—ic 4ffairs, *he

Tice-President, of Ad-inistrztion, the Vice-Presidert of Pirsnce,
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FACULTY

Fzeulty contracts Tor the nevt academic vear are issued in “he =orire,
foliowinz aoproval of the bufrmet by the Collese's Bosrd of Dirscters.




-

Lindem-ood College Policies

Faculty Policies 3000 Series

ADMINTISTRATIVE

fdrinistrative contracts are issuved annually for an indefinite period of tirsa:
included in the cortracts will be 2 provision for the length of time notice of
teprinztior is recuired from both the Colleze and the emplovee.
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SUSTIERS GFFICE

811 faculty and stafl contrects, *i*t ke euception of adjunct fzculty nov-
snzcts, are prapsred by the Fusiress 0fFice.
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PAYROLL DISTRIBUTION

IB\OC - 3B01 Series
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PAYROLL CHECKS

Pzyvroll charks are dispersed br the Business O0ffice durinzs pay periods ezch
renth.  An a~pleoves's socapviesr Carn advise workers eof the time and meth
perrell cismridution

of ef
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CHANGE

Anv chanre in z2n emplover's rariftzl st

tus, nurber of dependerts, addr=-= or
+&lephere must be reported to the Person
&

7
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iriz infor—sticn rav keve & direct be

for tar or insurance purposes.

frr proretions, changes in title endlor ‘ob description,; "ritten disciriirzp-
action= or ter—in=tions are to b2 furnished to the Personnel Depart—ar* “or
irrlusion in the erploves's personrel fils.
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RATIFICATION OF AND AMENDMENTS TO THE CONSTITUTION

3010 - 23812 Series
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The Corstitution shall be 3253 i -
titution ‘shall be ratilie ¢ acielty 4§ ning
e areca ; ¢ by “he faculty “ith & fvo-thirgs meiorc
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AVENDEENTS

3 ik -

nv menber of the faculty may oropose an amendment to this Consritution at a
regular Faculty MNesting, or at = sreciel mesting irx vhich the propeszl iz part

F .

af the call. If & simple relority of the faculty present and veting affirr
that the idea is worth, the Faculty Council skall be directid to crensider the
gmepdrent. The Council shall report ite recomrends=tion to the facullty in
writing 2% part of the call “or the feetipe 2in whichk 1t is te be considered,
The finel fzculty vote to amend the Constitution shall require 2 tio-thirds
=a‘ority, This arendrent shall *hen be referred to the Board of Directors for
ratification and shall take effect on the dzy following ratilicatian by the
Board.
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DISABILITY

Lindenwood College pays the full premium for disability insurance for all
employess after one full year of service to the College. In the event that ar
ermployee becomes diszbled totally, he or she may apply for benefits which are

based upon 2 percentage of monthly salary and payed in the seventh month of
disability.
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Fringe Benefits 4000 Series

HOLIDAYS

Employees are required to work the day before or after a holiday unless prior
vacation time has been approved. The following holidays are paid by the
College if they fall within the Monday-Friday work week, as determined by the
President each year:

New Year's Day

Memecrial Day

Independence Day

Labor Day

Thanksgiving and the following Friday
Christmas

If a holiday falls on & Saturday, the day before is allowed; if it fzlls on
Sunday, Monday is observed as the holiday.
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HOSPTTALIZATION, MEDICAL CARE

Lindenwood employvees are eligible to participate in either the Prudentiail
insurance program or one of several health maintenance organizations (HMI=s)
such as Mzxicare, Prucare, Group Health Plan or Healthcare Network. A group
dentzl plan, CompDent, alsc is available.

Under the Prudential plan, employvees may use any physician and go anywhere
they choose to receive health care. An HMO is different in that it provides
members with a comprehensive package of services that emphasize preventive
care. HMC members must receive all of their hezlth care from the doctors,
hospitals and providers associated with the HMO. Specizl arrangements are
made for treatment of emergencies away from HMO facilities.

Programs vary per carrier, but the College pays 60 percent of the total prsmiur
and the employee the remaining 40 percent for hespitalization and medical care.
For dentzl care, the employee pays 100 percent.

For further informzation on the Prudential program or the various HMOs
available to Lindenwood employees, contact the Personnel Department.
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Fringe Benefits 4000 Series

LIFE INSURANCE

Life insurance coverage is provided by Lindenwood through the Prudential Life
Insurance Company, contingent upon medical plan participation in either the
Prudential plan or one of the College's participating health maintenance
organizations. Currently, the College provides $i0,000 in life insurance
coverage on all full-time academic and non-academic personnel.
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RETIREMENT PROGRAMS

The normal retirement age at Lindenwood is €5 years of age. Employees who
retire on their 65th birthday will receive full benefits as provided by the
College. With the approval of the College, an employee may retire before agze
€5 and receive a reduced amount of monthly retirement benefits. Faculty and
staff may elect to continue to serve until age 70 at their option; this does
not affect the provisions of the retirement plan contributions. Other normsl
benefits such as insurance and seccial security would be unaffected until
retirement. If it is the best interests of the College to continue service of
& faculty or staff member beyond age 70, the employee may be continued on =z
year-to-year basis, with compensation to be negotiated. (See "TIAA-CREF."|




Lindenwood College Pelicies LODE
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SOCIAL SECURITY

Lindenwood Colleges mztches all employees’ contributions to the federal soccial
security program. HRetirement and disability benefits are made payable undsr
the program, according 1¢ rules and regulations of the federal government and
the Social Security Administration.
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TIAA-CREF

This program provides Lindenwood College employees with a fixed annuity through
the Teachers Insurance Annuity Association (TIAA) with monthly benefits propor-
tioned to cost of living factors in the national economy through the Cocllege
Retirement Equity Fund (CREF). Benefits begin at retirement age 65. Partici-
pation in this plan is available to full-time employees who have three or more
years of continucus service to Lindenwood. The College will match five percent
of the employee's monthly salary for the purchase of retirement benefits under
thie plan. Enrcllment is in September each year, and participation
contributions can be handled by tax-sheltered salary reduction or payroll
deduction. Retirement benefits in this plan may be transferred with the
employee to other institutions participating in the TIAA-CREF program. Further
information and enrollment procedures are available form Personnel Office.
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TUITION

Lindenwood Cecllege encourages all employees to further their educational
pursuits in the institutions's numerous academic programs zt both the under-
graduate and graduate levels. For tuition remission, the following apply,
where applicable:

All full-time employees of Lindenwood, their spouses and dependent children are
eligible for full tuition remission, effective upon the employee's date of
employment.

All tuition remission benefits cease upon the date of termination or resig-
nation by the employvee. If this happens, the employee, spouse or dependent
children can continue a2t Lindenwood, but they are immediately responsible (upon
the date of departure by the employee) for payment of the remaining portion of
any existing classes/terms or any future ones for which they may enroll.

All part-time employees are eligible for a 50 percent discount per credit hour
in the Day, Evening, LCIE or Saturday Campus Divisions provided they have
worked for the institution for at least six months.

There shall be no limit on the number of credit hours an employee may take in
any given term provided approval has been granted by the employee's immediate
supervisor and provided that it does not have an adverse effect upon his or
her work.

All employees must apply for admission to the College. A $25, non-refundable
fee is required to be paid by the employee at the time he or she applies for
first-time admission. Employees who take courses at Lindenwood must be
admitted to the College.

Employees attending classes at Lindenwood are expected toc conduct themselves at
all times in a professional manner with students and instructors, remembering
that they are employees first and students second.

Paying students have priority over non-paying employees for all College courses.

If a full-time employee who has completed at least two full years of service
dies while employed by the College, tuition will be waived for all dependent
children and 2 spouse who remains unmarried, provided they are eligible for
admission to Lindenwood within a period of five years following the death of
the employee.

A 20 percent reduction in the cost of preschool and kindergarten programs at
the Campus School is available to dependent children of all full-time employees
of the College. Information concerning these programs can be obtained from

the Education Department.




Lincenwood College Folicis=

Fringe Benefits 4000 Series

TUTTION (COMT'D.)

Dependent children of all full-time emplovees who desire to attend other
=ccredited, private colleges may receive a £1,000 stipend per vear, applicable
o Tullatire tuition o roo~ and beoard costs. Stinends are vaid in two annpez’
in=tzllments of $500, and are subiec* =0 a reximun of 54,000 during a four-vear
period as long as the child raintains full-time academic status.




Lindenwood College Pelicies 255

Fringe Benefiss 4000 Ssries

ON=MPLOYMENT

If 2 Lirdemood e—plovee becomes unemnloved because of termination or staf”
reducticn, he or she may be entitled to unemplovnent corpensation wvhile les'dine
for arnther ‘oh, zecoriing to stzte imemnloyment etatutes. If an emploves is
discharged, resicns voluntarily, is engaged in 2 labor dispute or refuses a
suitabls job without just cause, ke or she oz no* be entitled to unemnlovrert
compensation. All Lindenwood erployvees are covered under the Missour: E-clov—ent
Security Law, and thev mav be eligzible %o dra'r comoensation subject to ths

rules and re~ula*ions of the Missouri Division of Emplovment Securitv. The

cost for z1) unamplovrent benefits to this prorFram is paid fully by Lindenncd
Collers.




Lindenwood College Policies LN

Fringe Benefits 4000 Series

WORVMAKYS COMPERSAT_OM

For faculty and s+z°7, all injuries related directly te erplor—ent at the
Collece are coverecd by Lindenwvood's compensation plan. Pzymerts received are
subiect to state rvles =nd reculsiions and federsl lav. T¢ ie tRe ontion cf
+he emplovee to use accumulated sick davs to rake up the difference in compen-
sation pav and resular verkinz pav.
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CREDTT UNION

211 emplovees of Lindenwood are eligible for membership in Educationzl
Zrelovees Credit Union (EECU), which has offices and facilities in St. Charles
2nd 8%, bouis counties. As one of *he area's largzest credit unions, EECU
offers a variety of services tc rembers, including deferrec compensation pians,
lozns (2uto, educaticn, home irprovement, mobile home, real estate, simnature
znd vacation!, sazvines (certificates of deposit, checkbook, Christmas, deferred
compensation plarns, IRAs, regular passbook and savinss bonds) and others (such
ze cashier's €rzfte, credit life insvrance, notary services and traveler's
checks). MNzn» ef these services and others can be utilizef with direct deporit
and peyrel) deductions, arranged throush the Personnel Department. Full in-
fermation orn TECU benefits and services ie available from the Personnel
Department.
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APPOINTMERT WITH DEPAETMENT CHATRMAN FOR ADVISING
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WRITE PRELTMINARY PROGRAM OVERVIFW IF REQUIRED

Sorme gracduste progrsng recuire the sppiicant to write a preliminary procrz-
cverview., Check with the Adrminszions Counselor to see if this is renuired.
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LINDENWOOD COLLEGE

— =
ST CHARLLES. MISSOURI n3iul . 1314) 946-6912

INTERNATIONAL STUDENTS
APPLICATION FOR ADMISSION

INSTRUCTIONS: See reverse for instructions.

1. NaME
Family First Middle
2, ADDRESS
No. & Street City Country
3. DATE OF BIRTH COUNTRY OF BIRTH
Month/Dav/Year
CITIZENSHIFE
4. VISA TYFE PASSPORT,
5. SINGLE ___ MARRIED
Will your spouse accompany you? ___ Yes __ No
Number of children ¥ill your children accompany you? ____ Yes No
6. SOURCE OF FINANCIAL SUPPORT: ___ Self __ Parent or Relative  Scholarship
7. HAVE YOU TAKEN TOEFL? - Yes _NO When?
Score Native Language
B. WHICH LEVEL OF STUDY ARE YOU APPLYINZ FOR? __ Undergraduste __ Graduate

9. WHAT IS YOUR PLANNED MAJOR? First Choice

Seccnd Chaice

10. WHICH TERM ARE YOU APPLYING FOR? Fail 1, Soring 19

WHEN WILL YOU REITURN TO YOUR COUNIRY?

11. WILL YOU WANT TO LIVE OM CAMPUSY Yes Ne
12. If YES, would you likec to live with an American student? Yes No
Your signaturc Date

Lindenwixsd College admits persins who are hieh school gradiates or the equivalent und are abie 1o benefit from a program of sty
offered ur the College Lindenwood Colleve dows non discrimante on the ey of raece, celdor. religion. national origin. sex or handicap




indenwood College mopneror |
. CHARLES. MISSOURI 63301 DO Fall 19 O spring. 19_
O FullTime O Part-Time

0O Resident O Comimuter

INSTRUCTIONS  Complete and return application with a $28 -

on
retundable application fec 1o the Dean of Admissions  Applicants must DAY APPLICAT O T
request therr high school 1o forward an official copy of then transcript, I h
and arrangy 1o have scores of the Schelasti Aptitude Test or the American
College Tesunp Program forwarded to Lindenwood Collepe  Transfer

applicants must request ther transonipts from each collepy that thes T
have attended AD SSIOh

{Type o1 print in ink)

NAME

Firest Middle
HOME ADDRESS

SOCIAL SECURITY NO

City State

DATE OF BIRTH PLACE OF BIRTH
Month.Dey/Year Cizy
HOME PHONE BUSINESS PHONE

Area Code /Number Arez Code/Number
COUNTRY OF CITIZENSHIP

State/Couniry

Your response to the following i voluntary and will in no way affect this applization It is requested so that this instity
tion may démaonstirate its comphance with Federal regulations

Z Black, non-Hispanis 2 American Indian or Alaska Native O Asian or Pacific lslande:

O Hispanic O White, non-Hispanic

1AM A T New Student, O Rewurning/Former Student, O Transfer Student

IF RETURNING FORMER STUDENT, HAS YOUR NAME OR ADDRESS CHANGED SINCE LAST ATTEND
ANCE? O Yes. O Mo

If *Yes", please indicate former name and address:
NAME
ADDRESS
DATE LAST ATTENDED

IN WHAT ACADEMIC AREA DO YOU PLANTO MAJOR?

Srecer (4T

DEGREE 1 Bachelor of Science C Bachelor of Arts

HAVIE YOU APPLIED FOR FINANCIAL AID? O Yes, O No
DOYOL PLANTODOSO* 0O Yes, O Neo
IPLAN TO RECEIVE VA BENCFITS O Yes, O No

Applicanis should obtain the Amencan Colizge Testing Program Family Financial Statement (ACT-FFS) and request
analysi be sent 1o Lindenwood College (Code 2324)  Mussour: residents should also complete section “H™ of the ACT
Fami's Financial Statement  Financial Aid at Lindenwood College is granted on the basis of an ACT needs analvsis and
BEOC report without reference 1o race. color. sex, rebigion, disabilities, national or ethnic onpn (The Financial Bid Form
of the College Scholarship Service, CSS-FAF ., 1= also accepted.)




—LINDENWOOD
COLLEGE

ADULT STUDENT APPLICATION APPLYING FOR

Cran 15— DO Spring 190
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it 2 Puny' Bim ety Ml BP Mrguctiy
I—z
5-_— . Nemb e s
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s 2] Hemie Adiligss
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] i Telcptione Namhery Hime Work
B Occupation 1 hite S e s
| Plage it Lmy o - = = e e i Sapi Sy 3
] .1‘- e "“J:]fl L1
Samnee Street on State/ 2
Lo Sientl Sueutits Sumibe Birthdate Birthplace
i4 Arg yud g U''S Litaren L L
(TR Wby, v . ' 211 i_arnm.g:.'\'. —ilnrgr
| I legsned Aot odenwood Lobiege through
._z e e A e S . s S
E_; A | plan o enrol T Avsgepren cangisate D Asa special student D Undergraduate O Graduate
o=
== Degree Field of Stud
| 552 ¢ '
a= Intne Dy College T tvening College T Callege for Individualized Education
z

B Procoss bducation (Statt wan tne most recent college universily and work pacxward in chronotegecal order|

: | :

| |
L
i
Cotiege Lirsuprsy Ciny Stare Dates Attenged Degree/Date
From/To
C  Arevoua highschon! graduate? ONe DCYe Date (if graduated)

High Scnoc’ attended

eume Ty Sitote/ lip
SED Laudlensy ONe TIYes

oD oanapan o transfer credits 1o | indenwoud College ONo D Yes
1 Yoo, pleast futward an offilal 1rgnscapt 1o the adcress at the end of thes application

£x
5;‘;?: sappty ng for bimancal Ai3” OYes  ONo
—-x—-
Z — y
<FE niar i recene V3 Benefins CyYes DONo
]
U= Pahee 412 1o ne of inan.al assistana e regucsied

-

= g =

A T ST P T BT
o 1HE EVENT OF ENKOLLMINT | AGREE THAT | WiLL BE SUBJECT TO ALL THE SCHOOL, FINANCIAL, AND
VDL Ir RULES 2D REGUL ATIONS OF LINDENWOOD COLLEGE

"~ Uhate Applitant’s Signature

i Caertady ITngt The Ancae Information 1y Correct

PINDESWOOUD COLLLGE ST CHaR1 LS, MO £3301 (314) 9466512 ear 213
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SPECIAL EVENTS

The gathering of fourteen (74) or more people in & student room shzll be con=
cidered & sufficient crowd to reguire the advance completion of 2 "Specizl
Evens Hegistration" form wizh the Office of Programs and flesidences.
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COMPLETION OF FORM FOR KEG

The purchase of any size keg will also reguire the completion of the forz.
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event by the Securitv Office or the College officials. More detailed gulce_.n=s
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COLLEGE FURNISHES

Fach student living in College facilities is furnished with a chair, desk,
ratrress, dresssp, bookshelves =nd lounge chair. Each student mey wish to
provide a study lamp, olanket, linens, and pillow.
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Linderiwood College Policies

Academic/Student Policy 5000 Series
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END OF TERMS

2%t the end cf the Tzll and Spring terms, VF/Administration will inspect vacatisa
ctudent rooms. An sdditional cleanine charge will be billed to the forper
residents of any pocr that has not been lelt in an orderly condition anc
reguirss extensive clszning bevond the vacumming, dusting, polishing, znd
scrubt ng atiribuszble to normszl wear and tear.




Lindenwood Colispge Policies

Acadenric/Stugent Folicy 5000 Ser

SAFETY AND SECURITY




Lindenwood Collezgs Policies B

cademic/Student Folicy 3000 Series

HALL DOORS LOCKED

Outside pesidence hzll doors are locked at midnight Mondzy through Ppiday, znd
z A.M. Saturday and Sunday. L




Lindenwood Collepgs Folicies
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Acgzdemic/Student Policy 5000 Series

THEFTS REPORTED

Thefis, no matter how smzll., should be reported immedistely to & member of the
Residence Staff znd to the Security 07fice. The College does not assume
responsifility Tor Iozs or d=maps Lo the persenz! property of dts students not
directly attributable to emplovees negligence.

H
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Lindenwood College Policies

Academric /Student Policy 5000 Series

STUDERT INSURANCE PROGRAM

Reszidents not otherwise covered by family health insurance, must enroll in the
Student Insurance Prograrm.
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Lindenwood Colleme Folicies =z

Academic/Student Policy 5100 Series

PROHIBITED IN COLLEGE HOUSTNG

Generzl solicitztions or canvassing is prohibited in College housing. Solil

CiTrns

should be reported to = Fesidence Staff member or to the Security Office.
Rooms are for residence only, may not be suplet, and ne student is to use,
permit his or her roorn tc be used, for any commercizl purposes whatsoever.

e




Lindenwood Collegs Peolicies

Academic/Student Policy 5000 Series

TERMINATION OF CONTRACT

(8l

SL0 = 55L2 Series

5540 = 554z



Lindenwood College Policies =

fLcademic/Student Folicy 5000 Series

STUDERTS WHO VIOLATE CONTRACT

Students who viclate stipulations set forth in this contract will be subject
to Judicizl Board or Administrative action. A violator may be reguired to
vacate his or her room and/or mey be refused future access to other Collsge
facilities. Refuncs ¢f room and board payvments may not be issued, accorsing
to the guidelines defined in the College Catalogue.




Lindenwood Ceollege Folicies EELZ

Academic/Student Policy 5000 Series

STUDENT'S BELONGINGS

Upon termination of this contract, the College does not assume responsibility
for the removal and/or storage of & student'’s belongings. The student 2gress
and is expected te remove 1] pessessions within 96 hours of contract termi-
nation.
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Lindenwood College Folicies

Academic/Student Policy 5000 Series

5550 - 5555 Series



Lindenwood Coliegs Pelicies

Academic/Student Pelicy T000 Series

NO ROOM REFUNDS

Mo roam refunds of znv kind will be made after the beginning cf a term.
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Lindenwood College Folicies

Academic/Student Policy 5000 Series

BOARD CONTRACTS CHANGED

Students living in College housing will not receive refunds of room rent for
absences from campus. Board contracts may be changed only within the first
two weeks after the semester begins.
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Lindenwood Colleges Policzies

Acadermic/Student Policy 5000 Series

CONTRACT WILL CONTINUE

Contracts may only be terminated by recommendation of the Food Service Com-
ittee to the Dean of College Life at the end of weekly food order pericds. A
board contract will continue land = student is entitled to take meals) until
the first day of the following food order period after notification of the
board contract termination.
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Lindenwood College Policies
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Academic/Student Policy ROOQ Series

LINDENWOOD STUDENTS

Only regularly enrclled Lindenwood students may occupy College residence hzll:.
Residents must register during the scheduled early-registration periods ip
order to retain the right to residence hall occupancy. FResidents who do not
register by the end of the scheduled early-registration period will be subject
to eviction or loss of housing priority.

e — —




Lindenwcod College Policies 5o5g

Academic/Student Policy 5000 Series

CONTRACT MAY BE TERMINATED

is contract mav be terminated without penzlty prior to occupancy by notifying
the Office of Programs and Residences in writing of the decision to withdraw
from the College, take 2 leave of absence, or transfer, with the following
deadline: for Fzll Term, June 1; for Spring Term, December 1. Failure to
return a signed contract to the Office of FPrograms and Residences by the above
deadlines will result in a person's name being deleted from a Hall roster.




LINDENWOOD COLLEGE
Office of Programs and Residences

Residence Hall Room and Board Coniracy 195487

Daie of Maiiing
Thes Agrzement states the teimn iy which the Coliege agrees 10 provah 0 ewdenie spse i the siudent numed bEiue Delivery uf
this dasument be the Cullvps reprevents an ofler in prowde such wpug v LOPUICS ATLCRIANES

Parves To Thiy Agreement

Law (Y] Midoe
Curremt Clams Yewr [oncic ong)  Freshman Sophuiming (v [ GCraduatc
Dutc of Buin Tunday '« Dty Prune |}
Home Address City Suate Fa

Street and number

and Lingenwood Coilcgz. 51 Cnaries, Minsouri 63301

Space Asvigned

Roem Ha'

This Contract 13 for the entire 1986-87 academic year. 1Ll valid until the last day of the fast term for which It i signed, unless
1} Payment or appropriats part of paymeni i not received by the Businews Office on the schedule inted oelow

2| The Office of Programy and Residencer or the College |udiciary Board orders vou evicied for wiolations of the terms of tha
dotument of accompanying Revidence Hall Booklet, You will be notified in writing if eviction procesdings are being consideres
againsl you, and an eviClion May De 3pPeaied 10 the Associate Provost/Dear of College Life.

3! Official permission iy granted 1o live off campus.

11 5 further unceriiood ang agreed that the Booklet is part of the Contract; compliance with ity terms Is equally birding

All revgent studenty must submit 3 Student Heaith Resord before this appiication will be procened

| have Health Imurance through my own or my family s coverage
| wish 12 enroil in the Studen: Health Insurance Program

Returning stugenls must pre-register in order 10 hold thelr chosen spaces on the room rosters for eadlt Hall. Fallure 10 do so will re-
wlt in (o of Rousing seriority, and risk volding of the Contract. New students must return the white and yeliow copies of the signed
Contract with depow: and other materiah to the Agmissioms Office Returning studenls most resurn snd white
and veilow copies of the figned Contract with their payment to Lindenwood College, Buvinews Office, St Charles, Minour: £3301
(For all tiudents, 8 $250 1uition cepoilt is required, which alio reserves a room for the resident student),

Information on the refund and forfeiture policy for the $250 is attached and made a part of this contracy

Term Dates of Decupancy Billing Date Payment Due Date Room Charge Boarml Churge (check one
Fail August 25 - june 1986 August 8, 1986 $800 single FuN Board

November 26, 1986 $600/double 19 meals per Wees - $80C

Novemper 30 Partial Boarg/

December 12, 1986 14 meals per week - $655

s Restricied Board!
e 10 meals per week - $425

Spring Jandary 19 - Decembe: § Decemper 31, 1966 1500/ingle Full Boarg,

March 6, 1987 00 douk e 15 meals per week - $EOC

March 16 Partal Boare

May B, 1587 T4 meals per week - $ELS

Restricted Board/
10 meals per wees - §425

Pavment i due via & thaice of plans:aeIn full for each term no later 1han registration X
(Piease chech one) O & Deferrec Paymen: schecule arranged at regisiration

The signatures below signify that Both parties have redd. underitand, ang agree (o comply with all provisions stated heren,

Lindenwood College Stugent Revident

Parent or Guardian if student is under age 18

* The stugent must apply for this plan through the office of Programs and Revgences

white Offce of Programs and Res:dences copy
Yeliow - Buvmess Office copy

Pink  Stugent copy

Goldenine  Heag Rewident
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INDEX TO LINDENWOOD COLLEGE ALUMNI ASSOCIATION

6000 SERIES

Alumni Association

A. Purpose

B. Membership

Council Composed Of

A. PFRepresentatives Elected

B. Alumni Clubs

€. Board of Directors

D. Current Graduating Class
E. Previous Fresident

F. DPirector

Officers

A. Officers in Association
Tenure

A. Term

Director of Alumni Affairs

A. Appointed By The President



Lindenwood Coliege Policies 6000 = 600z

Lindenwood College Alumni Associatieon
6000 Series

ALUMNI ASSOCTATION

6000 - 6002 Series




Lindenwood College Policies

6001

Lindenwood Cocllege Alumni Association
6000 Series

PURPOSE

11 be to promote the interests of
wood College, to cooperate in carrying out its missions, and toc communi-

to the Board of Lirectors, administration, faculty, and students the
ews of Alumni.

he purposes of the Alumni Association shall
e




Lindenwood College Folicies &002

Lindenwood College Alumni Association
6000 Series

MEMBERSHIP

Upori graduation from Lindenwood College, a student is automatically a member
of the Lindenwood College Alumni Association.

Any former student ¢f Lindenwood College who has completed at least the
equivalent of one year of study at Lindenwood College is eligible for

membership,




Lindenwood College Folicies 6020 - €0zL

Lindenwood College Alumni Asscciztion
6000 Series

COUNCIL COMPOSED OF

6020 - 6026 Series



Lindenwood Collegs Policies £051
Lindenwood College Alumni Association
6000 Series
REPRESENTATIVE ELECTED
vine representatives elected at large to serve terms of three years, three tc
be elected each year on = rotating basis.




Lindenwood College Policies

Alumni Association 6000 Series
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ALUMNI CLUBS

k celegate from each of the Lindenwood Alumni Cluts.




Lindenwood College Pelicies

Lindenwood College Alumni Association
60CC Series

BOARD OF DIRECTORS

Alumni who are members of the Board of Directors.




Lindenwood College Policies

Lindenwood College Alumni Asscociation
6000 Series

CURRENT GRADUATING CLASS

A member of the current graduzting class each year for a five-year term.




Lindenwood College Policies

Lindenwood College Alumni Association

€000 Series

PREVIOUS PRESIDENT

The previous President shall be a member of the council for two years following

his or her term of office.




Lindenwood College Policies

Lindenwood College Alumni Association
€000 Series

DIRECTOR

The Director of Alumni Affzirs will serve ex-officio.




Lindenwood Collegs Policies 6030 - 6I37

Lindenwood College Alumni Association
6000 Series

OFFICERS

€030 - 60371 Series



Lindenweod College Policies

Lindenwood Cellege Alumni Association
8000 Series

o™

Lot

OFFICERS IN ASSOCIATION

of this association shall be President, Vice-President, Secret

Lary




Lindenwood College Policies 6040 - BOL*

Lindenwood College &lumni Association
6000 Series

6040 - 6041 Series



Lindenwood College Policies
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Lindenwood College Alumni Association
6000 Series

Offic
offic
elect
with
more
more
exten

ers

ed. The
those of
than one
han twe

bevond

Qo v

the Associ

of ia
e shzll commence &
T o

TERM

icn shall serve a two-year term, and their terms of
the close of the annual mesting at which they are
Fresident and the Secretary shall be elected on alternate yesrs
the Vice-FPresident and the Treasurer. No member shall hold
office at a time, and no member shall be eligible to serve
consecutive terms in the same coffice. An officer's tenure may
his or her term on the council.

-
-




Lindenwood College Policies 6058

Lindenwood Cecllege Alumni Asscciation
6000 Series

DIRECTOR OF ALUMNI AFFAIRS

6050 - 6057 Series



6051

Lindenwood College Policies

Lindenwood College Alumni Association
6000 Series

APPOINTED BY PRESIDENT

The Director of Alumni Affairs shzlil be appointed by the President of the
College in consultation with the Alumni Council, The Director of Alumni
Affazirs shall conduct the work of the Alumni Office and perform such other
guties 2s may be desirable. Tne Director of Alumni Affairs shall be an
ex-officio member of all standing committees except the Nominating Committes
to which the Director shall act as a consultant. The Director of Alumni
Affairs shall sttend meetings of the Executive Committee, the Alumni Council,
arid the Association. The Director's office shzll have custody of the files
and maintain correspondence and records concerning all alumni.




INDEX TO INDIVIDUAL DEPARTMENT'S SOLICITATION

OF GIFTS AND GRANTS

7000 SERIES

I. Solicitation of Funds

E

&. Reguests for Funds

B. Income Tax Deductions



Lindenwood College Policies 7000 - 7002

Individual Departments' Solicitation of
Gifts and Grants 7000 Series

SOLICITATION OF FUNDS

7000 = 7002 Serie=s



Lindenwood College Policies

Individual Departments' Solicitation of
Gifts and Grants 7000 Series

REQUESTS FOR FUNDS

A1l regquests for funds (gifts) from any outside constituency should be coordi-
nated through the Developmsnt Office of the College. If a department has a
particular project or idez for funding, it should be discussed with the
Development Office before a proposal is written. Once the department has
written a proposal or a solicitation letter, it should be given to the
Development Cffice for the College tc send along with an explanatory note
under the President's signature. By following this policy, we will be able to
coordinate our approaches and give each request the best possible chance for

funding.




Lingenwood College Policies 70305

Individuzl Departments’® Solicitation of
Gifts and CGrants 7000 Series

INCOME TAX DEDUCTIONS

Ail gifts to departments oualify for the income tax deduction onlv g8 the
depzrtments azre part of the Celleze a= 2 non-prolit legzl entity. There”
all gifts rust be recistered vitn the Developrment 0ffice. These funds 3
deposited by the departrmert account by the Develoworent Office. This in

211 gifts includinge cash, artuork, ecuip=ent, etc. By coordinating our fund
3 ing efforts, we should previde the crestest chence for succeesipl insti-
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INDEX TO MISCELLANEOUS

8000 SERIES

Rules Under Which Meetings Are Conducted

A. FRobert's Rules of Order
Divisions

&. Humanities

B. Natural Sciences and Mathematics
C. Social Sciences

Outside Employment

A. Full-time Non-academic

B. Full-time Faculty

Textbook Orders

A. Date Textbooks Can Be Ordered
Budgets

A. Departments

Statements to Media

A. Contact by Mermbers of the Press
Counseling

A. Consoclidated Advising Program

B8040
8041

8050
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Lindenwood College Policies

Miscellaneous 8000 Series

RULES UNDER WHICH MEETINGS ARE CONDUCTED

8000 - BOO1 Series

8000 ~ BC0O1



Lindenwood College Folicies 80

Miscellaneous BODO Series

ROBERT'S RULES OF ORDER

A1l meetings and other business zt Lindenwood Cclleze shall be concducted
according to Robert's Rules of Order.
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Lindenwood College Folicies

Miscellaneous 8000 Series

DIVISIONS

ED010 - BD1i3 Series



Lindenwood College Peolicies

Miscellaneous B0O0 Series

HUMANTTIES

English
Communications
Religion and Prilosophy

Art

Foreign Languars

Performing Arts

English as a3 fecond Language




.

e — —

Lindenwood College Policies

Mi

scellaneous B0D0D Series

801

ny

NATURAL

SCIENCES AND MATHEMATICS

Eiclogy
Chemistry
Mathematics

Physics




Lindenwood Collerzs Policies raid

Miscellaneous BOOC Series

SOCIAL SCIENCES

Business Adnministration
Econerics
Education

Georraphyv

Psrcholer:
Peli~ical Science

Socisloryv/Anthropology




Lindenwood College Policies

Miscellanecus 8000 Series

OUTSIDE EMPLOYMENT

8020 - B022 Series

8020 - 80zz
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Lindentood Colleme Policies B021

Miscellzneous BOOO Series

FULL-TIME NON-ACADEMIC

Full-time non-academic personnel who desire to undertake emplovrent of any
kind should seek approvzl frorm their irmedizte superviscer.
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Lindenwood Collers Policies BOa2

Miscellaneous B000 Series

FULL-TIME FACULTY

Full-time faculty members who wish to engare in outside employment of anv Ving
curing the academic vear should seek approval from both their Departresn*
Chairman and the Dean of Faculty. FReoguests of this nzture should he schmitted
in writing. Normally, faculty members may teach up *0 two courses ahove *heir
regular load each academic year.
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Lindenwood College Policies

Miscellaneous B000 Series

TEXTBOOK ORDERS

8030 - 8031 Series

8030 - 8031
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Lindenwool College Policies on~s

Miscellansous BO0O0O Series

DATT TTXTBOOKS CAN BF ORDERED

Orcers for tevtbooks must bte —iven to the Bookstore no later thzn Februarv 12
for the May term, by Merch 15 for the Surmer session, May 15 for the Fall
senester znd October 1F “or “he Sprins semes“er. Textbook order Torns are
availatle 2t the Eoo''e*ore. Twaminatior and dest copies must be reruested
from the oublisher.
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Lindenwood College Policies

Miscellaneous 8000 Series

8035

BUDGETS

- B036 Series

Lot
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Lindenwood Ccllege Folicies 8036

Miscellan=aous RONC Reries

DEPARTMENTS

Each department or office has its own line-item budget which is administered
by the appropriate supervisor. £11 erpenses must be covered by this budpet.
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Lindenwood College Folicies

Miscellaneous BODD Series

STATEMENTS TO MEDIA

BO40 - BO41Y Series

BO4LD - E047



. p—

Lindenwood Colleze Policies 2oL

Miscellaneous B300 Series

CONTACT BY MEMBERS OF THE PRESS

On certzin occasions, College emplovees may be contacted indirectly or directly
by members of the press, radio or television, and asked to comment on mattiers
relating- to a particular function, event, policy or position at Lindenwood.

In ordsr to assure accuracy and consistency, no comment or statement should be
made or disserinatecd by any ermployee without consultation with the Public
Relations Director or the President or Vice-President of Academic Affairs.
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Lindenwood College Policies

Miscellaneous B0OU Series

COUNSELING

B050 - B0OS1 Series

8es0 - 8
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Lindenwood College Pelicies BO=1

Miscellaneous P27 Series

CONSOLTDATED ADVISING PROGRAM

The Collere's Consolidated Advising Program (CAP) Center provides a compre-
hensive array of services and resources to all employees of Lindenwood, wiih
orimary emphasis on career development and plarning, academic assistance and
peer tutoring and personzl counselinz. Trained professionals and volunteers
are available during day and evening hours to assist employees with counseling.
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