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PART ONE 
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The Committee on Academic Freedom and Rights (CAFR) and ATC have been recognized by the Board of Trustees, the 
President, and the Faculty as representing the Faculty of Skidmore College in discussions with the President, the Dean of 
the Faculty/Vice President for Academic Affairs, and the corresponding committee of the Trustees on matters of common 
concern and responsibility. On questions of academic freedom and tenure, CAFR and ATC represent the Faculty to the 
President, the Dean of the Faculty/Vice President for Academic Affairs, and the Trustees and make recommendations for 
their consideration. The confidential nature of these discussions is respected by all parties taking part.  
 
V.  
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Author is defined as a person who creates a copyrighted work. 
 
Community members are defined to be the President, members of the President’s cabinet, faculty, staff and students. 
 
Copyright is defined as a form of protection the law provides to the authors of "original works of authorship: for their 
intellectual works that are "fixed in any tangible medium of expression," both published and unpublished.  Examples 
of works which are eligible for copyright protection include: books; periodicals; software; musical or dramatic works; 
pictorial or other artistic works; and audiovisual works.  Copyright includes a bundle of rights:  The right to reproduce 
the copyrighted work; the right to distribute copies of it; the right to prepare derivative works based upon the 
copyrighted work; and the right to make public performances or displays of most copyrighted works.  
 
Institutional Works is defined as works created by non-faculty employees (either staff or student employees) within 
the scope of their employment.  
 
Institutionally Commissioned Work as used in Part B.II.A is defined as work that the College specifically 
commissions its employee(s) to create or produce outside their regular scope of employment.  Institutionally 
Commissioned Work does not include works produced with routine support (see definition below) either during the 
period of an academic appointment or during the summer.     
 
Intellectual property is defined as creations of the mind or intellect, the ownership of which is recognized and 
protected by law.  It includes any patentable invention, tangible research property, copyrightable subject matter, 
trademarks, trade secrets, works of art and inventions or creations that might normally be developed on a proprietary 
basis.   
 
Invention is defined as any new or useful process or discovery, art, method, technique, product, machine, device 
manufacture, software, composition of matter, or improvement thereof.   
 
Invention Disclosure Form is a form that reports and describes a new invention, signed by the inventor(s).  
 
Inventor is defined as any individual associated with the College who makes an invention.   
 
Patent is defined as a grant issued by the United States or a foreign patent office that gives the inventor or the entity 
to whom the inventor has assigned ownership rights, the right to exclude others from making, using, or selling the 
invention within the country within which the patent is issued for a period of twenty years.    
 
Proceeds are defined as all compensation of whatever kind received from the sale, license, or other transfer of 
intellectual property rights by the College to a third party.   This includes, but is not limited to, percentage payments, 
up-front fees, milestone payments, shares of stock, and any other financial or in-kind consideration.   
 
Routine support is defined as whatever resources are regularly provided to that sort of person in that department at 
that time.   Examples of ro
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Sponsored Project Agreement (SPA) is a contract between the College and a sponsoring organization that sets the 
terms and conditions for the conduct of Community member's research or other professional or scholarly activity.   
Sponsored Project Agreements include, but are not limited to, Notices/Letter of Grant Award, Sponsored Research 
Agreements, Contracts, Subaward Agreements, Material Transfer Agreements, Non-Disclosure/Non-Use 
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agreements shall to the extent practicable provide for the creator's continued free use of the intellectual property 
for their own ongoing research or education purposes. 

 
Part B - Patents 
 
I.  Ownership 
 
Skidmore’s fundamental practice with regard to patentable intellectual property when no more than routine support has 
been received remains one in which ownership shall be held by the individual(s) who create(s) the work subject to the 
exceptions described below in Section II.   

 
II. Exceptions  
 

A. College-Sponsored Materials 
 
Skidmore shall own intellectual property rights to institutional works, institutionally commissioned works, or when 
it provides more than routine support to a project.  

Not included in this exception are works created by non-faculty employees (e.g., student employees) when they are 
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III.  Procedures for Administration of Invention Disclosures and Patents 
 

A.   Disclosure and Assignment   
 

Inventions conceived or first reduced to practice using College funds or facilities and for which the College may, 
pursuant to the principles described herein, have an ownership interest shall be promptly disclosed in writing to 
the Office of Sponsored Research (acting on behalf of the Office of the Dean of the Faculty/Vice President for 
Academic Affairs), Palamountain Hall, Room 436, Skidmore College, 815 North Broadway, Saratoga Springs, 
New York 12866-1632. The creator(s) of the invention shall complete the appropriate Invention Disclosure Form 
supplied for this purpose. If the College chooses to file a patent application for the invention, to which the College 
may claim ownership in accordance with the principles described above, the inventor(s) shall execute documents 
of assignment to convey to the College all of the inventor's interest in the invention owned by the College and 
shall cooperate and assist the College in all phases of the patent application process.  Upon request, each person 
covered by this policy will sign an appropriate agreement to implement this policy.  The Disclosure Form, all 
supporting documentation and discussions relative to the invention shall be treated as confidential 
communications. Copies of all such tangible documents and records shall be retained in a locked cabinet in the 
Office of Sponsored Research.   

 
B.  Abandonment   

 
If the College, acting in-a-



2019-2020 
 FACULTY HANDBOOK  
1 1 T 



2019-2020 
 FACULTY HANDBOOK  
 

-108-  

however, the Dean of the Faculty/Vice President for Academic Affairs in consultation with the PPC shall appoint a tenured 
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the Dean of the Faculty/Vice President for Academic Affairs on or before February 15 of the first year to terminate 
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4.  Office Hours: Faculty members will post and observe regular office hours for consultation and guidance of 

students and will report those hours to the Department Chair. 
 
5.  Administrative Meetings: Faculty members are expected to attend Faculty Meetings and departmental and 

committee meetings when called. 
 
6.  College Functions: Faculty members are expected to attend Commencement, and they may be asked to represent 

their department or program at Honors Convocation.  Any faculty member unable to attend Commencement 
should notify the Dean of the Faculty/Vice President for Academic Affairs.  Faculty members are encouraged to 
wear academic regalia at Commencement and on other occasions as announced.  

 
7.  Student Evaluations: Faculty members are required to have student evaluations administered in their courses (see 

Part Two, Article III [Academic Policies], Section F). 
 
8.  Grading: Faculty members must submit grades to the Registrar by the date specified (see Part Two, Article III 

[Academic Policies], Section C).  
 
9.  Other Academic Policies: Faculty members must adhere to the Academic Policies of the College as stated in Part 

Two (Faculty Governance), Article III (Academic Policies). 
 
VIII.  EVALUATION OF FACULTY FOR CONTINUED SERVICE AND ADVANCEMENT IN RANK 
 
Preamble  
 
Every institution must have a vision that animates its actions and gives focus to its aspirations. Learning—learning that 
will enable students to become wise, responsible, thriving citizens—is Skidmore’s fundamental enterprise. The college’s 
Mission Statement notes that “[u]nderpinning the entire enterprise are faculty members’ scholarly and creative interests, 
which inform their teaching and contribute, in the largest sense, to the advancement of learning.” The faculty is 
philosophically committed to lifel
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of instances that are inconsistent with the overall direction (the odd class that does not work well for identifiable 
reasons).   

 
The criteria used to evaluate faculty for contract renewal, promotion in rank, and tenure emphasize fulfillment of faculty 
duties and responsibilities as described in this Handbook through teaching, scholarly or creative accomplishment, and 
service, as described below.  Evaluation criteria also include performance of other mutually agreed upon duties and 
responsibilities, as specified in a faculty member’s letter of initial appointment or as modified in subsequent 
correspondence, and professional conduct consistent with the standards described in this Handbook. 
 

1.   TEACHING: Whereas the primary importance given to teaching follows from Skidmore's mission as an 
undergraduate institution, the college recognizes that high-quality teaching takes many forms, is probably 
inseparable from the instructor's personality, and may be more an art than a science at its core. Hence it defies 
summary or categorical attempts to describe it. Generally speaking, however, successful instruction manifests a 
sustained interest in teaching as a vocation. It encompasses skills in course management and design; effective 
classroom manner, modes of presentation and delivery of course materials; and knowledge and mastery of one's 
subject.  These will be addressed below. 

 
Defining itself first and foremost as a community of teachers and learners, Skidmore invites faculty to share their 
passion for their disciplines and their understanding of connections between their disciplines and others with 
colleagues and, most of all, with our students.  This commitment to student learning stands at the heart of our 
mission. 

 
The college expects faculty to fulfill their responsibilities as teachers by facilitating the intellectual or artistic 
development of their students in scheduled courses and in other curricular and co-curricular contexts (e.g., through 
independent studies and advising) in which instruction occurs.  More broadly, the college expects faculty to retain 
a career-long commitment to teaching and supports their professional development with a number of resources 
that can assist them in meeting this challenge.   

 
It follows that the quality of a faculty member’s contribution to student learning– success as a teacher–is the most 
important criterion for evaluating the performance of teaching faculty.  To receive contract renewal, tenure, or 
promotion, a member of the teaching faculty must provide evidence of sustained success in teaching at a level of 
accomplishment satisfying the applicable standards.  No matter how significant they may be, achievements in 
other areas of faculty work cannot counterbalance ineffective teaching. 

 
Any evaluation of the teaching of Skidmore faculty should take into account the following four features of 
successful teaching:  motivation and mentoring, expertise, course design and delivery, and fostering student 
learning.  Evidence of these may include but is not limited to: 

 
�x Motivation and mentoring.  Through their commitment to and enthusiasm for their subject matter, successful 

teachers stimulate their students’ intellectual curiosity or artistic vision and cultivate intellectual humility.  
They model for their students the high standards of performance and professionalism appropriate to their 
disciplines, provide them guideposts toward attaining those standards, and hold them consistently 
accountable.  Successful teaching inspires, guides, and supports students in their courses as well as in their 
self-directed and collaborative research, independent study, and senior projects. 

 
�x Expertise
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The broad categories described below encompass the range of professional activities that faculty members can 
undertake in order to fulfill their responsibilities in service.  Faculty members are not expected to perform active 
service in all of these categories in any one review period or even across an entire career.  However, they are 
expected to demonstrate that they are effectively performing their fair share of this important faculty work. 

 
�x Service to students.  The demands of mentoring fall unequally across the faculty. The concern for the 

personal and academic well-being of students that this work requires is expressed in the time and care 
that faculty invest beyond routine advising. In performing this work, faculty need to attain and draw 
upon knowledge of programmatic and general education curricula and academic policies.   

 
�x Service to departments or academic programs. This area of service encompasses the various forms of 

shared work that are particular to a
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C.  Non-Tenure-Track Faculty 
 

1. Library Faculty 
 
 Decisions to reappoint or promote Library faculty members at Skidmore are based on the quality of their 

credentials in three areas:  librarianship, achievement as scholars and members of the profession, and 
contributions to the welfare of the college community.  Librarianship of a high quality is paramount, the primary 
criterion for retention or advancement; but Library faculty must demonstrate an ability to make significant 
contributions to the profession through scholarship and professional activities.  In addition, Skidmore expects 
faculty members to assume responsibility for the communal life of the institution in ways that are commensurate 
with their interests and roles and with the institution's purpose. 

 
 Librarianship:  The mission of Library faculty is to enhance, further, and support learning and research activities 

at Skidmore College.  This mission is realized in many ways:  developing collections which support the 
curriculum; organizing the collections for physical and intellectual access according to standards of the Library 
profession; facilitating access to information resources beyond the Library walls; and interpreting the Library's 
collections and wider information universe through reference service, printed guides, and bibliographic 
instruction.  This mission requires that Library faculty be both educators/scholars and administrators. 

 
 The following criteria encompass both the scholarly and administrative nature of librarianship and provide the 

basis for the evaluation of candidates for reappointment and promotion. 
 
 Library faculty must demonstrate mastery, creativity, and initiative in all of the following areas which apply to 
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ii.  The Associate Dean of the Faculty (faculty affairs) must, on or before February 154, 
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2. Reappointment of Librarians 
 
During the third year of service, Library faculty will be evaluated according to the same principles and procedures 
described herein for tenure 
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After the initial six years, Artists-in-Residence and Writers-in-Residence who are reappointed will receive contracts 
of alternating lengths of four and three years with reviews in the penultimate year of each contract, except for those 
on shared appointments who will be reviewed every three years.  If the review is negative, the faculty member will be 
given a probationary contract of one year and will be reviewed by the department for contract renewal by February 15 
of that year.  (In the case of those on shared appointments who teach only in the spring, the date shall be April 15.)  If 
the departmental review is negative, and the Associate Dean of the Faculty (faculty affairs) concurs, the faculty 
member will be informed by March 1 that the faculty member will receive a terminal, one-year contract.  In the case 
of a disagreement between the department and the Associate Dean of the Faculty (faculty affairs), the Dean of the 
Faculty/Vice President for Academic Affairs shall convene an ad hoc group of three current Department Chairs 
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E. Tenure 
 

1.    Guidelines for Tenure 
 

Awarding tenure to a faculty member is among the most important decisions the College makes, one that inevitably 
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department/program must present the merits of the case to ATC prior to any offer being made. A candidate 
may be evaluated for an immediate award of tenure by the following procedure. The hiring department 
chair/program director will present the credentials of the candidate to ATC. The Dean of the Faculty/Vice 
President for Academic Affairs will accompany the department chair/program director to the presentation 
and offer information related to institutional need/priorities.  ATC will deliberate according to those 
qualifications stipulated in the Faculty Handbook, Part One (Faculty Rights and Responsibilities), Article 
VIII (Evaluation of Faculty for Continued Service and Advancement in Rank), Section A (Tenure-Track 
Faculty), and Section E. (Tenure) number 3 (Eligibility).  Should ATC recommend against tenure, the 
department, in consultation with the Dean of the Faculty/Vice President for Academic Affairs, may still hire 
the candidate on the accelerated tenure clock described in paragraph c above.   

 
e. Part-time appointees are not eligible for tenure. Should such an appointment become full-time, part-time 

service may accumulate, at the option of the faculty member after consultation with the Dean of the 
Faculty/President for Academic Affairs and Department Chair, toward the service requirement for tenure 
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Childbirth or adoption: 
An eligible untenured faculty member may elect to have the tenure clock delayed for one year for a birth or 
adoption of a child occurring within the probationary period. The request must be made in writing to the 
Associate Dean of the Faculty (faculty affairs) within one calendar year of the time of the birth or adoption 
event and in any case no later than May 15 prior to the semester in which the tenure review is scheduled to 
occur. Upon receipt of the written request, the Associate Dean of the Faculty (faculty affairs) will 
automatically grant the extension. If the faculty member subsequently elects not to delay the tenure clock, 
the faculty member must inform the Associate Dean of the Faculty (faculty affairs) no later than May 15 
prior to the semester in which the tenure review is scheduled to occur. 
 
Personal hardship: 
An eligible untenured faculty member may request to have the tenure clock delayed for one year when a 
personal hardship such as excessive responsibilities for elder or dependent care, personal illness or injury, or 
some other critical life situation significantly impedes the faculty member’s progress toward achieving 
tenure. Requests for delay of tenure consideration of this type shall be submitted in writing to the Associate 
Dean of the Faculty (faculty affairs) through the department chair and are granted at the discretion of the 
Associate Dean of the Faculty (faculty affairs) in consultation with the Dean of the Faculty/Vice President 
for Academic Affairs. The request should be made near the time of the critical event and in any case no later 
than May 15 prior to the semester in which the tenure review is scheduled to occur. If the faculty member 
subsequently elects not to delay the tenure clock, the faculty member must inform the Associate Dean of the 
Faculty (faculty affairs) no later than May 15 prior to the semester in which the tenure review is scheduled 
to occur. 
 
Untenured faculty granted a lengthened probationary period for reasons of childbirth, adoption, or personal 
hardship will not be expected to have attained a higher level of professional accomplishment and/or to have 
performed more service than faculty with standard probationary periods. 

  
5.  Procedures for Granting Tenure 
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candidate from all members of the ID Program Personnel Committee(s) and from all faculty in the 
department(s) involved. The Department Chair will represent the department's position and the 
Program Director(s) (or PPC Chair if the Director is the candidate) will represent the Program(s) 
position. 

 
vi.  Sources suggested by the candidate under consideration including Administrative Officers, the 

Coordinator, or Director of a program or Chair of a department in case the candidate has taught in an 
interdisciplinary program or department other than the one in which the candidate holds an 
appointment; 

 
vii. Materials related to teaching effectiveness, professional accomplishment, and college service 

submitted by the candidate under consideration; 
 
viii. Teaching evaluations. The Department Chair shall bring to the attention of ATC student and faculty 

opinion concerning the faculty member as a teacher and shall indicate the procedures employed in 
obtaining such information, including class visitation procedures. Classroom visitations are a 
mandatory part of the process
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d.  The operating procedures to be followed by the Tenure Appeal Committee will be made available to the 
candidate well in advance of the proceedings.  The Chair of ATC shall preside over appeal proceedings. 

 
e.  The Tenure Appeal Committee shall conduct a review only once. 
 
f.  The Tenure Appeal Committee shall convey its written recommendation based on a majority vote of the 

ten members to the President upon completing its deliberations.  This recommendation shall be made to 
the President no later than May 1. 

 
g.  
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their students in the landscape of their discipline(s).  Full Professors are also expected to continue their 
engagement with their scholarly or artistic discipline(s). 

 
�x a record of sustained, significant, and effective contributions in service. The college as a community 

cannot flourish without the contribution of senior faculty.  Accordingly, given the college’s commitment 
to faculty in their tenuring, senior faculty are expected to play a leading role in the service that sustains 
the college community.   

 
2. Procedures for Promotion 
 

a.    Professorial Ranks 
 

i. 
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In the case of a promotion candidate appointed to an ID Program, the ID Program Director shall perform 
those functions normally assumed by a Department Chair, and faculty on the ID PPC shall be consulted 
and shall write letters. All these letters shall be forwarded to PC. 

 
viii. Promotion files shall include the following: 

 
(1) an updated CV, which makes clear what has been achieved since the last promotion. 
 
(2) all scholarly, creative, or professional materials produced since the last promotion; candidates 

may add some earlier materials for purposes of context or to show continued growth.  
Candidates may wish to seek letters from Skidmore colleagues outside their department 
qualified to speak to their professional accomplishment.  Candidates may also wish to include 
a statement about achievements and works in progress. 

 
(3) the ten most recent consecutive semesters of teaching evaluations.  For purposes of context, the 

candidate may wish to include other evaluations.  The candidate shall also add copies of syllabi, 
and may include assignments and handouts.  The candidate may also wish to append a statement 
about teaching goals and philosophy.  The file may include peer evaluations of teaching. 

 
(4) a cover sheet showing courses taught, sabbatical leaves, and any course releases over the 

previous six years. 
 
(5) 
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IX.  LEAVES OF ABSENCE 
 
A.  Sabbatical Leaves of Absence 
 

1. Purpose 
 
 Sabbatical leaves of absence are granted by the Board of Trustees upon the recommendation of the Dean of the 

Faculty/Vice President for Academic Affairs to members of the Faculty to provide professional experience that 
cannot be secured during the academic recesses. Sabbatical leaves may be granted for the purpose of advanced 
study, work on research and creative projects, and for improvement of teaching skills (and for improvement of 
skills related to librarianship), with the expectation that in each case the College will benefit. 

 
2.  Eligibility 
 
 All tenured full-time members of the Faculty (and Library faculty and Artists-in-Residence who have been 

reappointed) who have served Skidmore College full-time for six consecutive years are eligible to apply.  
 

a.  The required service time may include up to one year's leave without pay, if so stated in the letter(s) granting 
such leave(s). If a faculty member serves full time for more than six consecutive years, the additional time 
will shorten the required service time for later sabbatical leaves if the delay in taking a sabbatical leave is 
requested by the Dean of the Faculty/Vice President for Academic Affairs for administrative reasons and is 
so stipulated in writing. 

 
b.  Full-time members of the Faculty who are in their sixth year and are candidates for tenure (and full-time 

members of the Library faculty and Artists-in-Residence who are in their sixth year and are candidates for 
reappointment) may apply for sabbatical leave. However, final approval of the sabbatical leave request is 
contingent upon the granting of tenure or, in the case of Library faculty and Artists-in-Residence, 
reappointment. 

 
3. Procedures 
 

a. Application 
 

i. Application should be made on forms available through the Dean of the Faculty/Vice President for 
Academic Affairs. 

 
ii. Plans should be discussed with the applicant’s Department Chair or Program Director at least two weeks 

prior to submission of application.  The Department Chair or Program Director must then submit the 
online approval form. 

 
iii.  In addition to the application form, applicants must provide a brief statement of purpose, together with 

a detailed plan of work to be pursued, a brief statement of prospective value of the project, including 
plans for publication, exhibition, performance, innovation in pedagogy, preparation of new course, or 
modification of existing courses. 

 
iv.  For full-year sabbatical leaves, applications must be received by the Dean of the Faculty/Vice President 

for Academic Affairs no later than October 15 of the academic year preceding the desired leave.  For 
one-semester sabbatical leaves, applications must be received by January 15 of the academic year 
preceding the desired leave.  The Dean of the Faculty/Vice President for Academic Affairs’ Office will 
transmit one copy to the Chair of the Faculty Development Committee. 
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b.  Consideration 
 

i. On or before either October 15 or January 15 (whichever date pertains) of the year preceding the intended 
leave, the applicant's Chair should submit to the Dean of the Faculty/Vice President for Academic Affairs 
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B.  Pre-Tenure Paid Research Leaves of Absence  
 

1. Purpose 
 

Pre-tenure paid leaves are intended to provide untenured faculty with opportunities for research in support of 
scholarly and/or curricular development which will contribute to their professional or teaching effectiveness and 
to the value of their later service to Skidmore College. 

 
2. Eligibility 
 

Untenured tenure-track faculty who are either in their third or fourth years of service to the College and who have 
been reappointed are eligible to apply for the following year. Leaves may be requested for either a full year at 
half-pay or one semester at full pay. The College will continue to provide all benefits through the Flexible Benefits 
Program.  Retirement contributions will be calculated on base annual salary paid during the sabbatical. Faculty 
who are granted the Pre-Tenure Paid Research Leave will not be eligible for a regular sabbatical until they have 
completed six consecutive years of service to the College following such a leave although this service time may 
include up to two semesters' leave without pay, if so stated in the letter(s) granting such leave. 

 
3. Procedures and Criteria 
 

The procedures and criteria for evaluating pre-tenure research leave proposals are the same as those stipulated for 
regular sabbatical leaves of absence. (See Part One [Faculty Rights and Responsibilities], Article IX [Leaves of 
Absence], Section A [Sabbatical Leaves of Absence]) 

 
C. Leaves of Absence Without Pay 
 

1. Requests for leaves of absence without pay should be sent to the Dean of the Faculty/Vice President for Academic 
Affairs. Leaves of absence, other than sabbatical leaves, are granted by the Dean of the Faculty/Vice President 
for Academic Affairs upon recommendation of the Department Chair concerned. Leaves of absence without pay 
of up to one full year may count towards tenure at the option of the individual if so stated in the letter granting 
such leave. 

 
2.  If an alternate arrangement has not been made with some outside supporting organization, the College continues 
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The Associate Dean of the Faculty (faculty affairs) s
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I. Extension of Time Periods 
 
If circumstances warrant, the College reserves the right to extend any time periods identified in Article X. 
 
 
XII. APPOINTMENT AND REVIEW OF DEPARTMENT CHAIRS  
 
A. Criteria for Appointment 
 

1. The appointee shall normally hold the rank of Associate or full Professor. 
 
2. The appointee should have extensive and successful teaching experience. 
 
3. The appointee should have qualities of personal and professional leadership and should have demonstrated 

evidence of administrative skill. 
 
B. Procedures for Appointment 
 

1. Appointment of a Department Chair is made by the Dean of the Faculty/Vice President for Academic Affairs in 
consultation with the members of the department concerned.  

 
2. Appointments to the Chair are for one year and are renewable; four to eight years is the normal length of service. 

A Chair (tenured or untenured) may not be removed as Chair during the course of an academic year except for 
cause. 

 
C. Procedures for Review 
 

1. Department Chairs shall be reviewed once every four years. In the event of an intervening sabbatical or leave of 
absence, the review will take place in the fifth year. More frequent reviews may take place at the request of the 
Chair or the Dean of the Faculty/Vice President for Academic Affairs. Untenured faculty serving as Chairs at the 
time of review for reappointment or for tenure shall be reviewed separately as Department Chairs. 

 
2. The review of a Department Chair shall be conducted by the Dean of the Faculty/Vice President for Academic 

Affairs. Each member of the department shall be requested to present a written evaluation to the Dean 
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XIII. APPOINTMENT, REVIEW, AND EVALUATION OF DIRECTORS OF INTERDISCIPLINARY PROGRAMS 
 
A. Criteria for Appointment 
 

1. The appointee shall normally hold the rank of Assistant, Associate, or full Professor. 
 
2.  The appointee should have extensive and successful teaching experience. 
 
3. The appointee should have qualities of personal and professional leadership and should demonstrate evidence of 

administrative skill. 
 

B. Procedures for Appointment 
 

1. Appointment of a Program Director is made by the Dean of the Faculty/Vice President for Academic Affairs in 
consultation with the teaching faculty in the program and (when applicable) the appropriate Department Chair. 

 
2. A Director (tenured or untenured) may not be removed as Director during the course of an academic year except 

for cause. 
 
C. Procedures for Review 
 

1. Program Directors shall be reviewed by the Dean of the Faculty/Vice President for Academic Affairs once every 
four years. In the event of an intervening sabbatical or leave of absence, the review will take place in the fifth 
year. More frequent reviews may take place at the request of the Dean of the Faculty/Vice President for Academic 
Affairs
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 In the case of tenure-track appointments to programs, the Director consults with the Dean of the Faculty/Vice 

President for Academic Affairs on the formation of a Program Personnel Committee, and the Director (in 
consultation with the ID PPC) performs those functions normally assumed by a Chair in recruitment, support, and 
evaluation of tenure-
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A.  A proposal to establish or eliminate a department shall be made first to the Committee on Educational Policies and 

Planning (CEPP) by members of the faculty, student body, or administration. The proposal shall be accompanied by 
a complete rationale based on academic concerns. CEPP shall report the existence of such a proposal to the faculty at 
the next Faculty Meeting.  

 
B.  CEPP shall consider the proposal and rationale in the context of all the issues that are relevant to the College
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XVII. ESTABLISHMENT OR ELIMINATION OF A MINOR 
 
Authority to establish or eliminate minors is vested in the Faculty and Dean of Faculty/Vice President for Academic 
Affairs. The primary vehicle for faculty approval rests with the Curriculum Committee.  

Establishment or elimination of a minor is accomplished according to the following procedures:  

A.  A proposal to establish or eliminate a minor shall be made first to the Curriculum Committee by members of the 
Faculty. The proposal shall be accompanied by a complete rationale based on academic concerns.  

B.  The Curriculum Committee shall consider the proposal and rationale in the context of all the issues that are relevant 
to the College's long-range educational goals. During its study, the Curriculum Committee shall work closely with the 
Administration and the department/program (or departments/programs) of the minor in question and will consult with 
CEPP. It will invite faculty input.  

C. Upon approval of a proposal to establish or eliminate a minor, the result will be announced at a Faculty Meeting by 
the Curriculum Committee.  

 
XVIII. REIMBURSEMENT FOR PROFESSIONAL ACTIVITIES  
 
Requests for reimbursement are made through the Department Chair 
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C. If FEC declines to bring a proposal for Handbook revision to the Faculty, the initiator of the proposal may then 

introduce it directly to the Faculty. 
 
D. 
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PART TWO  
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I.  FACULTY MEETING BY-LAWS 
 
Article I. The Faculty Meeting 
 
A.  Faculty governance is carried out through decisions made at Faculty Meetings and through a system of 

committees of the Faculty.  The primary purpose of Faculty Meetings is to provide a forum for discussion on 
important college matters and to facilitate governance of college affairs. 

 
B.  Faculty Meetings, presided over by the President, are generally held on the first Friday of each month.  
 
C.  Eligibility to Vote 
 

1.  All the faculty as herein defined are expected to attend Faculty Meetings and are eligible to vote:  
 

a.  all full-time members of the Faculty (including those on phased employment) and faculty holding 
shared appointments at the rank of Assistant Professor or above;  

 
b.  Visiting Lecturers, Librarians, Artists-in-Residence, Writers-in-Residence, full-year full-time 

Lecturers, full-year full-time Instructors, and Teaching Professors; 
 
c.  the President; the Dean of the Faculty/Vice President for Academic Affairs; the Associate Dean of 

the Faculty (faculty affairs); the Associate Dean of the Faculty (student academic affairs); the Vice 
President and Dean of Admissions and Financial Aid; the Dean of Students and Vice President for 
Student Affairs; the Registrar; the Director of Institutional Research; the Senior Associate Director 
of Admissions; the Director of Master of Arts in Liberal Studies Program; the Managing Director 
of Academic Programs, Residencies, Institutes and Community Programs; the Dayton Director of 
the Tang Teaching Museum and Art Gallery; and the Associate Director for Curatorial Affairs of 
the Tang Teaching Museum and Art Gallery; 

 
d.  such other administrative officers as may be appointed to the Faculty by the Board of Trustees upon 

recommendation of the President after consultation with ATC and with the concurrence of the 
Faculty; and 

 
e. members of the full-time faculty appointed to administrative positions within the College.  These 

individuals retain their right to vote at Faculty Meetings but not to run for committees or to vote in 
committee elections. 

 
2.   A voting member of the Faculty who is on leave of absence may vote in Faculty Meetings. Faculty 

members on leave will be notified of Faculty Meetings only through normal College channels.  
 
3.  Proxy votes and absentee ballots are not allowed in Faculty Meetings. 

 
D.  Eligibility to Attend  
 

1.  Departmental assistants, part-time faculty, and administrators without faculty status are invited to attend 
and participate in Faculty Meetings, on a permanent or temporary basis, but without a vote. 

 
2.  The following students are also invited to attend but without a vote: six students to be selected in a 

manner determined by the Student Senate, students on faculty and all-College committees when items 
relevant to their committees are on the agenda, one representative from the Skidmore Radio Station, one 
representative of the Skidmore Television Station, and one representative of the Skidmore News. 
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Article V.  The Right to Speak 
 
A.  At Faculty Meetings 
 

1.   The Chairperson shall not speak to a motion while occupying the chair. 
 
2.   Other persons may speak only when recognized by the Chair. 
 
3.   The speaker should address the Chair. 
 
4.  The speaker should limit the length of remarks to a reasonable length (observing the guideline of two 

minutes). 
 
5.   A person may speak once on a motion and may speak a second time only after all other persons wishing 

to speak have spoken once.  The only exception is that the maker of the motion has the privilege to be 
the final speaker before the vote. 

 
6.   The speaker should have the floor, but should not assume the chair. 
 
7.   The speaker shall not be interrupted except for the following: 
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6.  A person may speak more than once before all others wishing to speak have done so, if recognized by 
the Chair. 

 
7.  All votes are "committee votes" and are not binding on the debate. 
 
8.  At the completion of its deliberation, the Committee of the Whole will entertain a motion to "rise and 

report." 
 
9. Committee of the Whole discussions will take place during at least two, but preferably more, Faculty 

Meetings each semester.  The topic of discussion will be determined by FEC and the Dean of the 
Faculty/Vice President for Academic Affairs, and as directed by suggestions from either individual 
faculty or committees.  Suggestions may be sent to either the Dean of the Faculty/Vice President for 
Academic Affairs or the Chair of FEC. 

 
 
C. Informal Consideration. This device permits the Faculty Meeting to set aside the formal rules of debate. 

 
1. The Faculty Meeting may entertain a motion to consider a particular motion, subject, or problem 

informally. 
 
2.  Such a motion may occur before or after a formal motion is proposed. 
 
3. Informal consideration allows the meeting to perfect a motion or an amendment for Faculty Meeting 

action. 
 
4.  The Chairperson of the Faculty Meeting remains in the chair. 
 
5.  Informal consideration allows for varying limits of debate and the development of amendments to a 

motion. 
 
 
Article VI.  Taking Votes 
 
A.  The Faculty Meeting shall vote by 
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Notes: 
 
1.   Every motion in this column has the effect of suspending some rule or established right of deliberative 

assemblies and therefore requires a two-thirds vote, unless a special rule to the contrary is adopted. 
 
2.   Undebatable if made when another question is before the assembly. 
 
3.   An Amendment may be either 1.  By "adding"; or 2.  By "striking out" words or paragraphs; or 3.  By "striking 

out certain words and inserting others"; or 4.  By "substituting" a different motion on the same subject; or 5.  
By "dividing the question" into two or more questions, as specified by the mover, so as to get a separate vote 
on any particular point or points. 

 
4.   An Appeal is undebatable only when relating to indecorum, or to transgressions of the rules of speaking, or 

to the priority of business, or when made while the Previous Question is pending.  When debatable, only one 
speech from each member is permitted.  On a tie vote the decision of the Chair is sustained. 

 
5.   An affirmative vote on this motion cannot be reconsidered. 
 
6.  The objection can only be made when the question is first introduced, before debate.
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II. COMMITTEES OF THE FACULTY 
 
A. Voting Rights and Eligibility: Only full-
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sabbatical cycle to serve (i.e., years 1-2-3 or 2-3-4 or 3-4-5 or 4-5-6). This gives maximum freedom to the 
faculty in determining the time of their service while maintaining a key advantage of the cycle: continuity of 
service on our core committees.  
 
One year of faculty governance committee service will be expected from untenured tenure-track faculty in 
either their second or third year. For instance, untenured tenure-track faculty may serve on ad hoc committees, 
task forces, or working groups, or as replacements for short-term committee vacancies. This experience will 
introduce them to faculty committee work and will provide an opportunity to forge relations with their new 
colleagues. Junior faculty will then come up for their first full three-year service cycle in years 5-6-7 or 6-7-
8 or 7-8-9 or 8-9-10. 
 
Full-time non-tenure-track faculty have the right, and are welcome, to participate in faculty governance. They 
will express their service preferences at the appropriate time as part of the process that establishes the pool 
of faculty who are available for service in the following year. 
 
The cycle determines who is available for service in any particular year. Faculty at large will still determine, 
by way of election, who serves on any particular committee. There will be, however, only one election per 
year. The year prior to their service, faculty will fill out their individual “Service Preference List,” ranking 
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officio member, serve
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h.  TENURE REVIEW BOARD — Elected  
 

Function:  To review a negative tenure recommendation at the request of the candidate.  In the event that 
the Tenure Review Board determines that a tenure case requires reconsideration, the three members of 
the TRB will sit together with the seven members of ATC, as the Tenure Appeal Committee, to 
reconsider the case. 
 
Membership:  Three tenured faculty members, each elected to serve a three-year term, at least one of 
whom has previously served on CAPT or ATC.  All members of the Board must have been tenured for 
at least two years.  No two members may be from the same department.  Faculty currently serving on 
ATC, PC, CAFR, or FAB are not eligible.  No member of the Tenure Review Board may sit for the 
review of a candidate in the same department.  FEC will provide substitutions for such reviews as needed.  
In other exceptional cases of conflict of interest, FEC may, at the request of the TRB, substitute one or 
more members for a specific case. 
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of the Faculty (student academic affairs) or a designated representative, the Registrar or a designated 
representative, and the two students.  
 

o.  FACULTY ADVISORY BOARD (FAB) – Elected  
 

Function:  To provide a pool of faculty peers to staff an Advisory Panel (AP, see n below), which is 
convened in the formal investigation of a discrimination or harassment charge made against a member 
of the Faculty; or to staff a Grievance Panel (GP, see o below), which is convened (i) when a member of 
the Faculty appeals disciplinary sanctions, based upon charges of professional incompetence, neglect of 
duties, professional misconduct, or personal misconduct or (ii) when the Associate Dean of the Faculty 
(faculty affairs) believes dismissal of a member of the Faculty is warranted, based upon charges of 
professional incompetence, neglect of duties, professional misconduct, or personal misconduct;  to 
provide faculty to hearings related to sexual and gender-based misconduct; if and when needed, to 
provide three members to serve on the Administrative Hearing Board and one member to serve as Faculty 
representative in cases of academic integrity violations. 
 
Membership: Five members of the Faculty, at least three of whom must be tenured and two of whom 
may be untenured at the time of appointment, serving overlapping three-year terms.  These members 
will be appointed by FEC in consultation with the Dean of the Faculty/Vice President for Academic 
Affairs and trained by Human Resources in matters of discrimination, harassment, and disciplinary 
proceedings. FAB members will have additional training on sexual and gender-based misconduct by the 
Dean of Student Affairs Office. Appointments will be based on committee service preferences of the 
candidate, the vote of the faculty, and when necessary, the need for appointing a representative FAB.  
Members of FAB may not serve concurrently on CAFR, 
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5.  Written final examinations may not be given in whole or in part prior to the scheduled examination 
period.  

 
B. Class Attendance 
 

1.  Instructors will make known to their classes their policy concerning the effect of absence on the student's 
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PART THREE  
 

ALL- COLLEGE GOVERNANCE  
 
 
I. ALL-COLLEGE COMMITTEES 
 
A. Preamble 
 
In addition to serving on faculty committees, as described in Part Two, and in departmental governance, faculty 
members participate in College governance by serving on a variety of committees (collectively referred to as "All-
College Committees") whose function lies outside o
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Membership: Two faculty members, one student member, one support staff member, one member of 
UPSEU Local 1222, all appointed by the President and serving staggered three-year terms; the College 
physician; the Manager of Employment and Training; the Dean of the Faculty/Vice President for 
Academic Affairs or her/his designee; and the Business Manager (Chair). 
 

 
II. THE HONOR SYSTEM 

 
A. The Contract 
 

1 
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ii.  If more than one honor code violation is reported for a particular student, the Associate Dean 
of the Faculty (student academic affairs) may take further disciplinary action or refer the case 
to the Integrity Board or request an administrative hearing. 

 
b. The matter may be referred to the Integrity Board by the faculty member. 

 
2. In case of a violation of the social honor code, the faculty member may follow the procedure described 

in 1.a. above or consult with the Associate Dean of Student Affairs/Judicial Counsel to the Integrity 
Board on possible action before the Integrity Board. 

 
C. Administrative Discipline 
 
The Dean of Students and Vice President for Student Affairs may call an administrative hearing if it is deemed 
appropriate and may impose disciplinary sanctions. Pending action on the charges, in most cases the status of 
students shall not be altered, nor their rights to be present on the campus to attend classes suspended. However, 
in cases when student conduct might affect the safety or well-being of the student or the safety or well-being of 
the community, the College reserves the right to require the student to leave the campus pending the outcome of 
the hearing. 
 
The administrative sanction may be appealed to the President of the College or to the designated hearing officer.  
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PART FOUR 

 
BENEFITS 

 
The College offers a comprehensive benefit program to eligible faculty, including, but not limited to, health care, 
dental, life insurance, health care and dependent care reimbursement accounts, retirement, sick leave, and long-
term disability coverage.   
 
What follows are summaries of select benefits available to full-time faculty members of the College.  Although 
these sections are intended to provide general information about programs of greatest interest to the Faculty, they 
are not complete descriptions in themselves, nor do they describe all available benefits.  Faculty are encouraged 
to obtain full information from Human Resources, located on the first floor of the Barrett Center, or from the HR 
Benefits website: 
 

http://www.skidmore.edu/hr/benefits/index.php 
 
I. FLEXIBLE BENEFITS PLAN 
 
Skidmore College provides a Flexible Benefits Program to faculty who are full-time for the academic year, and 
for faculty who are in designated shared positions.  Benefits included in this Program are health care coverage, 
dental insurance, group-term life insurance, and Flexible Spending Accounts.   
 
A complete description of the Flexible Benefits Program including College contribution, faculty contribution and 
waiting periods, if any, is contained in the Flexible Benefit Program booklet available from Human Resources 
and at the following web address:  
 

http://www.skidmore.edu/hr/benefits/benefitsprograminfo.php 
 
II. DOMESTIC PARTNERS BENEFITS  
 
The College will recognize same- or opposite-
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pay will combine 8 weeks full disability pay (or equivalent for adoptions) and full pay under this policy 
for the remainder of the semester before and after the disability period.  
 

4. A full-time faculty member who has taught at the College for at least one continuous year, with birth or 
adoption occurring between June 1 and July 31, is eligible for a one-course teaching reduction with no 
salary reduction for the semester before or after the birth or adoption;  

or  
 

http://www.skidmore.edu/hr/documents/FacultyLeaveRequestForm.pdf
http://www.skidmore.edu/hr/documents/FacultyLeaveRequestForm.pdf
http://www.skidmore.edu/hr/documents/FacultyLeaveRequestForm.pdf
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Further information about the parental leave policy is available online at: 
 

http://www.skidmore.edu/hr/documents/FacultyParentalLeavePolicy.pdf 
 
IV. TUITION BENEFITS 
 
The College offers a number of tuition programs to full-

http://www.skidmore.edu/hr/documents/FacultyParentalLeavePolicy.pdf
https://www.skidmore.edu/benefits/summary/tuition/
https://www.skidmore.edu/benefits/summary/tuition/
http://www.skidmore.edu/hr/benefits/retirement.php
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C. Early Retirement 
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PART FIVE  
 

THE ADMINISTRATION  
 
I. THE PRESIDENT 
 
A. The Office of the President 
 
The President is the executive head of the College with general administrative responsibility for all its activities 
and affairs.   
 
The President shall be elected by a majority vote of the Board of Trustees and continues in office at the pleasure 
of the Board.  The President serves as an ex-officio member of the Board and of all standing committees of the 
Board. 
 
Official communication with the Board from the Faculty, officers, and members of the College shall be presented 
through the President. At each regular meeting of the Board, the President shall make a report on the condition of 
the College.  The President shall make recommendations to the Board, through the Academic Affairs Committee, 
with respect to the granting of promotions, tenure, and sabbaticals to members of the Faculty and through the 
Executive Committee with respect to the engagement of senior members of the administrative staff.  
 
The annual budget and statement of plans for the administration of the College shall be presented by the President 
to the Board for final decision at the Annual Meeting. 
 
In the temporary absence of the President, the Dean of the Faculty/Vice President for Academic Affairs is 
authorized to act on the President's behalf; however, at the discretion of the President, those responsibilities may 
be delegated to another senior administrator.  In the case of the President's prolonged absence – whether through 
incapacity, resignation, death, or other cause – the Board, or its Executive Committee, may delegate the College's 
executive powers and responsibilities to a person or persons as it sees fit, pending the President's return or the 
election of a new President. 
 
B. President's Cabinet 
 
The President's Cabinet constitutes the President's administrative council and meets regularly to advise the 
President on major issues of policy, planning, and operation.  The Cabinet consists of those senior members of 
the Administration who report directly to the President (the Dean of the Faculty/Vice President for Academic 
Affairs, the Vice President for Finance and Administration and Treasurer, the Collyer Vice President for 
Advancement, the Dean of Students and Vice President for Student Affairs, the Vice President and Dean of 
Admissions and Financial Aid, the Vice President for Communications and Marketing, and Vice President for 
Strategic Planning and Institutional Diversity).  The composition of the Cabinet is determined by the President 
and may be altered upon of the evolving needs of the College.  
 
 
II. THE VICE PRESIDENT FOR FINANCE AND ADMINISTRATION AND TREASURER  
 
The Vice President for Finance and Administration and Treasurer is elected by the Board upon the nomination of 
the President and is the chief business and financial officer under the President. The Vice President for Finance 
and Administration and Treasurer is responsible for all matters assigned by the President which, generally, include 
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and in addressing other academic and co-curricular activities for the entering class. The Dean of the Faculty/Vice 
President for Academic Affairs appoints the Director of the Office of Off-Campus Study and Exchanges, who 
works with students wishing to study abroad and is responsible for monitoring all relevant programs and policies.  
The Dean of the Faculty/Vice President for Academic Affairs appoints the Director of Academic Advising, who 
implements the faculty-based advising system and provides guidance to students considering academic program 
options, to students with academic distinction, and to students experiencing academic problems.  The Dean of the 
Faculty/Vice President for Academic Affairs appoints the Director of the Opportunity Program who oversees the 
development and implementation of Skidmore’s HEOP and AOP programs. 
 
V. THE DEAN OF STUDENTS AND VICE PRESIDENT FOR STUDENT AFFAIRS 
 
The Dean of Students and Vice President for Student Affairs is responsible for all matters assigned by the 
President, which include all student life programs at the College. The Dean of Students and Vice President for 
Student Affairs appoints the Associate Dean of Student Affairs for Athletics; the Associate Dean of Student 
Affairs for Health and Wellness; the Associate Dean of Student Affairs for Campus Life and Engagement; the 
Associate Dean of Student Affairs for Student Development; and the Executive Director of the Career 
Development Center.  Together with the Associate Deans, the Dean of Students and Vice President for Student 
Affairs is responsible for athletics; residential life policies and programs; counseling and health services; student 
participation in College governance; social, recreational, and cultural programming; career planning; religious 
life programs; and international and ALANA student concerns. 
 
The Dean of Students and Vice President for Student Affairs and the staff work with the Dean of the Faculty/Vice 
President for Academic Affairs to create effective programs for student and faculty orientation and academic 
support services.  
 
VI. THE VICE PRESIDENT AND DEAN OF ADMISSIONS AND FINANCIAL AID  
 
The Vice President and Dean of Admissions and Financial Aid is appointed by the President and sits on the 
President's Cabinet. The Vice President and Dean of Admissions and Financial Aid holds broad responsibility for 
managing the recruitment, admission, enrollment, and retention of a talented and diverse student body. The Vice 
President and Dean of Admissions and Financial Aid also oversees those publications and communications efforts 
of the College which shape its image in the eyes of its key external constituencies. The Vice President and Dean 
of Admissions and Financial Aid 
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1. All proceedings of the Review Committee will be held in the strictest confidence. Members of the 
committee will be asked to accept the same code of confidentiality that is adopted by the members of 
ATC and CAFR. 

 
2. Evaluations received by the committee will be kept in confidence. The President will have access to all 

evaluation materials. The Officer being reviewed will not see them and they will be filed in a sealed, 
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III. 
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intercultural skills, and an appreciation of their individual and social responsibilities as citizens of the world.  
Meeting these objectives is crucial to our achieving new levels of excellence. 
 
C.  Policies on Accessibility and Accommodations 
 
Skidmore College is committed to supporting accessibility, with respect to both physical access and other forms 
of access, to all programs on campus.   
 

Accessibility and Accommodations Policy 
 
In accordance with applicable federal8 and state laws protecting qualified individuals with documented 
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F. Policy on Consensual Sexual Relationships Involving Students  
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a. All position vacancies will be subject to equal employment opportunity search standards, which 
establish procedures for internal posting and external advertisement appropriate to a position's 
relevant labor market.  In academic searches, the scope of a search is determined by the ADEWD 
in consultation with the Associate Dean of the Faculty (faculty affairs) or the Dean of the 
Faculty/Vice President for Academic Affairs, as appropriate, and the hiring department or office. 
The nature of the position dictates whether a qualified pool of candidates may most appropriately 
be recruited from a local, regional, or national market. 

 
b.  In some situations, the ADEWD may waive the requirement for a full search.  Normally, a waiver-

of-search may be approved if one of the following three actions is proposed: filling a vacancy by 
promotion; filling a vacancy on a temporary basis (non-recurring appointment for a maximum of 
one year); or filling a vacancy as a result of internal reorganization.  In these cases, or in the case of 
other extenuating circumstances, a full search may not be desirable, and the ADEWD will give 
careful consideration to requests for search waiver. 

 
c.  In academic searches, the ADEWD, in collaboration with the Associate Dean of the Faculty (faculty 

affairs) or the Dean of the Faculty/Vice President for Academic Affairs, as appropriate, reviews the 
position description and all components of the search plan proposed by the hiring department or 
office before approving a search.   

 
d.  Human Resources maintains and updates lists of recruitment resources for both academic and 

nonacademic searches. 
 
e.  Human Resources routinely sends announcements of position vacancies to local and regional 

organizations that represent historically underrepresented groups.  Heads of departments, offices, 
and programs are strongly encouraged to network through their own personal and/or professional 
contacts in an effort to broaden the diversity of candidate pools for all positions.  Such outreach 
should occur on a regular basis, even in the absence of an immediate position vacancy. 

 
f.  All applicants for academic and nonacademic position vacancies will receive an acknowledgment 

of their interest in employment at Skidmore through a postcard, e-mail, or letter.  Those applicants 
who file their applications online will receive a confirmation number as well as an on-screen 
acknowledgment. 

 
g.  Before any candidate in an academic search is invited for an interview (whether on or off campus), 

the office or department responsible for hiring will contact the ADEWD and the Associate Dean of 
the Faculty (faculty affairs) or the Dean of the Faculty/Vice President for Academic Affairs, as 
appropriate, to review the applicant pool.  If the pool is not sufficiently inclusive, the Associate 
Dean of the Faculty (faculty affairs), 



2019-20 FACULTY HANDBOOK  
 

-607-  

2. The ADEWD, in consultation with the Dean of the Faculty/Vice President for Academic Affairs, and 
others as appropriate, is charged with providing leadership in recommending and implementing 
strategies to secure and maintain a diverse campus community of faculty and staff; coordinating 
institution-wide equal opportunity and diversity employment efforts, including equal employment 
opportunity strategies and activity on all searches; planning and initiating all education for faculty and 
staff on matters of equal employment opportunity, unlawful discrimination,  and harassment; and 
coordinating this activity with related student education provided by Student Affairs staff. The ADEWD 
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�x offensive gestures;  or 
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When to report.  A report must be made to the College within 609 days of the alleged incident.  A formal complaint 
must be filed in writing within 10 work days after an informal inquiry has been completed or within 10 work days 
of the conclusion of the mediation process (see C below). Federal regulations require that a student complaint be 
filed with the appropriate agency within 180 days and faculty/employee complaints be filed within 300 days; New 
York State law requires that an administrative complaint be filed within one year. 
 
Confidentiality.  To the extent possible, those handling complaints will endeavor to maintain the confidentiality 
of all parties involved in the informal and formal process.  This confidentiality extends to those seeking assistance, 
to those filing a complaint, to respondents, and to those serving as witnesses; confidentiality also extends to those 
creating or reviewing any documents related to the complaint.  Information about the complaint is therefore 
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�x be granted confidentiality, to the extent possible, throughout the process (as described in Section B 
above); 

 
�x respond to the complaint; 
 
�x review and sign their own statement and receive a copy; 
 
�x request mediation; 
 
�x have a meeting with the ADEWD after the informal inquiry;  
 
�x review a copy of the final summary of the complaint in the presence of the appropriate official. 
 

The respondent will not have the right to 
 

�x have an attorney present; 
 
�x record the meeting; 
 
�x ask questions of the complainant or witness(es); 
 
�x review the complete complaint file and all associated documents (e.g., witnesses' statements); nor to 
 
�x receive a copy of the complete complaint file. 
 

Any discussion during the initial interviews with the complainant or the respondent will be documented and signed 
by the individual making the statement and the ADEWD. The individual making the statement will be given a 
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�x have an attorney present; 
�x record the meeting; 
�x ask questions of the complainant or respondent; 
�x 
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and the Chair of FEC (in the case of faculty) or the Chief Human Resources Officer (in the case of staff) will 
provide replacements as needed.  Any such replacements will receive training appropriate to the complaint. 
   
F. Investigation 
 
All information gathered during the informal process will continue to be used in the formal process. The ADEWD 
will provide the respondent with a copy of the formal complaint as submitted by the complainant within three work 
days10 
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http://www.dhr.ny.gov/
https://dhr.ny.gov/complaint
http://www.eeoc.gov/
mailto:info@eeoc.gov


2019-20 FACULTY HANDBOOK  



2019-20 FACULTY HANDBOOK  
 

-619-  

The College will not tolerate false allegations of harassment.  Complaints made in good faith that are found not 
to constitute harassment or discrimination will not be considered false allegations. However, any individual who 
knowingly, maliciously, or frivolously makes a false allegation of harassment will be subject to disciplinary action up 
to and including separation from the College or, in the case of a students, to disciplinary action up to and including 
suspension or expulsion. 
 
E. For Additional Information or Assistance 
 
Inquiries concerning the preceding policies and procedures or requests for assistance should be directed to either 
of the following: 

 
The Assistant Director for Employment, Compliance, and Workforce Diversity 
Skidmore College  
815 North Broadway 
Saratoga Springs, NY 12866-1632  
Tel: (518)-580-5800 
https://www.skidmore.edu/hr/index.php 
Chief Human Resources Officer 
Human Resources, Barrett Center 
Skidmore College 
815 North Broadway 
Saratoga Springs, NY 12866-1632 
Tel: (518) 580-5800 
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H 
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Professor, 131 
Promotion, 131–35 

artists-in-residence, 134 
librarian ranks, 134 
professorial ranks, 131 
Senior Lecturer, 110 
teaching associates, 134 
writers-in-residence, 134 

Promotions Committee, 211 
Promotions Committee 

appointment of faculty to endowed chairs, 111 

R 

Reappointment 
artists-in-residence, 121–22 
Full-time Lecturers, 123 
instructors, 122 
librarians, 121 
professorial ranks, 113–21 
Teaching Professors, 123 
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Work-for-Hire, 104 
Writers-in-
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